Microsoft PowerPoint Level 2
Part of the Workers in Transition Technology Program
Training Series - Transitioning to a New Job and Microsoft
Office 2007

Course Title: PowerPoint 2007 — Level 2 (A Review of Fundamentals and Correct Usage)
Course Description

PowerPoint presentations appear among today’s defacto standards for conveying information in organizations of
all types. Presenters have moved beyond historic tools such as flip charts, transparencies for overhead projection,
Carousel® slide projectors, etc. and audiences tend to expect sophistication.

This is a 4 % hour course that moves beyond the fundamental application development in the Level 1 course,
examining new features and functions and delving into greater detail on those topics covered in the previous
course.

Both novice and experienced users will establish or confirm a clear understanding of features, functions and
correct approaches to the use of this tool. The course is also designed to assist all users with the transition from
earlier versions of PowerPoint (97-2003) to the most current version (2007) and to prepare for both the continued
evolution of this product and for advancement into more sophisticated usage.

Who Should Attend?

This course is designed for both novice and experienced technology users, and specifically for those who have
already taken the Level 1 companion class. This assists those with the need to expand their understanding of
those fundamental topics and to move into more advanced presentation development, including narration, slide
timings, animation, use of slide masters and more.

Novice users should expect to build on their foundation, acquired in Level 1, for further use of this tool.
Experienced users should continue to see some things they already know, but will also have the chance to both
close up “gaps” in understanding, as well as any “workarounds” they may have developed (if they haven’t taken
formal training).

Prerequisites
Participants should have taken the Level 1 companion course or have equivalent knowledge.
Session Goals

e  Explore the Microsoft® Office PowerPoint® 2007 environment options
e Extend basic presentation from Level 1

e  Customizing a design template

e More on Objects

e  Customizing Slide Show Presentations

e Collaboration

e  Packaging and Distribution Options
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What You Will Learn - Course Outline

1  The Microsoft Excel 2007 environment
1.1 Modifying Program Defaults

1.1.1 Trusted Locations
1.1.2 Default File Format
1.1.3 Personalization

1.2 Add In Components/Features

2  Analyzing and Extending the Initial Presentation
3 Customizing a Design Template
3.1 Set Up Slide Master(s)

3.2 Customize Slide Layouts

3.3 Create Custom Themes

3.4 Add Headers and Footers
3.5 Modify the Notes Master
3.6 Modify the Handout Master

4 More on Objects
4.1 Tables

4.2 Clip Art and Pictures
4.3 Smart Art

4.4 Shapes

4.5 WordArt

4.6 Charts

5  Customizing Slide Show Presentations
5.1 Custom Animation

5.2 Narration and Timings
5.3 Setup Custom Shows

6 Collaboration
6.1 Reviewing

6.2 Publishing
6.3 Sharing
7 Views
7.1 Normal
7.2 Slide Sorter
7.3 Zoom
8  Conducting the Presentation
8.1 The Environment
8.2 Tools
8.3 Handouts

9  Proofing, Saving and Distribution Options
10 Additional Subjects (Time Permitting)
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