MSET 365

Microsoft Office Skills

Microsoft PowerPoint

1. Insert text for title and body of slides

2. Create numbered and bulleted lists

3. Insert chart from Excel

4. Insert WordArt

5. Insert graphic images- 

a. from clip gallery

b. from file

c. from screen shot in Word

i. crop and resize screen shot

6. Animate image

7. Insert sound/audio file

Microsoft Word

1. Type and format text

2. Insert and manipulate WordArt

3. Create numbered/bulleted list

4. Change line spacing

5. Insert graphic images

a. from clip gallery

b. from file

6. Insert Text Box and group with graphic object

7. Insert Table

a. Merge cells

b. Format cells (fill color, font)

c. Resize cells

d. Add cell/paragraph padding

8. Set document margins

Microsoft Excel

1. Create a spreadsheet

2. Insert Data

3. Use Average function

4. Create simple formulas

5. Create bar graph

