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PoOwWERPOINT ADVANCED

LEVEL
Advanced

DURATION
OneDay

OBJECTIVES

The objective of this workshop is for the delegates to have an all round knowledge of how to create
a dynamic presentation taking the design into consideration as well as using more adanoesl f
of PowerPoint.

CONTENT
I Charts

Creating a chart slide

Adding a chart to an existing slide
Changing the chart type
Changing pagof a chart

Moving and resizing charts
Custom chart types

Advanced chart formatting
Combination charts

I Tables

Inserthg a Word table

Entering text and moving around a table
Borders and Shading

Changing column width

Adding cells

I Organization charts

Creating an organization chart
Modifying an organization chart
Inserting the chart into your presentation

I Custom Animation

Choosing to animate/not animate objects or text
Changing the animation order
Animating text, graphics and charts

ContinuedE..
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PowerPoint Advanced

I PresentationDesign
Understanding the effect of colours and design on the audience
Achieving consistency with text size
Usingdrawing objects to enhance a presentation

I Templates
Creating ananodifying a presentation design template
Applying a design template to a presentation

I Merging Slides, outlines and presentations
Inserting $des from other presentations
Importing a Microsé Word outline
Exportinga presentation to Microsoft Word
Copying objects from Microsoft Excel/Word

I Linking in PowerPoint
Insertinga linked object
Creating hyperlinks to slides, files and websites

I Slide Show Enhancements
Animatingdiagrams
Running a slid show automaticallgnd continuously

Sounds and Movies

Inserting a sound clip

Inserting a movie

Playingsound or a movie during a presentation

I Custom Shows
Creatingcustomshows
Linking to a custom show during a presentation

I Storing and sending PowerPointfiles
Compressing pictures to reduce file sizes
Saving a presentation as a Oshops format)
Removingpersonal information from file properties
Embedding fonts
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