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Overview and objectives 
This course is designed to help you to obtain the basic skills required to create and deliver a slide 
show to accompany a presentation. You will learn to use templates, layouts, and formatting tools to 
create slides incorporating text and graphics. 

Target audience 
Those wanting to obtain basic skills in using presentation graphics software, such as designing 
slides and delivering a slide show. 

Course prerequisites 
You should be able to use Microsoft Windows and basic functions in Office to start an application, 
get help, and open, close, and save files. 

PowerPoint 2003 - What is PowerPoint? 
 Understand the functions of a presentation graphics application • U nderstand som e principles of presentation design • R ecognise the 

different elem ents of the P ow erP oint w indow  • S elect different view s • C hange the zoom  setting  

PowerPoint 2003 - Creating a Presentation 
 C reate a new  presentation • C reate a  specific type of slide • E nter text onto a slide • D elete a slide  

PowerPoint 2003 - Entering and Editing Text 
 M ove the insertion point • S elect text • Insert new  text • T ype over existing text • D elete text • U se the U ndo, R edo, and R e peat 

com m ands • Insert the date and tim e • Insert sym bols and special characters • C reate and m odify speaker notes  

Office 2003 - Working with Objects 
 S elect, position, and delete an object • R esize an object • M ove or copy an object 

PowerPoint 2003 - Moving and Copying Data 
 Cut, C opy, and P aste w ith the W indow s C lipboard using the m enu, toolbars, and keyboard • M ove and copy text from  one 

presentation to another • U se the P aste O ptions sm art tag to change the form at of pasted text • U se drag -and-drop to move and copy 
text • U se P aste S pecial to choose different form ats for data • C hange the order of slidesvM ove and copy slides betw een files • D elete  
slides 

Office 2003 - Inserting Pictures and Clip Art 
 U nderstand O bject Linking and E m bedding • Insert a C lip A rt object • Insert a  picture from  a file • Insert a P rint S creen graphic • Insert 

an im age from  a scanner or digital cam eravM odify a picture using the P icture toolbar • C rop a picture  

PowerPoint 2003 - Formatting Tools 
 Understand the proper use of fonts and formatting for a slide show  • C hange text fonts, enhancem ents, and colour • C hange the text 

alignm ent • C hange paragraph and line spacing • A dd different graphical bullets • A dd A utoN um ber bullets • U se the F orm at P ainter to 
copy form atting • A pply a slide background colour 

Office 2003 - Formatting Objects 
 Format shapes and objects (line, border, shading, shadow, 3-D) 
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PowerPoint 2003 - Creating a Slide Show 
 S tart a slide show  on any slide • G et H elp during a slide show  • U se on -screen navigation tools • H ide a slide • A dd animated 

transitions betw een slides • A nim ate objects on a slide using a preset schem e  

PowerPoint 2003 - Printing Slides and Handouts 
 S elect an output form at for a presentation • P review  the presentation in P rint P review  • P review  a presentation in black an d white and 

greyscale • P rint slides in a variety of form ats • A dd and print speaker notes • P rint audience handouts  

PowerPoint 2003 - Editing Text in Outline View 
 E nter and edit text in O utline view  • P rom ote and dem ote text • M odify slide sequence in O utline view  • Im port text from  M icrosoft W ord  

PowerPoint 2003 - Proofing Tools 
 C heck spelling • A utoC orrect typing errors • F ind and replace text 

PowerPoint 2003 - Using Templates and Masters 
 C reate a presentation using a content tem plate • C reate a presenta tion using the A utoC ontent W izard • C reate a presentation from  a 

design tem plate • A pply a design tem plate to an existing presentation or to selected slides • M odify the S lide, T itle, N otes, and 
H andouts M asters • W ork w ith m ultiple m asters • Insert headers and footers and slide numbering 

 


