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IT Training

Training Course Specification

Course: 
Microsoft PowerPoint v97 Introduction
Duration:
Half Day
	COURSE OBJECTIVES:
	Delegates will learn the basics of creating a presentation and will be able to create multi-faceted presentations.


	WHO SHOULD ATTEND:
	People who are required to make on-screen presentations or OHP slides with graphics and special effects.


	EXPERIENCE NEEDED:
	No prior experience of PowerPoint is expected. Although delegates with limited experience on other presentation graphics applications will find it comfortable. A working knowledge of the Windows operating system and use of the mouse and keyboard is essential.


	COURSE CONTENTS:
	

	
	

	1: Introduction to PowerPoint

What is Presentation Graphics

PowerPoint 97

PowerPoint 97 (cont.) 

The Opening Screen
	3: Enhance the Presentation

Change the Look of Your Slides
21
Using the Drawing Tools (time permitting)
24
The Drawing Tools
25
Arranging Objects

	2: Start a Presentation

Create Slides

Different Viewing Options
	4: Output the Presentation

Summary of Aspects of the Presentation
29
Setting up a Slide Show
31
Running a Slide Show
32
Text Animation
32
Customising the Master Slide



	
	


Related Courses: 

MS PowerPoint Intermediate
Course Specification (Created/modified 11/10/08) 
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