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PoOWERPOINT MODULE D DHE ESSENTIALS

LEVEL
Introduction

DURATION
One day

OBJECTIVES

The objective of this course is to introduce delegates to the basic functions within PowerPoint. By
the end of the session, participants should be able to create andtesditiés,addgraphics,
drawing objects, chartprint a presentation and create and run a slide show.

CONTENT
» Introducing PowerPoint
» Starting a PowerPoint Presentation

Starting a new presentation
Open an existing presentation
Saving your work and exitinBowerPoint

» Working with Slides

Working with Slideand Title nasters
Choosing a slide layout

Creating a new slide

Deleting and duplicating a slide

» PowerPointViews
Moving betweerviews
Using Outline view

» Working with Text

Selecting and editing text
Deleting and moving text
Using the text box tool
Formatting fonts

Copying text styles

> Text Ruler

Adjusting the position of text

Setting tabs

Setting line and paragraph spacing
Adding borders and colour to text boxes
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» Working with Bulleted Lists

Changng the level of a bullet
Changing the bullet style

» Working with Images

Inserting ClipArt

Inserting pctures from file

Croppinga picture

Resizing, noving and copying images
The Rcture toolbar

» Running a Presentation on Screen

Adding Transitions and\nimation Schemeso slides
Setting timings
Controlling the slide show with the mouse/keyboard

» Printing and Page Setup

Headers and Footers

Printing slides

Creating and printing speaker notes
Printing handouts

» Drawing tools

Drawing and editing shapes
Wrapping texin a shape

Auto-sizing shapes to fit text
Keeping shapes in proportion

Lines & arrows

Drawing curves and freeform shapes

» Building a flowchart

Creating boxes
Drawing connecting lines

> Fill and shadow effects

Adding a fill colour
Shadow and-® effects

» Working with objects

Moving, aligning andesizing objects
Changing the stacking order
Rotating & flipping

Grouping

Adding WordArt
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