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Powe rpo in t  Te c hn ique s  - Le ve l 2  
INSTRUCTOR: J a n ice Willia m s  TELEPHONE: (867) 668-6125  
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COURSE LENGTH: 14  Hou rs  

REGISTRATION 
 

FEE: $175 .00  + GST  
 

COURSE INFORMATION 

PREREQUISITES: 
Stu den ts  s h ou ld  h ave com pleted  th e PowerPoin t  Level 1  cou rse or  h a ve equ iva len t  
kn owledge of th e p rogra m .  S tu den ts  sh ou ld  a ls o h ave a  good  work in g kn owledge 
of th e Person a l Com pu ter  a n d  Win dows  opera t in g sys tem .  Con su lta t ion  with  th e 
in s t ru ctor  ca n  be a rra n ged  p r ior  to regis t ra tion  in  th e cou rse to determ in e if you  
s h ou ld  ta ke th is  cou rse. 
 

COURSE DESCRIPTION: 
Microsoft  PowerPoin t  Level 2  exa m in es  th e a dva n ced  fea tu res  of th e p rogra m  a n d  
dem on s tra tes  h ow to en h a n ce you r  p resen ta tion  effect ively, efficien tly a n d  
p rofes s ion a lly u s in g th e a dvan ced  tools  a n d  oth er  fea tu res  in clu d in g m u ltim edia .   
 

COURSE GOALS: 
Upon  com pletion  of th is  cou rse s tu den ts  will be a b le to: 

• Work  with  Ma s ters  a n d  Tem pla tes  
• Des ign  a  cu s tom  tem pla te 
• Crea te s lides  from  a  s u m m a ry s lide 
• Cu s tom ize 

o Ba ckgrou n ds  
o Color  s ch em es  
o Clipa r t  
o Objects  
o Em bedded  lin ks  
o J u m ps  a n d  a ction  bu tton s  

• Form a t  web  pa ges  
• Sa ve em bedded  fon ts  in  a  p resen ta tion  
• Sa ve to HTML form a t  to a  s pecific ta rget  b rowser  
• Sa ve a  s lide a s  a  gra ph ic 
• Add clipa r t , p ictu res , sou n d , video, objects  an d  s pecia l a n im a ted  effects  
• Con vert  clipa r t  to PowerPoin t  d ra win g ob jects  
• An im a te objects  



• Crea te in teract ive p resen ta t ion s  su ch  a s  pau s in g a  s lide s h ow a n d  u s in g 
ba s ic Act iveX con trols  for  feedba ck  

• Us in g h yperlin k in g a n d  ob ject  lin k in g 
• Crea te, ru n  a n d  ed it  m a cros  
• Export  to 35m m  s lides  
• In corpora te s lides  from  a n oth er  p resen ta tion  
• Im port  a  Micros oft  Word  ou t lin e to a  p resen ta t ion  
• Export  a  p resen ta t ion  to a  Microsoft  Word  ou t lin e 
• Gen era te m eetin g n otes  
• Use Net  Meet in g to s h ow a  p resen ta t ion  
• Electron ica lly in corpora te m eet in g feedback  wh ile deliver in g a  p resen ta t ion  
• Use th e pen  du r in g a  p resen ta tion  
• Sen d  a  p resen ta tion  by e-m a il 
• Cu s tom ize an d  crea te toolba rs  
• Su bs cr ibe to a  p resen ta t ion  
• Sa ve a  p resen ta t ion  for  u se on  a n oth er  com pu ter  with  Pa ck  a n d  Go 

 

MAJ OR COURSE OBJ ECTIVES: 
Th e object ive of th is  cou rse is  to review th e ba s ic opera tion s  of Microsoft  
PowerPoin t  2000  a n d  in t rodu ce th e s tu den t  to m ore a dva n ced  com m a n ds , 
fu n ction s  a n d  ca pa bilit ies  of PowerPoin t .  
 

COURSE FORMAT: 
Lectu re, dem on s tra t ion , cla s s  exercis es . 
 
 

COURSE REQUIREMENTS  

ATTENDANCE AND PARTICIPATION 
Stu den ts  a re requ ired  to be in  a t ten dan ce for th e du ra t ion  of th e cou rse to receive 
a  cer t ifica te.  
 

QUIZZES: 
N/ A 
 

ASSIGNMENTS: 
In  cla s s  exercis es . 
 

DETERMINATION OF FINAL MARK: 
N/ A 

 

TEXT AND MATERIALS: 
A m a n u a l is  p rovided .   
 

QUIZZES ,  TERM EXAMS ,  AND FINAL EXAM: 
N/ A 
 

GRADES ON TRANSCRIPT: 
N/ A 


