
	FUNDAMENTALS

OF MICROSOFT 
POWERPOINT 2002 (XP)


This one day course is designed to educate users in the basics of Creating and Running a Microsoft PowerPoint XP Presentation.  The course aims to familiarise delegates with good presentation practice and techniques.  This course also forms part of the Microsoft Office User Specialist curriculum.

COURSE CONTENT

· Understanding the PowerPoint XP screen

· Working within Normal View for Slides, Notes and Outliner

· Working within Slide Sorter View

· Entering, Editing, Formatting and Aligning Text

· Using and Modifying Bulleted and Numbered Lists

· Annotating slides with Drawing Tools and Clip-Art

· Charting Data on PowerPoint Slides

· Applying/Amending Slide Masters, Templates & Colour Schemes

· Printing and Print Options

· Running a Slide Show with Animation, Transition Effects

· Rehearsing Timings and Hiding Slides

WHO SHOULD ATTEND

Anyone wishing to familiarise themselves with the basics of creating, editing, printing or delivering a PowerPoint Presentation.  Prior knowledge of Windows, ability to use a mouse and general keyboard skills required.

DURATION

1 Day (9.30 – 4.30) Refreshments included

AVAILABILITY
This is a scheduled course for groups (max. 8)

To book this course, or further information contact:

Lisa Shepherdson or Melisa Money
E-Mail : lshepherdson@hcctraining.co.uk
Tel : (01482) 325576    Fax : (01482) 586101







