
	INF1070: Digital Presentation
Software Skills Checklist

	Students develop digital presentation software skills involving text, data, graphics, sound, and animation.
	Mastery

I know how to use digital presentation software, and I can teach someone else.
	Competent

I know how to use digital presentation software, but sometimes I may need help. 
	Limited

I still need practice using digital presentation software. 

	Design, Create, and Format Digital Presentations

	Create new presentations including

	creating new presentations from templates
	(
	(
	(

	create and edit a new custom presentation
	(
	(
	(

	Customize slides by

	using a slide master
	(
	(
	(

	customizing backgrounds
	(
	(
	(

	Add elements to slides including

	graphics
	(
	(
	(

	footers and headers
	(
	(
	(

	Create and change presentation elements by

	applying transition effects
	(
	(
	(

	selecting slides on a show
	(
	(
	(

	setting up and running a slide show
	(
	(
	(

	Arrange slides to improve flow by

	using normal and slide view to arrange slides
	(
	(
	(

	adding, deleting, and rearranging slides
	(
	(
	(


	Create and Format Slide Content

	Insert and format text and text boxes including

	adding and deleting text on a slide
	(
	(
	(

	editing text on a slide
	(
	(
	(

	sizing and formatting text boxes
	(
	(
	(

	inserting text from another source
	(
	(
	(

	Manipulate text by

	copying, cutting, and pasting text
	(
	(
	(

	promoting and demoting text
	(
	(
	(

	adding and modifying text art on a slide; e.g., WordArt
	(
	(
	(

	modifying fonts and font styles
	(
	(
	(

	modifying font size and colour
	(
	(
	(

	aligning text and changing line spacing
	(
	(
	(

	formatting text using an alternative source; e.g., Format Painter
	(
	(
	(

	adding and modifying bulleted lists
	(
	(
	(

	adding and modifying numbered lists
	(
	(
	(

	Add and link existing content to a presentation by

	copying and pasting elements from one slide to another
	(
	(
	(

	copying and pasting elements between presentations
	(
	(
	(

	copying and pasting slides between presentations
	(
	(
	(

	adding hyperlinks to a presentation
	(
	(
	(

	inserting media clips into slides
	(
	(
	(

	Apply, customize, modify, and remove animations including

	adding animation and effects to a graphic, text box, or photo
	(
	(
	(

	creating and modifying custom animations
	(
	(
	(

	Work with Visual Content 

	Insert illustrations and shapes by

	adding Clip Art to a slide
	(
	(
	(

	creating a diagram; e.g., SmartArt
	(
	(
	(

	applying styles to a diagram
	(
	(
	(

	adding a picture to a slide
	(
	(
	(

	adding shapes to slides
	(
	(
	(

	Modify illustrations including

	changing the size and colour of a graphic
	(
	(
	(

	formatting and adding an effect to a shape
	(
	(
	(

	rotating, resizing, and recolouring a photo
	(
	(
	(

	Arrange illustrations and other content including

	placing illustrations in order
	(
	(
	(

	aligning and connecting pictures
	(
	(
	(

	rotating and aligning shapes and graphics
	(
	(
	(

	displaying grids and guides
	(
	(
	(

	Insert and modify charts including

	creating and applying styles to a chart
	(
	(
	(

	Insert and modify tables including

	creating and applying styles to a table
	(
	(
	(

	Collaborate on and Deliver Presentations

	Review presentations including

	adding, editing, and deleting comments
	(
	(
	(

	Secure and share presentations by

	using Document Inspector to remove information
	(
	(
	(

	saving presentations and slide shows
	(
	(
	(

	Prepare printed materials including

	printing outlines and speaker notes
	(
	(
	(

	using pens, highlighters, and arrows
	(
	(
	(

	rehearse and save timings
	(
	(
	(

	Prepare for and rehearse presentation delivery by

	adding action buttons
	(
	(
	(

	hiding slides
	(
	(
	(

	navigating through the slide show
	(
	(
	(

	rehearsing timings
	(
	(
	(

	packaging and storing presentations
	(
	(
	(

	exporting a presentation to another program
	(
	(
	(

	Action Plan:

Student Signature
Teacher Signature

	Time to Reflect

	What are three things I learned in this course that I could see myself using in the future?



	What are two things I liked to do in this course?



	What is one thing I would like to find out more about?
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