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Level One ©

Participants in this one-day introductory
class first learn how to open and run
Microsoft® PowerPoint presentations.
Then this in-depth course teaches stu-
dents how to get help and create pre-
sentations; add, format, and correct text;
create and modify graphic objects; view

and manage slides; and seamlessly run a

slide show.

« Open a presentation, run it, and get help

» Create a presentation

* Add, format, and correct text
« Create graphic objects

» Modify graphic objects

« View and manage slides

* Run a slide show

Level Two ©

During the course of this one-day class, par-
ticipants will enhance text, use Outline view,
and work with tables. In addition, students
will also learn how to work with organization
and datasheet charts. Professionals with

a basic working knowledge of Microsoft®
PowerPoint who want to learn about the
software’s higher level data enhancing and
display capabilities should take this course.

« Enhance text

¢ Use Outline view

«  Work with tables

»  Work with organization charts
« Work with datasheet charts
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Ardito Corporate Training is highly
flexible in structuring customised training
programmes, catering for the specific
training and skill development needs of
your organisation...

more flexible,
more personal,
more professional.
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