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	Description
	This course is designed to introduce delegates to the power and flexibility of Microsoft PowerPoint. Delegates will examine and experiment with the functions available within this excellent presentations package. At the end of the course the delegates will be able to create a presentation which incorporates graphs and many of the other available facilities

	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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	Starting PowerPoint

· What is a Presentation?

· How Do Presentations Work?

· Opening a New and Existing Presentations

· Closing and Saving a Presentation 
	Presentation Views

· Normal View

· Slide Sorter View

· Notes Page

· Handouts

· Headers and Footers 

	
	

	Creating a Slide

· Adding text to a Slide 

· Formatting Text

· Graphics and AutoShapes

· AutoCorrect

· ClipArt

· Bullet Lists

· Organisation Charts

· Charts

· Tables

· Freehand Drawing 
	Slide Show and Animations

· Animation of Text and Objects

· Slide Transitions

· Setting Up A Slide Show

· Views A Slide Show

· Printing
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