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MS PowerPoint Advanced

	Duration:

· One Day

Pre-Requisites:  

Delegates should have attended the MS PowerPoint Introduction Course or be confident using the features covered.

Objectives:

· Use Functions & Formulae

· Link and Embed Files

· Create and Edit Macros

· Work with Templates

· Create Scenarios

· Use Advanced Database Features

· Import Files

· Manipulate Text

· Work with Pivot Tables


	
	Core Topics:

Customising MS PowerPoint
Setting Options; Customising Toolbars; Controlling the Overall Look; Customising and Saving a Template; Modifying Masters; Headers and Footers

Working with ClipArt/Objects
Inserting ClipArt; Ungrouping/Grouping; Recolour; Flipping and Rotating; Ruler and Guides

Advanced Drawing Tips & Techniques
AutoShapes; Layers and Aligning; Flowcharts and Connectors

Creating and Customising Charts
Creating a Chart; Entering and Editing data; Copying Data from Excel; Different Chart Types; Custom Charts

Creating a Rolling Presentation
Slide Transition; Set Up Show; Save As PowerPoint Show

Creating Slide Show
Animation Effects; Transition Effects; Running a Slide Show; Custom Animation

Packaging the Presentation
Pack and Go

Using PowerPoint with Other Programs
Creating a Presentation from a Word Outline; Applying a Template; Inserting Slides from Outline

Hyperlinks
Creating different types of Hyperlink; Hyperlink to a PowerPoint Presentation 

Using Multimedia
Inserting Movie Clips into a Presentation; Inserting Sound Clips into a Presentation; Animating Movies and Sounds

Additional ClipArt
Inserting Clip Art from the Internet; Copying & Saving from the Internet

Working with Different Views
Slide Sorter, Outline and Notes Page View

Running a Slide Show
Menu Options During a Slide Show; Shortcut Keys













