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Microsoft
®

 Office PowerPoint 2007  

 

Description  

Microsoft Office PowerPoint teaches Students  
how to create and manage presentations. You  
will use a variety of commands and functions  
to create different items such as pictures,  
text boxes and shapes to enhance the text in  
the presentation. The course is designed for  
computer users who use this presentation  
manager program on a daily basis in a business  
environment. 

Objectives 

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

 Create New Presentations 
 Work With Text 
 Create Bulleted and Numbered Lists 
 Use Text Boxes 
 Use WordArt 
 Work with Illustrations 
 Work with Smart Art 
 Work with Charts and Tables 
 Work with Slide Masters 
 Use Animations 
 Finalize a Presentation 
 Use External Content 
 Collaborate and Share Presentations 

Target Audience 

Students should have basic knowledge  
of computers, keyboarding skills and experience 
 navigating around the Microsoft Office environment.  
Prerequisite skills include the ability to launch  
programs and open and save presentations.  For new  
users to the Microsoft PowerPoint program the  
Introduction to Microsoft PowerPoint Workshop  
is recommended. 

 

Content 

 Create new Presentations 
 Using Installed Templates 
 Changing the Page Setup 
 Organizing Slides 
 Formatting Bullets and Numbering 
 Manipulating Text Content 
 Inserting & Formatting Text Boxes 
 Create and Manipulate WordArt 
 Use Quick Styles 
 Using and Modifying Graphics 

o Pictures 
o ClipArt 
o Shapes 

 Creating & Modifying Smart Art 
o Using the Text Pane 
o Converting Text to Smart 

Art 
o Adding Themes 

 Creating Charts & Tables 
o Formatting Elements 
o Applying Styles and Images 

 Creating & Formatting Slide Masters 
o Themes 
o Backgrounds 
o Headers & Footers 
o Placeholders 

 Inserting & Removing Animations 
o Customizing Animations 

 Creating Handouts 
 Previewing the Presentation 
 Printing Presentation Items 
 Running & Customizing the Slideshow 
 Setting Slideshow Options 
 Creating Outlines in Word 
 Inserting Media Clips 
 Reviewing Presentations 
 Protecting Presentations 
 Saving With Specific File Types 
 Packaging Presentations for a CD 

 

 


