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	Course Length:


	4 hours

	Who should attend?


	Personnel having a need to use graphics for presentations, reports or slide shows.



	Prerequisites:


	Introduction to PCs, Introduction to Windows NT or 95 or equivalent knowledge and Introduction to PowerPoint or equivalent knowledge



	Knowledge Assumed:


	Familiarity with the Windows NT operating environment and Basic PowerPoint operations



	Course Description:


	This course is designed to exploit the capabilities of PowerPoint to communicate effectively.  You will have the opportunity to experiment with templates, color schemes, layout, clip art and graphs to maximize the impact of your presentation.  You will also learn to link and embed data from other Microsoft Office applications into your presentation.  Hands-on exercises will be utilized so that the student can gain experience using the advanced features of Power Point.

	Benefits:


	This course will give the student the tools necessary to make professional looking slide presentations, 35mm slides and handouts so that presentations will be delivered with impact.

	Topics covered:
	· Presentation basics

· Creating a custom template

· Working with graphic objects

· Importing and embedding objects 

· Advanced drawing techniques
	· Additional PowerPoint features

· Examining animation and multimedia

· Working and meeting notes
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