Skills List for PowerPoint
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	Basic PowerPoint Skills

	Open a new PowerPoint document

	Insert a slide

	Insert text boxes and graphics (clipart and pictures from file)

	Understand the 10 Golden Rules for presenting with PowerPoint:

	Apply design template to background

	Use slide view, outline view, and slide sorter view

	Animate text boxes and objects

	Add sounds to animations

	Add transitions

	Print handouts (3 slides per page)

	More advanced skills:

	Use Word Art

	Add sounds and movies

	Add hyperlinks to create stacks for use with games

	Add hyperlinks to link to a webpage

	Add hyperlinks to open a document from another application


