The Rock Cycle
Tech Skills Appraisal

Name_________________________________

Word Processor Skills

· Open a template

· Use Save as

· Change font, font size and format
· Use hyperlinks within document
· Use spellchecker

· Save document to The Rock Cycle folder (on computer desktop)
PowerPoint Presentation Skills

· Start Microsoft PowerPoint
· Identify PowerPoint’s views
· Open, save, and close presentations

· Change font, font size, and bullet style

· Rearrange, delete and insert slides
· Use copy, cut and paste commands 

· Create, move, resize, align and connect objects

· Work with Autoshapes and text boxes
· Improve the visual appeal of presentation by using WordArt and clip art

· Insert pictures and apply effects to them

· Add transition effects and timings to a slide show
· Setting up as slide show

· Preview and run a slideshow
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