Training Course Specification

Course: 
Microsoft PowerPoint 2013 Level 1; Introduction

Duration:
One day
	COURSE OBJECTIVES:
	· Create and edit simple presentations

· Enhance presentations by formatting

· Use the drawing tools to create and edit logos & pictures

· Insert objects

· Apply Slide design

· Set-up presentations for printing purposes




	WHO SHOULD ATTEND:
	PowerPoint is a powerful presentations application, which allows the user to create intuitive presentations for paper, screen or web output.


	EXPERIENCE NEEDED:
	Delegates should have an understanding of any Windows operating system.


System and course requirements

SYSTEM (HARDWARE) REQUIREMENTS:   Office 2013 requires the following: 


	Component
	Requirement
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	Computer and processor
	1 gigahertz (Ghz) or faster x86- or x64-bit processor with SSE2 instruction set

	Memory
	1 gigabyte (GB) RAM (32 bit); 2 gigabytes (GB) RAM (64 bit)

	Hard disk
	3.0 gigabytes (GB) available

	Display
	Graphics hardware acceleration requires a DirectX10 graphics card and 1024 x 576 resolution

	Operating system
	Windows 7, Windows 8, Windows Server 2008 R2, or Windows Server 2012

	Browser
	Microsoft Internet Explorer 8, 9, or 10; Mozilla Firefox 10.x or a later version; Apple Safari 5; or Google Chrome 17.x.

	.NET version
	3.5, 4.0, or 4.5

	Multi-touch
	A touch-enabled device is required to use any multi-touch functionality. However, all features and functionality are always available by using a keyboard, mouse, or other standard or accessible input device. Note that new touch features are optimized for use with Windows 8.

	Additional requirements and considerations
	Some functionality may vary, based on the system configuration. Some features may require additional or advanced hardware or server connectivity.


TRAINING COURSE REQUIREMENTS:   This training course requires the following components:

	Component
	Requirement
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	Course data
	Access to the Course Data folder supplied with this course.

	Hardware
	PC or Notebook with at least Microsoft Office Basic installed.

	Training Manual
	The training manual according to this specification.

	Network
	No network connection is required for this course in its intended format. This course is designed as a workstation (non-networked)  instructor-led course.  Extra benefits from Microsoft Office 2013 can be taken advantage of with networked computers. 

	Internet
	No Internet connection is required for this course in its intended format. This course is designed as a stand-alone instructor-led course. 

It is optional but the instructor may combine this course with internet connection to explore added web-content benefits in Office 2013. Especially at higher levels or with delegates interested in web content features.

	
	


DISCLAIMER:   This course material is written as a guide and structure for an instructor-led course. It does not guarantee the course delegate or participant will learn and it does not guarantee the participant will be able to apply the components of this course de facto. That is the responsibility of the instructor and also depends on the course participant as well. The participant is likely to learn and a work at a pace slower or faster than what is laid out in this course as a one-day duration session. 

The course manual is a training manual, not a text book or instruction manual. It is not by any means exhaustive and contains selected Microsoft Office features, options and tools. If the course participant wishes to explore options and features outside the scope of this course he/she should make the instructor aware of the need for additional material, exercises and demonstrations. The course is written in line with our other courses for different Microsoft Office versions, in the hope the course participant will be able to apply knowledge from this course to the other versions. 

	COURSE CONTENT

	Module 1: PowerPoint Basics
· Foreword

· Getting Started with PowerPoint 2013
· Starting PowerPoint

· Opening an Existing Presentation

· Identifying Elements of the PowerPoint Window

· The Ribbon

· Moving Between Slides

· Using PowerPoint Help

· Changing PowerPoint Views

· Changing the Zoom Level

· Viewing the Presentation in Outline View

· Viewing the Presentation in Slide Sorter View

· Ending a PowerPoint Session

· Closing a Presentation

· Assignment
	Module 2: Creating a Presentation
· Beginning a New Presentation


· Downloading a Microsoft Office Online Template


· Adding Text and Slides


· Adding a New Slides in Normal View


· Entering Text in a Bulleted List


· Adding Slides and Text in Outline View


· Using AutoCorrect


· Editing Text and Slides


· Using the Undo and Redo Commands


· Using Find and Replace


· Deleting Slides

· Assignment




	Module 3: Enhancing a Presentation
· Changing Text Appearance

· Changing the Font Size

· Applying Font Styles and Effects

· Changing Text Colour

· Aligning Text

· Adjusting Line Spacing

· Using the Rulers

· Changing Slide Sequence

· Rearranging Slides in Outline View

· Creating Notes Pages and Handouts

· Formatting Handouts

· Printing Notes Pages and Handouts

· Checking Your Work
· Assignment


	Module 4: Adding Visual Interest
· Illustrations - Shapes

· Drawing Lines, Straight and Curved

· Drawing Other Shapes

· Drawing Shapes in Proportion

· Sizing Shapes

· Selecting and Deselecting Objects

· Duplicating an Object

· Editing Objects

· Changing Line Colours and Applying Shadows
· Moving Objects


· Resizing Objects

· Adding Text to Objects

· Adding Images to Slides

· Assignment





Level 1 PowerPoint Course Specification (Created/modified 08/05/2013) 

       Page 2

