MICROSOFT®  POWERPOINT 2003

POWERPOINT 2003 SPECIALIST 
	Reference No. 
	Skill 
	Pages

	Unit 1
	Day 1
	

	1-1-1 
	Preparing a Powerpoint Presentation
	S7-S38

	
	
	

	
	
	Create a presentation using a design template 
	S9-S13

	
	
	Apply a design template 
	S11-S12, S16

	
	
	Choose a slide layout 
	S13, S16

	
	
	Print a presentation 
	S14

	
	
	Modify page setup 
	S14, S18

	
	
	Save a presentation 
	S15, S17-S18

	
	
	Print a presentation as handouts 
	S18

	
	
	View a presentation in Normal, Slide Sorter, Notes Page and Slide Show views
	S18-S19, S22-S24

	
	
	Run a slide show 
	S19-S24

	
	
	Use the pen and highlighter when running a presentation 
	S21-S24

	
	
	Print a presentation as an outline 
	S22

	
	
	Apply slide transitions 
	S24-S27

	
	
	Save a presentation with a different name 
	S25

	
	
	Run a show automatically 
	S26-S27

	
	
	Create a presentation using the AutoContent Wizard 
	S27-S28

	
	
	Print a presentation as notes pages 
	S31

	1-1-2 
	Modifying a Presentation and Using Help
	S39-S59

	
	
	Insert, edit, and delete text in slides 
	S39-S42

	
	
	Rearrange text in slides 
	S42-S47

	
	
	Arrange placeholders on slide 
	S42, S46

	
	
	Complete a spelling check 
	S43-S45

	
	
	Use Thesaurus 
	S43-S45

	
	
	Insert, delete, copy, and move slides 
	S48-S51

	
	
	Preview a presentation 
	S48-S51

	1-1-3 
	Formatting Slides
	S61-S89

	
	
	Change text font typeface, style, size and color 
	S61-S67

	
	
	Change text alignment 
	S61-S62

	
	
	Increase/decrease paragraphs spacing 
	S63-S67

	
	
	Format a slide master and title master 
	S64-S67

	
	
	Apply more than one design template and work with multiple slide masters
	S67-S69

	
	
	Format and customize slide color scheme and background color 
	S69-S72

	
	
	Change the design template 
	S72

	
	
	Create a blank presentation 
	S73-S75

	
	
	Insert headers and footers 
	S78-S80

	
	
	Print speakers notes 
	S81-S82

	
	
	Hide and unhide slides 
	S81-S83

	1-1-4 
	Adding Visual appeal and Animation to Presentations
	S91-S119

	
	
	Insert and format objects, auto shapes, and text boxes 
	S91-S103

	
	
	Select, move, copy, delete, size, and format objects, auto shapes, and text boxes
	S91-S103

	
	
	Change text alignment 
	S95

	
	
	Change alignment of text in columns 
	S97, S100-S101

	
	
	Display rulers, guide lines, and grid lines 
	S98-S103

	
	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	
	Insert clip art images 
	S103-S107

	
	
	Format images using buttons on the Picture toolbar 
	S108-S109

	
	
	Insert a bitmapped image 
	S110-S111

	
	
	Apply an animation scheme 
	S111-S112

	
	
	Customize an animation scheme 
	S112-S114

	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Lunch Break 60 Min 1200-1300 
	

	1-1 Comp 
	Work in Progress
	S121-S127

	
	
	

	
	
	Complete Assessment 1-5
	S121-S125

	
	
	Complete Activity 1 & 2
	S125-S126

	
	
	Complete Job Study
	S127

	
	
	

	
	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Day 1 
	Unit 2
	

	1-2-5 
	Adding Visual Elements to a Presentation
	S131-S162

	
	
	Insert, size, move, and customize WordArt 
	S131-S136

	
	
	Create and format organizational charts and diagrams 
	S136-S139

	
	
	Create and format a chart 
	S139-S145

	
	
	Create and format a table 
	S145-S148

	
	
	Insert and size a scanned image 
	S148-S149

	
	
	Add animated GIFs to a presentation 
	S149-S150

	
	
	Add and modify sound and video files 
	S151-S154

	
	
	Create and apply a custom template 
	S155-S156

	Day 2 
	Unit 2
	

	2-2-6 
	Sharing and Connecting Data
	S163-S185

	
	
	
	

	
	
	Import text from Word 
	S166-S167

	
	
	Modify slide layout 
	S167

	
	
	Export presentation to Microsoft Word 
	S170-S171

	
	
	Save a presentation in a different file format 
	S171-S172

	
	
	Add action buttons 
	S172-S175

	
	
	Create a hyperlink using an action button 
	S174-S175

	
	
	Create hyperlinks 
	S176-S177

	
	
	Rehearse timing 
	S177-S179

	2-2-7 
	Linking and Embedding Objects and Files
	S187-S209

	
	
	Embed a Word table in a presentation 
	S189-S190

	
	
	Embed and edit an Excel chart in a slide 
	S191-S192

	
	
	Link and edit an Excel chart to a presentation 
	S192-S194

	
	
	Create a folder and select, copy, delete, and rename files and folders 
	S195-S200

	
	
	Create, run, edit, and print a custom show 
	S200-S204

	2-2-8 
	Sharing Presentations
	S211-S236

	
	
	Send and edit a presentation for review 
	S211-S214

	
	
	Save a presentation in a different file format 
	S212

	
	
	Accept/reject changes from reviewers 
	S214-S217

	
	
	Compare and merge presentations 
	S214-S217

	
	
	Add, edit and delete comments in a presentation 
	S217-S219

	
	
	Use the Package for CD feature 
	S219-S221

	
	
	Save a presentation as a Web page 
	S222-S229

	2-2 Comp 
	Workplace Ready
	S237-S244

	
	
	Complete Assessment 1-8
	S237-S242

	
	
	Complete Activity 1 & 2
	S243

	
	
	Complete Job Study
	S244


