B163 Computer Applications

PowerPoint Performance Exam

PowerPoint Checklist Sheet 
*** Each content slide should have at least one paragraph of notes (Notes Pane).  This will be your speech for your presentation.

​​​____ Created a Title Slide with Title of Presentation and your Name (1)

____ Created a minimum of 8 Slides (Title Slide, 6-Content Slide, One-Summary Slide) (8)
____ Created appropriate slide notes for every content slide in presentation (6)

____ Inserted Slide Number on all slides but title slide (1)

____ Created a logo (graphic w/ name) on title slide and summary slide (2)

____ Used an Appropriate Background Color Scheme or Design Template (2)

____ Applied Consistent and Appropriate Color Scheme (2)

____ Applied Consistent and Appropriate font styles, font, and font sizes (2)

____ Added at least one Appropriate WordArt Text (1)

____ Inserted at least three Appropriate Clipart, Pictures, and/or Images (3)
____ Created a Table, Spreadsheet & Chart, or Organizational Chart in a slide (4)

____ Applied appropriate bullet styles with appropriate indentations (2)

____ Inserted an action button on summary slide hyperlinked to title slide (2)

____ Used Appropriate White Space throughout each slide in the slide show (4)

____ Accurate Spelling and Grammar (4)

____ Applied Animation/Build Effects in every slide (4)

____ Applied Transitions for every slide (4)

____ Inserted a Sound File or Movie File Appropriately to a Slide Show (2)

____ Saved Slide Show as a Web Page with appropriate page title (2)
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____ Handouts (1)

____ Slides per page:  6 (1)

____ Frame Slides (1)

____ Print in Grayscale (1)

____ Name and Date in Header, PowerPoint Exam in Footer (1)

____ Total Points Possible = 60
