[bookmark: _GoBack]PowerPoint 2016 Advanced – Skills Diagnostic
Please print and complete the following form ticking Yes or No as appropriate. Please bring the form with you and hand to the trainer at the start of your course.  Many Thanks!
	Name:

	

	Q
	
	Yes
	No

	1
	Can you create a basic slideshow of text and bullet points based on a design template and slide layouts?

	
	

	2
	Are you comfortable with File Management?  (eg Open, close, save new file?)

	
	

	3
	Can you add text to a slide without using a placeholder? (What is a placeholder?  The box that says “click to add text”)

	
	

	4.
	Do you know how to select multiple objects on a slide?

	
	

	5.
	Can you edit colour schemes?

	
	

	6.
	Can you apply animation schemes to a presentation?

	
	

	7.
	Can you add Clipart?

	
	

	8.
	Can you create and manipulate images/pictures from file (rather than via the Clipart Library?)

	
	

	9.
	Can you create and manipulate basic shapes (rectangles/lines/circles) and use adjustment handles, resize shapes and rotate them?

	
	

	10.
	Can you use Microsoft Diagrams?  (cycle, radial, target, venn, pyramid, organisation charts)

	
	

	11.
	Are you confident to format text?  (Font, size, emphasis, colour, alignment, spacing, bullets)

	
	

	12.
	Are you confident to format objects?  (Lines, fills, colour, shadow, 3D)

	
	

	13.
	Would you know how to change the background of a slide?

	
	

	14.
	Have you ever edited a Slide Master?

	
	

	15.
	Do you know how to apply transitions to slides?

	
	

	16.
	Are you confident printing PowerPoint slides?

	
	



Note:  All these topics are covered on our Introduction course.  Where there are gaps in your knowledge the trainer will attempt to cover the features you are not familiar with.  However, as this is an advanced course a reasonable level of understanding of the product using the features above has been assumed in the creation of this course.  
