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Course: 
Microsoft PowerPoint XP 2002 Level 2; Introduction
Duration:
One-Day
	COURSE OBJECTIVES:
	· Customise PowerPoint

· Use web capabilities

· Create and edit colour schemes

· Create and edit templates

· Work with Master Slides

· Use the conferencing features

· Use the Pack and Go Wizard
In our Effective Presentations class users will build on their knowledge of PowerPoint and learn how to integrate with the internet or company intranet, use linking and embedding to update slides automatically.  


	WHO SHOULD ATTEND:
	PowerPoint XP is a powerful presentations application, which allows the user to create intuitive presentations for paper, screen or web output. 


	EXPERIENCE NEEDED:
	Delegates should have an understanding of any of the following operating systems Windows 98/NT/2000/XP.  Delegates should have a thorough understanding of Microsoft PowerPoint XP or alternatively should have attended our Level 1 course.


	COURSE CONTENT

	

	Module 1 - Customising

Customising PowerPoint

Module 2 – Working With Objects

Using advanced options with 

Tables

Organisation charts

Graphs

Excel Spreadsheets

Module 3- Drawing Tools

Drawing Objects

Applying Colours to Objects

Applying shading to Objects

Applying Patterns to Objects

Rotating Objects

Grouping Objects

	Module 4- Controlling The Overall Look

Applying a design template

Applying background Colours

Applying shading

Applying Patterns

Templates

Master Slides

Module 5- Slide Shows

PowerPoint’s different views

Annotating slides

Viewing a Presentation on two Screens

Pack and go Wizard

Setting up a conference

Joining a Conference

Module 6- PowerPoint On The Web

Save a presentation in HTML format

Presentations on the Web

Action buttons

	


	
	

	Appendix A: What’s new in PowerPoint XP?
Appendix A; What’s New in PowerPoint?

Clip Organizer or ‘Clipboard’

Diagrams

Editing Diagrams

Save As Picture

Custom Animation

	Appendix B: What’s new in Office XP?
Appendix B; What’s new in Office XP?

Smart Tags

AutoCorrect Options

Office XP Clipboard

Other New Features in Office XP
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