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Microsoft Office PowerPoint 2021: Part 1

About This Course:

In this hands-on course, you'll learn to use Microsoft PowerPoint 2019 to create
engaging, dynamic multimedia presentations. Designed for beginners and
professionals alike, this course covers the essential tools and features of
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PowerPoint—helping you build visually appealing slides, integrate multimedia
elements, and deliver impactful presentations with confidence

Course Objectives:

¢ |dentify and navigate the basic features and functions of Microsoft
PowerPoint 2019

¢ Develop and organize a complete PowerPoint presentation from scratch

¢ Perform advanced text editing to enhance clarity and visual appeal

¢ Insert and manage graphical elements such as images, shapes, and icons
e Format graphical elements to create visually engaging slides

e Prepare and fine-tune the presentation for effective delivery

Audience:

¢ Beginners who are new to Microsoft PowerPoint and want to learn the
essentials

¢ Professionals who need to create and deliver presentations as part of their
role
Prerequisites:

* None

Course Outline:

* |dentify and navigate the basic features and functions of Microsoft
PowerPoint 2019

e Develop and organize a complete PowerPoint presentation from scratch

e Perform advanced text editing to enhance clarity and visual appeal
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¢ Insert and manage graphical elements such as images, shapes, and icons
e Format graphical elements to create visually engaging slides

¢ Prepare and fine-tune the presentation for effective delivery
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