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Section 1. POWERPOINT ORIENTATION

1.1 Starting PowerPoint
1.2 The PowerPoint Screen
1.3 Understanding Settings
1.4 Exiting PowerPoint

Section 2. WORKING WITH PRESENTATIONS

2.1 Opening An Existing Presentation
2.2 Navigating A Presentation

2.3 Switching Between Views

2.4 Task Panes

2.5 Navigating Task Panes

2.6 Closing A Presentation

Section 3. TEXT TECHNIQUES

3.1 Text Layouts

3.2 Adding Text Directly To A Slide
3.3 Adding Speaker Notes

3.4 Formatting Text

3.5 Deleting A Text Placeholder

Section 4. IMAGERY

4.1 Overview of Imagery

4.2 Various Imagery Libraries Online
4.3 Downloading Images

4.4 Inserting Images

4.5 Cropping Images

4.6 Resizing Clip Art

4.7 Modifying Clip Art

4.8 Modifying Elements Of Clip Art
4.9 Rotating Clip Art

Section 5. TABLES AND DIAGRAMS



5.1 Creating A Table

5.2 Charts

5.3 Creating A Chart

5.4 Modifying Charts

5.5 Creating An Organization Chart

5.6 Modifying Organization Charts

5.7 The Diagram Gallery

5.8 Creating A Diagram

5.9 Tables & Diagrams Quick Reference

Section 6. DRAWING OBJECTS

6.1 Drawing Tools

6.2 Arrows And Lines

6.3 AutoShapes

6.4 Create A Flowchart

6.5 Adding Connectors To Flowcharts
6.6 Adding Text To Flowcharts

6.7 Editing A Grouped Object

6.8 Layering Objects

Section 7. SLIDE SHOW NAVIGATION

7.1 Slide Sorter View

7.2 Adding Speaker Notes

7.3 Creating A Summary Slide

7.4 Removing Slide Numbers

7.5 Hyperlinks

7.6 Internal Hyperlinks

7.7 Hyperlink To Another Application
7.8 Presenting A Slide Show

Section 8. PRINTING

8.1 Printing Options

8.2 Previewing & Printing Slides
8.3 Printing Handouts

8.4 Printing Notes Pages

8.5 Printing The Outline



Section 9. SLIDE MASTERS

9.1 Using Master Slides

9.2 Viewing The Slide Masters
9.3 Modifying The Master Font
9.4 Modifying The Bullet Colour
9.5 Changing The Bullet Shape
9.6 Adding A Logo

9.7 Adding Slide Numbers

Section 10. CONCLUSION

10.1 Clear structure
10.1.1 How to improve your presentation goals
10.1.2 Great beginnings and powerful endings with a clear presentation structure

10.1.3 Correct use of supporting slides

10.2 Strong delivery

10.2.1 How to break down any fear you may have, so your confidence can get to work
10.2.2 How to engage and build rapport with the audience

10.2.3 More enthusiasm in your presentation delivery and clarity to your approach

10.2.4 More focus, logic and organisation of your content.

10.3 Aligned with your Company Brand

10.3.1 How to present in line with your company brand

10.3.2 Eye contact, body language and posture that complement your natural style
10.3.3 Anchoring your body to control your nerves

10.3.4 Key elements of a compelling voice

10.3.5 Powerful language

10.3.6 Tapping into needs and emotions

10.3.7 Using metaphors and stories



