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	Description
	This course is aimed at current users of PowerPoint who wish to explore the more complex areas. On completion, users will be able to use every facility available in this excellent presentation package.

	Duration
	1 Day
The course content can be customised to your requirements, please contact your co-ordinator or Pin-Point on 0116 289 4486 for further details.

	Course Content
	The course concentrates on, and covers the following areas:
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	Review

· Bulleted Lists

· Organisation Charts

· Tables

· Adding ClipArt

· Freehand Drawing

· Moving Around the Presentation

· Available Views

· Headers and Footers
	Presentations

· How does a Presentation Fit Together?

· The Basic Parts

· Slide Masters

· Changing the Slide Master

· Slide Show Design Guidelines

· Animating Elements of a Show

· Slide Show Transitions

· Rehearsing the Show 

· Projector Wizard 

	
	

	Actions

· Actions Buttons

· Hyperlinks

· Launching Other Applications
	Charting

· Adding Charts

· The Datasheet

· Entering and Editing Data

· Elements of a Chart

· Inserting Chart into a Presentation 

	Multimedia

· Sounds 

· Videos

· Music
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