ADDED ADVANTAGE ACADEMY

MICROSOFT POWERPOINT ADVANCED (LEVEL 2)

One day course on advanced features of Microsoft PowerPoint. Prerequisite:

Introduction to Microsoft PowerPoint.

CHARTS

Insert A Chart

Chart Type

Edit Data

Chart Styles

Chart Layout

ORGANISATION CHART

Create An Organisational Chart

Adding Shapes

Delete Field Boxes

Change The Chart Layout

Chart Styles

Reset Organisational Charts

Format The Shapes

Shape Styles

Format The Text

Smart Art

Adding Shapes

Delete Field Boxes

Change The Drawing Layout

Drawing Styles

Reset Organisational Charts

Format The Shapes

Shape Styles

Format The Text

CREATING YOUR OWN DRAWINGS

Select All Objects On A Slide

Change The Size Of A Shape

Select All Objects On A Slide

Select An Object Hidden Behind Another

Grouping And Ungrouping Graphics

Align Objects

INSERT A PICTURE

Insert A Picture From A File

Select A Picture

Change The Size Of A Picture

Move A Picture

Delete A Picture

Wrap Text Around A Picture

Apply A Style To A Picture
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MEDIA CLIPS

Videos And Animated Gif Pictures

Insert A Movie From File

SOUND CLIPS

Insert Music Or Sound On A Slide From A File

Insert Music Or Sound On A Slide From Clip Organiser

Play Cd Audio Track On A Slide

Record Sound For A Slide Show

Record A Voice Narration

ANIMATION

Animation Of Objects

Transitions

MASTER SLIDES

Layouts

Create A Custom Layout

Edit The Master Slide

Insert A Second Slide Master

Handout Slide Masters

Notes Masters

CREATE A TEMPLATE

Create A Presentation Using Your Template

Inserting Slides From An Existing Presentation

Incorporating Feedback

Add A Comment

Edit A Comment

Delete A Comment

Move A Comment

Navigating To Each Comment

HYPERLINKS

Create Links Using The Action Option

Create A Hyperlink

ACTION BUTTONS

Insert An Action Button

Delete An Action Button

SLIDE SHOWS

Run A Slide Show

Set Up A Slide Show

Create A Custom Slide Show

Start A Custom Show

Record A Voice Narration

Rehearse Timings

Run A Slide Show

Navigation From Within A Slideshow

Print A Presentation

Save A Presentation As A Show

Publish A Presentation (Save As A Webpage)
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