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Introduction to
Microsoft PowerPoint

This course has been designed to cover the basic techniques to use
Powerpoint to create onscreen slide shows

Presenter: Margaret Marsh

Contents:

Creating PowerPoint Presentations ....................... 1
Using the AutoContent Wizard ............ccccceeevevennnn. 1
About PowerPoint VIEWS ...........ccccceeeeiiiiecciiiieeee 2
Starting a Blank Presentation....................ccccouee..... 3
Navigation and Display of Task Panes................... 4
Working In QULNE...........cceevveveeeeeeiecciriieeieaaaaae, 5
Vo (o] g Lo I L= ¢ S 8
Find and Replace .............cccoeeeeeeeeeeeeeeeisiiiiiiieeeenan, 9
Special Characters.............cccovueeeeiiieeeeeesscciiirvenennn, 9
Automatic Text Formatting...............ccccccccvvvveveen, 10
Selecting TeXt..........ccceeeeecceireeeiieee e, 10
Formatting TeXt.........ccuueeeveeeeeeeeeeeeeeeiseseeeeeeiian, 11
Check Spelling ..........cccccvveeeiieiaaeeeeeeeeccciireeeen, 12
Headers and Footers............cccoouueeeeeiieeiiiiiii, 12
Working with SHdeS ..........ccccceveeeeeeeciiiiveeiiaanaaaan, 13
About Design Templates and Slide Layouts......... 14
Working with the Slide Masters..............ccc........... 15
INSerting CHPAI ........oeeeeeeeeeeeeeeeeeeeaee e, 16
Using the Clip Organizer ...............ccccceeevvcvvveeen... 17
The Drawing Toolbar ...............ccccvvveeeeevererrrrnnnnnn. 20
Shortcuts for Shapes, Text Boxes and WordArt... 21
Manipulating ObjectS............ccccvvvvveeeiiaaeeeesasecan, 23
Working with Diagrams ...............cccceevevvvvvvvvnnnnnn. 25
Organisation CRharts .........ccccccccveveeeeeeescscicirireennnnn, 26
Change a Diagram ...........ccccceeveueeeeeeesescciiereennnnn, 27
Creating Charts ...........ccccovvveeeeeeeseeeeeeeeseccireeeenn, 29
Speaker’s NOteS ..........ccccccevuvveeeeiiseeeeeeseccireeeenn, 32
Audience Handouts ............ccccccceeveeiiiiiccciiiiene. 33
Transitions and Timings.............ccccccevevevvvvvvvvnnnnnnn. 34
Running the Slide Show ............ccccccccvivieeveescna, 35

Printing OPLioNS........cccuvveieeeeeesiiciiiieeiaaae e eeeeseans 37



