Training Course Specification


Course: 
Microsoft PowerPoint 2013 Level 2

Duration:
One Day
	COURSE OBJECTIVES:
	· Customise your presentations
· Working with objects
· Advanced working with drawing tools
· Enhancing the overall look of presentations
· Creating slide show animations
· PowerPoint on the Web
· Macros

· Sharing and Co-authoring


	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 attended Microsoft PowerPoint Level 1


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; Customising PowerPoint 2013


· Customising PowerPoint 2013


· How to change the default format of the blank presentation


· How to change the Default Language Setting
· How to change the default Display options


· How to change the default Spelling options


· How to change Presentation Properties and Information

· How to change the default Save and changing Default Folder options


· About the Quick Access Toolbar


· How to customize the Quick Access Toolbar:
· Add-in programs


· How to Load an add-in program


· How to unload an add-in program


	Module 2; Working with Objects


· How to insert a Table


· How to insert rows/Columns


· How to delete rows/columns


· How to merge Cells


· How to add Borders


· How to Colour a Table


· Sorting a table in PowerPoint


· Organisation Charts


· How to insert an Organisation Chart


· How to edit an Organisation Chart


· Inserting New SmartArt Elements


· Deleting Shapes


· How to convert a box from one type to another

· How to change shape border and border colour

· How to change the Fill Colour of a Shape


· Creating Charts


· How to insert a Chart


· Editing the Chart


· How to change the Chart Type


· How to change Chart Attributes


· How to insert an Excel Worksheet


	Module 3 ; Drawing Tools


· Drawing Options


· Drawn objects have attributes, just like other objects.


· Drawing Shapes


· How to draw circles, squares, and Auto Shapes


· How to change the Fill Colour of a shape


· How to change the fill effect of a shape


· How to change the line border and border colour of a shape


· Editing shapes


· How to resize a shape


· How to type text in a shape


· Group and Ungroup Objects


· Group objects


· Ungroup objects


· 


	MODULE 4 – Controlling the Overall Look
· Presentation Designs


· How to apply a Design Theme


· How to apply a Theme and Variant colour scheme to a presentation


· How to create a custom colour scheme for your slides


· How to add a Textured or Picture Background to your slides


· How to add a Patterned Background to your slides


· Working with Slide Masters


· How to view Slide Masters


· Make a slide that differs from the slide master


· Make an object appear on every slide in the presentation


· Templates and Themes


· How to Open an Existing Template


· How to create your own Template


· How to Download a Template




	MODULE 5 – Slide Shows
· Viewing a Presentation


· Normal view


· PowerPoint 2013 Example of Normal View


· Outline View


· PowerPoint 2013 Example of Outline View


· Slide Sorter View


· PowerPoint 2013 Example of Slide Sorter View


· Notes View


· PowerPoint 2013 Example of Notes Page View


· Reading View


· PowerPoint 2013 Example of Slide Sorter View


· Running Slideshows


· Running the show


· Continuous loop


· Transitions


· Timing


· Hidden slide


· Keyboard control


· Build slide


· Electronic Presentations


· Hints for creating and running slide shows


· Animating slides


· How to apply Transition effects to a Slide


· How to add Animations to a slide


· How to set slide timings while rehearsing


· How to run a slide show

· Write or draw (annotate) on slides during a slide show


· Erase annotations during a slide show


· Magnify areas of slides during a slide show


· How to create a loop Slide Show


· Package for CD


· Prepare a presentation for use on another computer

	MODULE 6 – PowerPoint on the Web
· Remote Presentations


· How to start a Presentation Broadcast


· How to create a Video


· How to publish your presentation as a PDF or XPS


· About hyperlinks in a presentation


· Add, edit, and remove hyperlinks in a presentation


· How to create a hyperlink in a presentation


· How to create an email hyperlink in a presentation


· How to change a hyperlink destination


· How to Change hyperlink text


· How to remove the hyperlink, but not the text or object that represents it


· How to remove a hyperlink and the text or object that represents it


· Set a hyperlink base for a presentation

	MODULE 7– Using Macros in PowerPoint
· Automating tasks you perform frequently


· How to Show the Developer Tab


· How to create a new macro


· How to edit a Macro


· How to run a macro


· How to delete a Macro


· How to attach a macro to the Quick Access Toolbar


· How to check presentations for macros that might contain viruses




	MODULE 8 – SHARING AND CO-AUTHORING

· Sharing and Co-authoring


About SkyDrive
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