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Duration: 1 Day

Benefit: This course is designed to provide attendees with a further understanding of managing
PowerPoint presentations. This course will benefit anyone wishing to enhance their basic
presentations for interactive shows, electronic and paper distribution as well as manage
presentation branding.

Objectives: On completion of this course, attendees will be able to create templates, colour

schemes and master slides to ensure consistency for company branding. Users will be
able fo finish presentations with sophisticated animation and transition effects as well as
package slide shows for distribution.
Pre-requisites: Attendees should have afttended our PowerPoint Foundation course or have equivalent
knowledge.

Spectrum House

Creating slides

Managing fext

Inserting objects

Running a slide show

Tables

Creating a table slide

Changing row height/column width
Inserting/deleting rows/columns
Applying borders and shading
Graphs

Creating graphs i.e. column, pie
Modifying and formatting graphs
Importing and Exporting

Importing and exporting between Word and
PowerPoint

Importing and exporting between Excel and
PowerPoint

Inserting slides from other presentations
Working with Objects

Drawing and modifying lines/shapes/text
boxes

Aligning objects
Rotating & flipping objects
Grouping & ungrouping objects
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Templates and Masters
Creating and modifying templates
Working with slide masters

Modifying backgrounds and colour
schemes

Interactive Slide Shows

Creating action buttons

Inserting hyperlinks

Multimedia Automation

Adding animated pictures

Adding sounds

Adding videos/movies

Playing a CD

Transitions and Animation

Adding slide fransitions

Using and changing preset animation
Using custom animations

Setting Up a Slide Show

Create agenda and summary slides
Rehearse timings

Creating custom shows

Slide set up options

Creating self running presentations

Package to a CD
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