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Objective :

This questionnaire is essential to let us know your level of knowledge of Powerpoint 2003 software and then let us form  homogeneous groups for training. 

This questionnaire recapitulates questions related to basic functionalities of this software.

Basic functionalities are necessary for any user who wants to create a simple presentation to support a talk, and deliver a document to the audience. You need to master them to learn advanced functionalities.  

	GENERALITIES
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Use the toolbars icons at the top of the screen 
	(
	(
	(
	(

	Use the interactive toolbars with the arrows  
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	(
	(
	(
	(

	Use customized menus with partial display 
	(
	(
	(
	(

	Modify and restore a toolbar 
	(
	(
	(
	(

	Use Powerpoint help with the Office assistant  
[image: image2.png]



	(
	(
	(
	(

	Use the different view modes
	(
	(
	(
	(

	Use the navigation pane
	(
	(
	(
	(

	Use the comments bar
	(
	(
	(
	(

	Select text with the mouse
	(
	(
	(
	(

	Select objects 
	(
	(
	(
	(

	Use AutoContent wizard
	(
	(
	(
	(

	Use the right button of the mouse of some shortcuts
	(
	(
	(
	(

	Use the undo an action function to cancel actions made by mistake
	(
	(
	(
	(

	Know how to correct a typing error in a slide
	(
	(
	(
	(

	Copy, move or delete text
	(
	(
	(
	(


	BASIC FUNCTIONALITIES
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Create a slide
	(
	(
	(
	(

	Apply a slide design
	(
	(
	(
	(

	Select and use a layout
	(
	(
	(
	(

	Switch from a view to another
	(
	(
	(
	(

	Insert a slide
	(
	(
	(
	(

	Use a background
	(
	(
	(
	(

	Use slides color schemes
	(
	(
	(
	(

	Insert slides numbers
	(
	(
	(
	(

	Open an existing presentation 
	(
	(
	(
	(

	Define a layout
	(
	(
	(
	(

	Delete objects
	(
	(
	(
	(

	Move objects
	(
	(
	(
	(

	Size a window according to a slide width
	(
	(
	(
	(

	Save a presentation  
	(
	(
	(
	(


	TEXT BASIC FUNCTIONALITIES
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Create a title
	(
	(
	(
	(

	Select text
	(
	(
	(
	(

	Change the text 
	(
	(
	(
	(

	Add text 
	(
	(
	(
	(

	Copy text 
	(
	(
	(
	(

	Format text
	(
	(
	(
	(

	Change upper-case and lower-case letters
	(
	(
	(
	(

	Insert bullets and numbering
	(
	(
	(
	(

	Change the bullet style
	(
	(
	(
	(

	Redo a layout
	(
	(
	(
	(

	Add a line to a text area
	(
	(
	(
	(

	Fill a text area
	(
	(
	(
	(


	SAVE A PRESENTATION
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Save a presentation
	(
	(
	(
	(

	Close a presentation
	(
	(
	(
	(

	Use the HTML format (internet)
	(
	(
	(
	(

	Open a presentation
	(
	(
	(
	(

	Open a presentation with a preview of its content
	(
	(
	(
	(

	Use the Favorites function
	(
	(
	(
	(

	Send a presentation to a mail recipient
	(
	(
	(
	(


	OUTLINE VIEW
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Create a new slide in an outline format
	(
	(
	(
	(

	Use the toolbar
	(
	(
	(
	(

	Select text in an outline format
	(
	(
	(
	(

	Show only titles
	(
	(
	(
	(

	Increase or decrease title indents
	(
	(
	(
	(

	Change the slides order
	(
	(
	(
	(

	Move a selection
	(
	(
	(
	(

	Insert a new slide
	(
	(
	(
	(

	Delete a slide
	(
	(
	(
	(

	Print an outline 
	(
	(
	(
	(


	SLIDE VIEW
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Know how to navigate between slides
	(
	(
	(
	(

	Add or delete a slide
	(
	(
	(
	(

	Print specific slides
	(
	(
	(
	(

	Print a presentation with or without a compilation
	(
	(
	(
	(

	Hide a slide
	(
	(
	(
	(


	DRAWING FUNCTIONALITIES
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Use the toolbar
	(
	(
	(
	(

	Use autoshapes
	(
	(
	(
	(

	Change the fill color of an object
	(
	(
	(
	(

	Add 3-D shadows
	(
	(
	(
	(

	Group and ungroup shapes
	(
	(
	(
	(

	Align objects
	(
	(
	(
	(

	Insert a picture
	(
	(
	(
	(

	Modify an picture
	(
	(
	(
	(

	Resize an object
	(
	(
	(
	(

	Copy an object
	(
	(
	(
	(

	Select multiple objects
	(
	(
	(
	(

	Use guides and the grid
	(
	(
	(
	(


	INSERT OBJECTS
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Insert a Word 2003 table
	(
	(
	(
	(

	Insert an Excel 2003 table
	(
	(
	(
	(

	Insert an organization chart
	(
	(
	(
	(

	Insert a picture
	(
	(
	(
	(

	Resize a picture
	(
	(
	(
	(

	Insert a WordArt object
	(
	(
	(
	(

	Insert a picture from a scanner
	(
	(
	(
	(

	Add a movie or sound
	(
	(
	(
	(

	
	(
	(
	(
	(


	ANIMATE A PRESENTATION
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Add transitions
	(
	(
	(
	(

	Create a compilation
	(
	(
	(
	(

	Use the animations preview
	(
	(
	(
	(

	Start the slide show
	(
	(
	(
	(

	Show the next or previous slide
	(
	(
	(
	(

	Go to the beginning or the end of the slideshow
	(
	(
	(
	(

	Display a white or black screen
	(
	(
	(
	(

	Draw a freeform shape with the scribble
	(
	(
	(
	(

	Loop the presentation
	(
	(
	(
	(


	POWERPOINT 2003 AND THE WEB
	KNOWLEDGE

	
	Yes
	Partial
	No
	Do not know

	Use the HTML format recognition
	(
	(
	(
	(

	Create WEB pages
	(
	(
	(
	(

	Create a hyperlink  
	(
	(
	(
	(

	Remove a hyperlink
	(
	(
	(
	(

	Use the Netshow technology
	(
	(
	(
	(

	The table of contents slide of a presentation
	(
	(
	(
	(

	The multiple monitors function
	(
	(
	(
	(

	Use the PowerPoint Central tool
	(
	(
	(
	(
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