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PowerPoint Skills Assessment 
 
Name:     Date:    
 
How long have you used PowerPoint? (e.g. 6 months, 1 year, etc.)    
Please indicate the number of hours per week you use PowerPoint (approx.)     
What version of Excel are you now using? (circle)  2003 2007 Other:    

 

  Rate Your Current 
Level of Knowledge 

Need To 
Learn/or 

 

 Topic None Some Good Excellent Learn More  Comments 
Working in Views (slide, outline, sorter, etc.)       
Zooming In and Out       
Adding Text Frames       
Format Text (fonts, colours, alignment, etc.)       
Creating Bullet Lists       
Adding ClipArt       
Creating Graphs (bar, line, pie, etc.)       

Changing Patterns, Lines, Colors       
Formatting Numbers       
Setting Graph Options       

Using the Drawing Tools       
Modifying Master Pages (basic)       
Saving, Opening, Closing Files       

1 

Printing       
Using WordArt       
Advanced work with Drawing Tools       
Modifying ClipArt and Creating ClipArt        
Creating Templates       
Modifying Templates and Master Pages       
Speaker Notes       
Creating Organization Charts       
Creating and Editing Diagrams       
Creating a Photo Album       
Adding Sounds & Movies       
Transitions       
Basic Animation       

2 

Basic Slide Shows       
Advanced Animation       
Advanced Slide Shows       
Action Buttons & Settings       
Macros       
Presentation Design & Planning       
Handouts       

3 

Packaging       
   
Comments:  
 


