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Start learning PowerPoint right from the beginning. Your first
PowerPoint presentation does not have to be an intimidating
process. With every skill you mastered in the past, you were a
beginner once. Learning how to use PowerPoint is no different.
Everyone has to start at the beginning, and luckily for you,
PowerPoint is a really easy software to learn. Let's get started.
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PowerPoint is a presentation software program that is part of
the Microsoft Office package.
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PowerPoint uses a graphical approach to presentations in the

form of slide show that accompany the oral delivery of the topic.

This program is widely used in business and classrooms and is
an effective tool when used for training purposes.
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PowerPoint is one of the simplest computer programs to learn.
It is the number 1 program used worldwide for presentations.
Anyone can create stunning presentations that look like they
were designed by a professional.
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PowerPoint presentations can be made into photo albums,
complete with music or narrations, to distribute on CDs or DVDs.
If you are in the sales field, it involves just a few simple clicks
to add an illustrative chart of data or an organizational chart of
your company's structure. Make your presentation intc a web

page for emailing purposes or as a promotion displayed on your
company's website.
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It is easy to customize presentations with your company logo
and to dazzle your audience by using one of the many design
templates that come with the programs. Many more free add-ins
and templates are available online from Microsoft and a host of
otherwebsites. In addition to an on screen slide show, PowerPoint
has printing options that allow the presenter to provide handouts
and outlines for the audience as well as notes pages for the
speaker to refer to during the presentation.
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Allin all, PowerPoint is a “one-stop-shop” to create successful

presentations for the business world, the classroom or just for
your own personal use.
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This online assessment is designed to give you an indication
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of how effective you are at using PowerPoint to deliver clear
presentations to your audience. There are two parts of the
assessment. The first part assesses how often you use best
practices in developing and delivering your presentations. The
second part assesses your knowledge of the skills required to
use PowerPoint in creating & delivering your slides. To get your
customized results, enter your name and primary e-mail address
at the end of the assessment. If you have been given a group
code, enter it at the end of the assessment.
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Best Practices for Using PowerPoint L__
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Please rate each best practice by the frequency with which

you do that best practice when preparing, creating and delivering
your presentations.
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Presentation Structure Frequently ] E &
Always +4 < £
[ start my presentation by determining the - = 3 e
goal
| focus on what the audience wants to hear
- L ] » L ]
instead of what | want to tell them
| outline my presentation before | build any . & - &
slides
| plan my opening, interactions and closing » " - .
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Slide Design Always requently arely poi
| check that the colors | am planning on - . & i

using have enough contrast




| consider the emotional impact of colors

L] - L 3 L ]
before using them
I select sans-setif fonts for my slides " » b =
i have all text 24 point or larger size » » = "
1 avoid the default PowerPoint templates ~ - . .
and wizards
i set colors and fonts in the slide master - . A .
before creating the slide content
| keep branding information to the bottom * . P &
15% of the slide )
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Slide Content
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My text slides follow the 6 by & guideline

isix words per bullel point, six bullet points

per shide)
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| avoid putting full sentences and

L ] L] - L ]
paragraphs on my slides
| use graphs when presenting numeric = o - &
data that shows proportions, trends or rank
| create graphs using the PowerPoint = - < .
graphing tools
| always select the correct type of graph = & - -
far the point | am making
| clean up the *chart junk" that is on the

- L - L
detault PowerPoint graphs
| don't distort data with graphs that have i " # .
modified axis scales
I present relationships or processes with

L] L J ® L
diagrams
I create diagrams using the PowerPaint
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drawing tools
| break down complex diagrams into

L ] - L ] -
easier to understand sections
1 use charts to show organization or

- - L ] L]
comparisan
| use photographs instead of clip arl L » » ®
I resample high resolution photographs for 3 e i
use in PowerPoint
| provide a callout to make the point of

L ] L ] L J
each visual crystal clear
| use audio, video ar animation only when
it illustrates the peint better than any other g . . -
method
| properly insert audio or video into my s A = -
presentation so it works every time
| re-use and re-format slides from other . . - »

presentations to save time
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Delivery i Frequently Rarely gy

Always Never

| test my slides and equipment before my ° ® _ -

presentation

| practice and rehearse my presentation . . . .

betore | deliver it

| confidently connect the presentalion - . * *

equipment | use

| resolve the most common problems with » - . -

presentation equipment

| turn off networks and screen savers to . ° * .

avoid embarrassing interruptions

1 produce and provide useful handouts for . = i .

my audience
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| create and deliver a non-linear

o ] » o
presentation when it is necessary

I seamlessly include content from outside . i . -
my slides when needed

| don't simply read the text of my slides to % . - .
the audience

| use a presentation remote so | am not tied 3 . - -
to the computer

| confidently deliver my presentation over ® - . .
web presentation services

| don't end my presentation with a slide that & = - -

_says "“Thanks" or "Questions?”
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For each of the skills listed below, indicate whether you know
how to perform the task or not.
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Slide Design Yes Not Really
| know how to access the Slide Master 1o set the averall iook &
of my slides
} know how to se! the color scheme lor my slides . *
| know how te set a graduated ot advanced background for & "
my slides
! know how to set the default font for my title and body text
| know how to set the alignment for the text on my slides 4 -
{ know how to change the bullel point for my text b
| know how to add iogo and branding information to every & -
slide
| know how to insert slide numbers when necessary - i
| know how to save a Siide Master as a template for future " 2
use
i EEEI”‘ how to apply a template 16 a set of slides a ®
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Text Slides
| know how to highlight certain words in a passage of text

| know how 1o build my points one by one on the screen

| know how to creale hidden slides to contain more detail for

_bandouts
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Graphs Yes Not Realiy
| know haw to create a chart in PowerPoint instead of

. o
impaorting it from Excel
| know how to copy data from Excel to create a chart in & >
PowerPaint
| know how to set the chart type (i e pie, column, bar, etc) . ¥
I know how to delete the chart legend - -
| know how to delete chart grid lines » »
| know haw to delete the plot area border . .
| know how to set the width of bars or columns in a chart . -
| know how to add data labels to a chant - ®
| know how to add data values to a chart ot .
| know how to change the colors of a chart - .
t know how o explode a pie section in a pie chart » .
| know how to change the axis setlings on a chart = -
| know how to link Excel graphs to a slide so that the shide is 2 »
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Diagrams

| know how to draw shapes on a siide

1 know how to draw a perfect square or circle

| know how to draw a fine or arrow

| know how to rotate a shape

| know how to add text boxes to a diagram

| know how to change the color of a shape

) know how to change the thickness of a ine

| know how to animate the order of shapes on the slide
| know how to align shapes on a siide

| know how to gel shapes 10 meel in exactiy the right spat

when necessary

| know how to create an overlay of sections on a complex

_diagram

Yes Not Really
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Photographs Yes Not Really
| know how to search Microsoft's free library of images in

L J L]
PowerPaint
i know how to resample my photos so they don't make my - "
PowerPoint file too large
i know how o compress high resalution photos in a & =

PowerPoint file
| know how to crop photos on the slide L
| know how to rotate photes on a slide

| know how to make a photo grayscale for black and white

L -
printing
| know how to adjust the brightness or contrast of photos on = >
the slide
_Jknow howto puttexion a picture soitiseasyloread » *
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Making Visuals Clear Yes Not Really
| know haw to create a graphic arrow 1o point to the important .
part of a visual
| know how to create a circle or rectangle to point out the key M L

spot in a visual
| know how to create callout text boxes . .
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Multimedia & Other Content Yes Not Really
| know how to inserf an audio ar video clip on a slide = »
I know how 10 control when the audio or video clip plays on . #
the slide
I know how to hide the audic icon or video frame until it is & .
ready to play
| know how to control how long an audio clip plays for .
»

I know how to adjust the volume of a clip in PowerPoint
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I know how to tell if a clip is embedded in the PoawerPoint file

L] L]
or not
| know how to ensure that linked media files will play when 2 &
the
presentation is maved to another computer b
| know how to animate an element on a slide
f know how to contrel the timing of animation on the siide
| know how to link to another PowerPoint presentation from i =
a slide
| know how to link to non-PowerPoint content (i e Ward g =
document, PDF file, etc) on a slide
I know how to create hyperlinks 1o other slides in my . "
presentation
| know how to inciude screen captures in my slides b *
I know how to copy slides from other presentations so that > =

the format is preserved
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Setup & Delivery Yes Not Really

| know how to set the look of my handouls on the Handoutl 3 =

Master

| know how to print black and white handouts that are easy ” 2

to read

| know how to print only the slides | want the audience to 3 2

have

i know how to print hidden slides . .

| know how to save my slides as images to use in Word & =

handouts

| know how to toggle my display so that | can see the slides = &

on my laptop and the projectar

| know how to turn off networks and screen savers to avoid = .

interruptions in the presentation
| know how to jump to any slide in my presentation . b4
| know how to instantly put up a black slide te focus the

attention on the speaker o .
_lknow how io draw on the slide & "
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Do you know if you follow best practices for creating effective
PowerPoint presentations?
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Do you know if you have all the necessary skills for creating
and delivering PowerPoint presentations that get results?
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Do you know if your team has the necessary skills for sales,
financial or executive PowerPoint presentations?
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The answer is unfortunately, you don’t know.
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That'sbecause evenif you havetaken courses, beenpresenting
for years and even gone through the rigorous process to become
Microsoft certified, you still only know the skills you use on a daily
basis. And most of the time any tests you've taken have only

tested your ability to recall esoteric commands that you'll never
use anyway.
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Now, for the first time, you can benchmark yourself against
proven best practices and the skills needed to create and deliver
effective PowerPoint presentations. Using this assessment, you

will be able to target your learning and improve your presentation
ability quickly by focusing on those areas of greatest need.
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