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	PREREQUISITES 
· A good, basic understanding of PowerPoint or completion of our Introduction to MS PowerPoint course.

BENEFITS
· On completion of this course you will be proficient in Microsoft PowerPoint. You will be able to use templates to build custom presentations and introduce much more stimulating graphical and animated content. We will show you how to use the advanced delivery options, customise your workspace and interrelate your presentation with both Excel and Word files. 

COURSE CONTENT

	ANIMATION EFFECTS & MULTIMEDIA
· Custom Animation

· Animated Charts

· Voice Narration

· Music Tracks

· Native AVI Control

· Clip Gallery

· Animated Templates

GRAPHICS
· Place Graphic In Slide

· Change Colour Scheme

· Auto Clipart

· Align Vert & Horiz

· Ungroup & Group To Rotate/ Remove Elements

· Add Graphic To Clipart Gallery

· Create, Edit & Delete Clipart Groups

· Picture Control (Image Control, Contrast, Brightness, Crop, Wrap Text, Transparent, Reset)

· Create Flow Charts

TOOLBARS
· Customise Existing

· Create New

ACTION BUTTONS & SETTINGS
· Set Button Action To Move Focus (Forward, Back, Home, Help, Information, Sound, Movie)

· Use Buttons To Perform Action (Start Another Program, Play Sound, Movie, Link To Other Slides, Files, Web Pages)

· Use Settings To Assign 2 Different Actions To An Object And Activate Each With Different Mouse Actions

· Control Toolbox (Combo Box, Text Box, Option Button, Etc)


	ENHANCED CHARTING
· Additional Chart Types

· Time-Scale Axes

· Chart Data Tables

· Rotated Text On Chart Axes

· Picture/ Text/ Gradient Fills

· Animated Charts

HYPERLINKS
· Use To Jump To Various Locations (Specific Slides Within Document, Another Presentation, Word Document, Internet Address)

· Activate From Text, Table, Picture, Action Button

GENERAL 
· ReportIt

· Insert Word Table

· Import Slides From external files (Excel, Project, Etc) and outlines

· View On 2 Screens

· Macros

· Insert Comments

· Save As HTML

· Link Objects To External Files And Update Automatically 

PREPARE SLIDE SHOW
· Transition

· Black And White

· Slide Miniature

· Animation Preview
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