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MS PowerPoint Introduction

	Duration:

· One Day

Pre-Requisites:  

No previous experience of MS PowerPoint is necessary.  

A basic understanding of PCs, keyboard and a mouse along with knowledge of MS Windows is recommended.

Objectives:

· Start Using MS PowerPoint

· Create Presentations

· Create Text & Bulleted Slides

· Move and Copy Text

· Format and Proof Slides

· Use Clipart and Wordart

· Draw, Size and Format Objects

· Create Tables and Charts

· Create Organisation Charts

· Change Look of Presentation

· Print Presentations

· Animate Presentations


	
	Core Topics:

Introduction to MS PowerPoint 

Starting MS PowerPoint; MS PowerPoint Start up Dialogue Box; MS PowerPoint Screen; Using Online Help

Working with Presentations
Creating a New Presentation; Using AutoLayouts; Opening an Existing Presentation; Saving and Closing a Presentation

Creating Text Slides
Creating a Title Slide; Creating a Bulleted Slide; Entering and Editing Text; Moving the Insertion Point; Selecting and Deleting Text, Undo; Moving and Copying Text

Using the Formatting and Proofing Tools
Formatting Text; Format Painter; Changing Bullet Characters; Checking Spelling

Clip Art and WordArt
The Clip Gallery; Replacing Clip Art; Inserting WordArt into Your Presentation

Printing 

Headers and Footers; Printing the Presentation; Printing Notes and Handout Pages

Using the Drawing Tools

Drawing Lines, Arrows, Rectangles and Ovals; Using the Text Tool, Drawing AutoShapes; Formatting Objects; Sizing Objects; Duplicating Objects; Aligning Objects; Grouping Objects

Tables, Charts and Organisation Charts
Inserting a Word table; Creating a Chart; Entering and Editing Chart Data ; Chart Types; Formatting a Chart; Creating an Organisation Chart; Formatting an Organisation Chart

Changing the Presentation’s Overall Look

Creating a New Presentation; Apply a Presentation Design to an existing presentation; Changing the Slide Master

Working with Other Views
Slide Sorter and Slide Show View; Notes Page View; Creating a Slide Show; Slide Show View

Transition & Animation
Applying Transitions

Basic Animations













