Name:____________________________   Date:___________   Class:______________
Chapter 12: Presentations
Circle One: Pretest/Posttest
Completing this as a pretest before you read the chapter will let you know which parts of the chapter to focus on. Completing this as a posttest after you read the chapter will let you know which parts of the chapter to review.

Rate your ability to do or describe how to do each of these skills. Using the key below, give yourself a 4, 3, 2, or 1 for each skill. 
_____  1. Use a design template to create a presentation.
_____  2. Add a new slide to a presentation.
_____  3. Add graphics to a presentation.

_____  4. Add animation to a presentation.

_____  5. Add a footer to a presentation.

_____  6. Insert a chart from Word or Excel into a presentation. 

_____  7. Explain the process and the reasons for saving a version of a presentation as a new file. 

_____  8. Print a presentation in at least three different formats. 

_____  9. Explain the purpose of adding a hyperlink to a presentation.

_____10. Convert a presentation into a Web page.

Key: 
4 = Able to complete this skill with no help.


3 = Able to complete this skill with little help.


2 = Struggling to complete this skill and in need of reminders.


1 = Unable to complete this skill.
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