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	PREREQUISITES 
· A working knowledge of Windows is required, or our Introduction to MS Windows course. No experience of MS PowerPoint is required.

BENEFITS
· At the end of this course you will have a good working knowledge of PowerPoint basics. You will feel more confident using PowerPoint and be able to create a presentation from scratch. You will learn how to improve the format of your text as well as getting to grips with importing and manipulating graphics, using the Powerpoint drawing tools and the chart and table design tools to make your presentation much more visually stimulating. You will also learn how to make modifications to your presentation before you learn how PowerPoint is used in a live presentation.

COURSE CONTENT

	DRAWING OBJECTS
· Rectangles, Ellipses 

· Resize & Move

· Scale Facility To Resize Exactly

· Adjust Border & Line Style & Colour (inc Arrowheads)

· Send To Front/ To Back/ Forward/ Backward

· Align, Group, Rotate Objects

· Autoshapes

· Shadow

FORMAT TEXT
· Font Type, Size

· Shadow, Colour

· Styles

· Format Painter

PICTURES
· Insert Images From File/ Clipart

· Move & Resize Image

· Set Picture Properties – Transparency, Background Colour, Wrap Text

BACKGROUNDS
· Use from Template

· Customise

· Create Own

TEMPLATES
· Use Standard

· Customise Existing & Create New

	TOOLBARS
· Hide/ Display 

· Customise Existing 

· Create New

· Clipart

· Resize

· Change Colour Scheme

· Group & Ungroup To Rotate

· Picture Toolbar

· Customise ClipArt Gallery

VIEWS AVAILABLE
· Slide

· Slide Master

· Slide Sorter

· Outline

· Notes

PREPARE SLIDE SHOW
· Animate Presentation Using Build Slides & Transition Effects

· The Difference Between Pre-set & Custom Animation

· Animation Effects Toolbar

· Use Timings

SLIDE LAYOUTS
· Bullets

· Clipart

· Tables

· Graphs

· Organisational Chart

· Media Clips

· Objects






















	[image: image2.jpg]
	Mullan Training

1st Floor, Blackstaff Studios, 8–10 Amelia Street

Blackstaff Square, Belfast  BT2 7GS

Tel: 028 9032 2228      Fax: 028 9032 2229      

 info@mullantraining.com        www.mullantraining.com



