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Manage Presentations 

1.1 Modify slide masters, handout masters, and note masters 

1.1.1 Change the slide master theme or 
background 

P. 364, Formatting a Presentation Using a Theme 

1.1.2 Modify slide master content P. 359, Adding New Slides and Text Paragraph 3 

1.1.3 Create slide layouts P. 359, Adding New Slides and Text Paragraph 3 

1.1.4 Modify slide layouts P. 359, Adding New Slides and Text Paragraph 3 

1.1.5 Modify the handout master P. 359, Adding New Slides and Text Paragraph 3 
P. 398, Creating Handouts Paragraph 5  

1.1.6 Modify the notes master P. 395, Creating Speaker Notes Paragraph 4  

1.2 Change presentation options and views 

1.2.1 Change slide size P. 359, Adding New Slides and Text Paragraph 2 

1.2.2 Display presentations in different views P. 255, Overall Views Paragraph 1 

1.2.3 Set basic file properties P. 164, File Properties 
P. 257, Protected Views Paragraph 3 

1.3 Configure print settings for presentations 

1.3.1 Print all or part of a presentation P. 226, Printing Files Paragraph 3 
P. 396, Hands- On Example 9.3.3  

1.3.2 Print notes pages P. 396, Hands- On Example 9.3.3 

1.3.3 Print handouts P. 399, Hands- On Example 9.3.4 
1.3.4 Print in color, grayscale, or black and white P. 399, Hands- On Example 9.3.4 

1.4 Configure and present slide shows 

1.4.1 Create custom slide shows P. 375, Creating a New Presentation 

1.4.2 Configure slide show options P. 368, Proofing and Displaying a Presentation 
Paragraph 5 

1.4.3 Rehearse slide show timing P. 370, Sharing a Presentation Paragraph 3 

1.4.4 Set up slide show recording options P. 370, Sharing a Presentation Paragraph 3 

1.4.5 Present slide shows by using Presenter 
View 

P. 367, Proofing and Displaying a Presentation 
Paragraph 5 

1.5 Prepare presentations for collaboration 
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1.5.1 Mark presentations as final P. 369, Proofing and Displaying a Presentation 
Paragraph 7 

1.5.2 Protect presentations by using passwords P. 257, Protected Views Paragraph 3 

1.5.3 Inspect presentations for issues P. 257, File Metadata Paragraph 1 

1.5.4 Add and manage comments  P. 297, Tracking Changes and Managing Comments 
Paragraph 7 

1.5.5 Preserve presentation content P. 256, Protected Views 

1.5.6 Export presentations to other formats P. 369, Sharing a Presentation Paragraph 1 

Manage Slides 

2.1 Insert slides 

2.1.1 Import Word document outlines P. 360, Adding New Slides and Text Paragraph 8 

2.1.2 Insert slides from another presentation P. 366, Reusing Slides 

2.1.3 Insert slides and select slide layouts P. 359, Adding New Slides and Text Paragraph 2   

2.1.4 Insert Summary Zoom slides P. 386, Summary, Section, and Slide Zooms 
2.1.5 Duplicate slides P. 372, Copying Slides 

2.2 Modify slides 

2.2.1 Hide and unhide slides P. 371, Managing a Presentation Paragraph 2 
2.2.2 Modify individual slide backgrounds P. 382, Inserting a Background Image 

2.2.3 Insert slide headers, footers, and page 
numbers 

P. 384, Adding Headers and Footers 

2.3 Order and group slides 

2.3.1 Create sections P. 386, Creating Sections 
2.3.2 Modify slide order P. 372, Rearranging Slides 

2.3.3 Rename sections P. 386, Creating Sections 
Insert and Format Text, Shapes, and Images 

3.1 Format text 

3.1.1 Apply formatting and styles to text P. 250–251, Styles 

3.1.2 Format text in multiple columns P. 360, Adding New Slides and Text Paragraph 7 

3.1.3 Create bulleted and numbered lists P. 233, Creating and Working with Lists 

3.2 Insert links 

3.2.1 Insert hyperlinks P. 380, Creating a Hyperlink 
3.2.2 Insert Section Zoom links and Slide Zoom 

links 
P. 386, Summary, Section, and Slide Zooms 

3.3 Insert and format images 
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3.3.1 Resize and crop images P. 237, Cropping an Image Paragraph 1 

3.3.2 Apply built-in styles and effects to images P. 236, Inserting Media Files Paragraph 2 

3.3.3 Insert screenshots and screen clippings P. 243, Adding Screenshots and Screen Clippings 
Paragraph 1 

3.4 Insert and format graphic elements 

3.4.1 Insert and change shapes P. 240, Adding Shapes and Text Boxes Paragraph 1 
P. 362, Adding Graphics Paragraph 5 

3.4.2 Draw by using digital ink P. 385, Digital Ink 

3.4.3 Add text to shapes and text boxes P. 240, Adding Shapes and Text Boxes Paragraph 1 
P. 240, Adding Shapes and Text Boxes Paragraph 2 
P. 359, Adding New Slides and Text Paragraph 6 

3.4.4 Resize shapes and text boxes P. 240, Adding Shapes and Text Boxes Paragraph 2 

3.4.5 Format shapes and text boxes P. 240, Adding Shapes and Text Boxes Paragraph 1 
P. 240, Adding Shapes and Text Boxes Paragraph 2 
P. 360, Adding New Slides and Text Paragraph 7 

3.4.6 Apply built-in styles to shapes and text 
boxes 

P. 362, Adding Graphics Paragraph 5 

3.4.7 Add alt text to graphic elements for 
accessibility 

P. 243, Adding Alternative Text 

3.5 Order and group objects on slides 

3.5.1 Order shapes, images, and text boxes P. 237, Image Location and Size Paragraph 3 

3.5.2 Align shapes, images, and text boxes P. 237, Image Location and Size Paragraph 5 

3.5.3 Group shapes and images P. 237, Image Location and Size Paragraph 4 

3.5.4 Display alignment tools P. 237, Image Location and Size Paragraph 5 

Insert Tables, Charts, SmartArt, CD Models, and Media 

4.1 Insert and format tables 

4.1.1 Create and insert tables P. 389, Creating Tables Paragraph 3 

4.1.2 Insert and delete table rows and columns P. 389, Creating Tables 
4.1.3 Apply built-in table styles P. 390, Hands- On Example 9.3.1 

4.2 Insert and modify charts 

4.2.1 Create and insert charts P. 391, Creating Charts 

4.2.2 Modify charts P. 392, Creating Charts Paragraph 3 

4.3 Insert and format SmartArt graphics 

4.3.1 Insert SmartArt graphics P. 240, Inserting SmartArt Paragraph 2 

4.3.2 Convert lists to SmartArt graphics P. 241, Inserting SmartArt Paragraph 4 



 
 
 

 
 
 
 

Microsoft Office Specialist (MOS) PowerPoint 4 

4.3.3 Add and modify SmartArt graphic content P. 240, Inserting SmartArt Paragraph 2 

4.4 Insert and modify 3D models 

4.4.1 Insert 3D models P. 236, Inserting Media Files Paragraph 3 

4.4.2 Modify 3D models P. 238, 3D Models Paragraph 1 

4.5 Insert and manage media 

4.5.1 Insert audio and video clips P. 364, Adding Video Paragraph 1 

4.5.2 Create and insert screen recordings P. 385, Screen Recordings 

4.5.3 Configure media playback options P. 364, Adding Video Paragraph 2 

Apply Transitions and Animations 

5.1 Apply and configure slide transitions 

5.1.1 Apply basic and 3D slide transitions P. 377, Advanced Features 

5.1.2 Configure transition effects P. 377, Advanced Features 

5.2 Animate slide content 

5.2.1 Animate text and graphic elements P. 379, Animating Objects 

5.2.2 Animate 3D models P. 238, Using Animated 3D Models 
P. 379, Animating Objects 

5.2.3 Configure animation effects P. 379, Animating Objects 

5.2.4 Configure animation paths P. 379, Animating Objects 
5.2.5 Reorder animations on a slide p. 379, Hands- On Example 9.2.3 

5.3 Set timing for transitions 

5.3.1 Set transition effect duration P. 378, Hands- On Example 9.2.2 

5.3.2 Configure transition start and finish 
options 

P. 378, Hands- On Example 9.2.2  


