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Overview

Meetings, instruction, training, pitches; these are all a part of our daily lives. We are often called
upon to deliver presentations with little notice, at multiple venues, and with varying requirements.
And, some of these presentations include sensitive information that needs to be guarded. Given all
the variables, it may seem an overwhelming task to deliver your content, on time, to all audiences,
and to only those who need to see it. Oh, and by the way, you need to make it interesting,
informative, and memorable. So, how do you do it? Without the help of a robust set of tools, it
would be nearly impossible. But Microsoft® PowerPoint® 2021 provides you with a variety of such
tools that can help you deliver content in nearly any situation, while saving time and effort. By
taking advantage of these tools, you will be creating presentations that not only stand out from the

crowd, but also don’t consume all of your available time.
Audience Profile

This course is intended for students who have a foundational working knowledge of PowerPoint
2021, who wish to take advantage of the application’s higher-level usability, security, collaboration,

and distribution functionality.
At Course Completion

In this course, you will use the advanced tools and features in PowerPoint to create and deliver

engaging presentations.

You will:
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e Customize design templates.
e Add tables.
Add charts.

Work with media.

Build advanced transitions and animations.

Finalize a presentation.

Modify presentation navigation.

Secure and distribute a presentation.

Outline

Lesson 1: Customizing Design Templates

e Topic A: Modify Slide Masters and Slide Layouts
e Topic B: Modify the Notes Master and the Handout Master
e Topic C: Add Headers and Footers

Lesson 2: Adding Tables

e Topic A: Create a Table
e Topic B: Format a Table

e Topic C: Insert a Table from Other Microsoft Office Applications

Lesson 3: Adding Charts

e Topic A: Create a Chart
e Topic B: Format a Chart

e Topic C: Insert a Chart from Microsoft Excel

Lesson 4: Working with Media

e Topic A: Add Audio to a Presentation
e Topic B: Add Video to a Presentation
e Topic C: Add a Screen Recording

Lesson 5: Building Advanced Transitions and Animations

e Topic A: Use the Morph Transition

e Topic B: Customize Animations

Lesson 6: Finalizing a Presentation



e Topic A: Review a Presentation
e Topic B: Enhance a Live Presentation
e Topic C: Record a Presentation

e Topic D: Set Up a Slide Show
Lesson 7: Modifying Presentation Navigation

e Topic A: Divide a Presentation into Sections
e Topic B: Add Links

e Topic C: Create a Custom Slide Show
Lesson 8: Securing and Distributing a Presentation

e Topic A: Secure a Presentation

e Topic B: Create Digital Media
Prerequisites

To ensure success, students should have experience using PowerPoint, running within the

Windows® 10 operating system, to create, edit, and deliver presentations.

Course Schedule

Date Time Price Options

Why Professional Choose TOPTALENT?

Dedicated Texas-Based Support

Get assistance every step of the way from our Texas-based team, ensuring your training

experience is hassle-free and aligned with your goals.

3000+ Curated Professional Courses

Access an extensive portfolio of over 3000 courses across IT, Business Application and Leadership -

Designed to meet evolving Industry demands

95% Client Approval Rating



Trusted by professionals nationwide our 95% approval rating reflects consistent quality,

measurable impact and exceptional service.

Certified Industry Instructor

Learn from professionaly certified experts with real world experience and a proven commitment to

learner success.
For questions

call:

(469) 721-6100

Email:

info@toptalentlearning.com

Find More Training

FAQ

What if | have to reschedule my class due to conflict?

Ten (10) business days’ notice is required to reschedule a class with no additional fees. Notify
TOPTALENT LEARNING as soon as possible at 469-721-6100 or by written notification to

info@toptalentlearning.com to avoid rescheduling penalties.

How do | enroll for this class?

Please contact our team at 469-721-6100; we will gladly guide you through the online purchasing

process.

What happens once | purchase a class?

You will receive a receipt and an enrollment confirmation sent to the email you submitted at
purchase. Your enrollment email will have instructions on how to access the class. Any additional

questions our team is here to support you. Please call us at 469-721-6100.
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What is your late policy?

If a student is 15 minutes late, they risk losing their seat to a standby student. If a student is 30
minutes late or more, they will need to reschedule. A no-show fee will apply. Retakes are enrolled

on a stand-by basis. The student must supply previously issued courseware. Additional fees may

apply.

What happens when | finish my class?

You will receive a ‘Certificate of Completion’ once you complete the class. If you purchased an
exam voucher for the class, a team member from TOPTALENT LEARNING will reach out to discuss

your readiness for the voucher and make arrangements to send it.



