
This course is designed to provide attendees with an 
understanding of PowerPoint.  It will benefit anyone wishing to 
know how to create and modify professional looking 
presentations. 
 

On completion of this course attendees will be able to 
create a presentation using templates, insert objects and 
diagrams.  Attendees will also be able to format slides 
as well as create a slide show with accompanying 
handouts and speaker notes. 
 

This course will enable attendees to:

¶ Create a new presentation 

¶ Understand and utilise different views 

¶ Insert ClipArt and photographs 

¶ Set basic animation and transition within a slide show 

¶ Add graphics and diagrams to slides 

¶ Print handouts and speaker notes 

Attendees do not need any previous experience of 
PowerPoint but must have a basic understanding of 
PCôs, including familiarity with a keyboard and mouse. 



¶ 

¶ 

¶ Creating a blank presentation 

¶ Using templates 

¶ Using the AutoContent Wizard 
 

¶ Inserting slides 

¶ Managing slide layouts 

¶ Moving and copying slides 

¶ Deleting slides 

¶ Using different views 

¶ Features and benefits of views 

¶ Applying colour schemes and 
backgrounds 

 

¶ Entering text 

¶ Formatting text 

¶ Formatting bullets and numbers 

¶ Promoting and demoting bullet 
points 

 
 
 
 

¶ Using the ClipArt Gallery 

¶ Using Clips Online 

¶ Inserting photographs 

¶ Inserting images 
 

¶ Objects, lines and shapes 

¶ Applying borders, patterns and 
fills 

¶ Sizing, moving, rotating and 
deleting objects 

¶ Grouping and ungrouping 
objects 

¶ Adding text to objects 

¶ Duplicating objects 
 

¶ Inserting charts and graphs 

¶ Inserting diagrams 

¶ Inserting organisational charts 

¶ Inserting tables 

¶ Running a slide show 

¶ Setting transition effects 

¶ Adding animation 

¶ Hiding slides 
 

¶ Printing handouts 

¶ Creating speaker notes 
 
 


