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	Duration
1 Day(s)

Overview
In this course students will enhance their presentation by using features that will transform it into a powerful means of communication. Brushing up on basics and taking it to the next level using advanced feature. This course is based on content below, but can be adjusted according to student’s current knowledge and requirements on the day of training.
 Who Should Attend
This course is intended for students who already have a good working knowledge of  PowerPoint and who would like to brush up on some basics as well learn how to use more advanced features. A fast paced course not intended for the beginner. If you are new to PowerPoint, PowerPoint Step 1 is recommended.
Outline
	The following is a basic outline of the course content, but can change according to student’s current knowledge and requirements.

	PowerPoint Environment
Create Presentation
Saving Presentation
Rearranging and Deleting slides
Slides from other presentation
Formatting Text and Bullets
Format Painter
Adding Shapes
Formatting Shapes
Arrange and Aligning Shapes
[bookmark: _GoBack]Text Boxes
WordArt
Clip Art
Pictures
Cropping and Transparent Backgrounds
Video and Sound Clips
SmartArt
Tables and Charts
Slides from Word Outlines
Hyperlinks
Themes
Slide Masters
Action Buttons
Transitions and Animation
Hiding Slides
Speaker Notes
Custom Shows
Passwords
Package to CD
Creating Video
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