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Introduction to Microsoft
®

 PowerPoint 

 

 

Description 

Are you new to Microsoft PowerPoint? Through  
this Amazing slideshow program allows you to  
set up professional looking presentations with ease.  
Add Pictures, ClipArt, and graphics to your  
presentations and enhance your presentation with  
custom animations and sounds. Learn the basics of  
this user friendly program and wow your audience. 

Objectives 

By the end of this workshop you will be able to: 

 Create New Presentations 
 Save your Presentations 
 Show different Views of your presentation 
 Change your Presentation Setup 
 Use Themes 
 Insert and Format Text 
 Insert Graphics & Media 
 Customize Animations 
 Preview your Slide show 
 Create Notes & Handouts 
 Print & Show Your Presentation 

Target Audience 

This hands-on workshop is intended as an introduction  
to the basic features of the Microsoft PowerPoint  
program. Basic computer skills are an essential  
prerequisite however, no previous experience with a  
presentation program is necessary. 

 

Content 

 Basic terminology 
 Creating a Blank Presentation 
 Using Templates 
 Panes 

o Outline 
o Slide 

 Saving Your Presentation 
 Displaying your Presentation 
 Slide Masters 

o Footers 
o Date & Time 
o Slide Numbers 

 Presentation Setup 
 Inserting & Deleting Slides  
 Changing Slide Layouts 
 Duplicating & Rearranging Slides 
 Changing Themes & Colours 
 Working With Text Boxes 

o Edit Mode 
o Select Mode 

 Manipulating Text in Placeholders 
 Formatting Text 
 Creating & Customizing Lists 

o Bullets 
o Numbering 

 Inserting Graphics & Media 
o Pictures & ClipArt 
o Shapes & SmartArt 
o Tables & Charts 
o Media Clips & Sound 

 Creating Custom Animations 
 Previewing Your Presentation 
 Creating Notes & Handouts 
 Printing Your Presentation 
 Customizing Your Slideshow 

 
 
 
 

 

 


