POWERPOINT PRESENTATION 

TEACHER ASSESSMENT

	Code and Element Name
	Element Description
	Observed
	Printed Out
	Date signed off
	Comments

	ICAITU132A/04 

Create Presentations
	· Create a simple design for a presentation according to organisational requirements

· Open presentations and add text and symbols

· Use existing styles within a presentation

· Use presentation templates/master slide to create a presentation use various tools including help, search and replace, spell check, undo and simple formatting tools

· Add, select, copy, delete or move text, images and graphics within the presentations

· Save presentation to correct directory/folder
	
	
	
	

	ICAITU132A/02

Customize basic settings
	· Adjust page display modes and size to meet user requirements and / or special needs

· Modify toolbar to meet user and document uses

· Ensure font type, size and colour is appropriate for the purpose of the presentation

· View multiple slides at once
	
	
	
	


	Code and Element Name
	Element Description
	Observed
	Printed Out
	Date signed off
	Comments

	ICAITU132A/03

Format presentations
	· Use organizational charts, charts, bulleted lists and modify as required.

· Add objects (images and graphics) and manipulate to meet presentation  purposes

· Modify slide layout including text and colours to meet presentation purposes

· Use formatting tools (such as tabs, cut, paste, indents, bookmarks, hyperlinks, borders, lists) as required within the presentation

· Duplicate slides within and / or across presentations

· Re-order the sequence of slides and / or delete for presentation purposes

· Save presentation in another format and in a format for posting to the web.

· Save and close presentation to hard disk and /or disk.
	
	
	
	

	ICAITU132A/04

Add slide show effects
	· Incorporate present animation and multimedia effects into presentation as required to enhance the presentation

· Change preset animation effects according to presentation to ensure smooth progression through the presentation

· Test slide show effects for overall effect

· Use onscreen navigation tools to start and stop slide show or move between different slides as required
	
	
	
	

	ICAITU123A/05

Print presentation and notes
	· Select appropriate print format (overheads, handouts etc) for slide presentation

· Select preferred slide orientation (portrait, landscape)

· Add notes, slides numbers and spell check

· Preview slides in the required formats (overheads, notes etc)

· Print slides in the required formats
	
	
	
	


POWERPOINT

PowerPoint is software that is usually described as presentation software. It is part of the Microsoft Office suite and it enables you to produce a series of slides to illustrate a particular subject or topic.

There are a range of editing and formatting skills that you can use in PowerPoint.  Below is a checklist of the skills you will be required to demonstrate over the remaining two weeks of term.
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	INFORMATION
	KNOWLEDGE
	KNOW-HOW
	WISDOM
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	ICAITU132A/04 

Create Presentations
	· Create a simple design for a presentation according to organisational requirements

· Open presentations and add text and symbols

· Use existing styles within a presentation

· Use presentation templates/master slide to create a presentation use various tools including help, search and replace, spell check, undo and simple formatting tools

· Add, select, copy, delete or move text, images and graphics within the presentations

· Save presentation to correct directory/folder
	
	
	
	
	
	
	
	

	ICAITU132A/02

Customize basic settings
	· Adjust page display modes and size to meet user requirements and / or special needs

· Modify toolbar to meet user and document uses

· Ensure font type, size and colour is appropriate for the purpose of the presentation

· View multiple slides at once
	
	
	
	
	
	
	
	

	ICAITU132A/03

Format presentations
	· Use organizational charts, charts, bulleted lists and modify as required.

· Add objects (images and graphics) and manipulate to meet presentation  purposes

· Modify slide layout including text and colours to meet presentation purposes

· Use formatting tools (such as tabs, cut, paste, indents, bookmarks, hyperlinks, borders, lists) as required within the presentation

· Duplicate slides within and / or across presentations

· Re-order the sequence of slides and / or delete for presentation purposes

· Save presentation in another format and in a format for posting to the web.

· Save and close presentation to hard disk and /or disk.
	
	
	
	
	
	
	
	

	ICAITU132A/04

Add slide show effects
	· Incorporate present animation and multimedia effects into presentation as required to enhance the presentation

· Change preset animation effects according to presentation to ensure smooth progression through the presentation

· Test slide show effects for overall effect

· Use onscreen navigation tools to start and stop slide show or move between different slides as required
	
	
	
	
	
	
	
	

	ICAITU123A/05

Print presentation and notes
	· Select appropriate print format (overheads, handouts etc) for slide presentation

· Select preferred slide orientation (portrait, landscape)

· Add notes, slides numbers and spell check

· Preview slides in the required formats (overheads, notes etc)

· Print slides in the required formats
	
	
	
	
	
	
	
	


INFORMATION
I have heard of it, I am aware of it, I have done work on it.

KNOWLEDGE

I understand and can explain it, sometimes with help.

KNOW-HOW

I can do it or describe this on my own.

WISDOM

I can evaluate it and apply it in the most appropriate ways.  I can explain and teach this to others.
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