PowerPoint 2003—How To Be a Designer and a Miner

How to be a “Designer” and a “Miner” with PowerPoint

A PowerPoint presentation is a great communication tool if designed effectively. Poorly designed
presentations can inhibit the message, while the right design can enhance the message and even
make it memorable. This course is designed to help the PowerPoint user make good decisions
about design.

Topics such as the insertion of sound, movie and flash files will be covered. The PowerPoint designer
also needs to know how to bundle the presentation so it can be presented outside the office. Without
this knowledge fonts don’t display correctly, and sound and media files no longer play.

There are many free PowerPoint resources on the internet. These included tutorials, photos,
backgrounds, animated files and more. This course directs the student to some of the best
websites for these resources. Student will receive FREE resources upon completion of the course.

Course Length

8 hours

Course Objectives

This PowerPoint seminar focuses on two main goals:

1. Learning to think like a designer in order to make the right design decisions quickly and
efficiently

2. Learning to “mine” the Internet for free PowerPoint resources and utilizing those resources to
enhance presentations.

Course Lessons

1. Learn to Think Like a Designer
The graphic design portion of the seminar is broken into four sections:

Slide Layout: Directing the viewer to key points

Type: Type is not only read but viewed and perceived

Color: Understanding color relationships for legible, effective slides
Visuals: Add to your content, don’t distract from it
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2. Learn to Mine the Internet for PowerPoint Freebies and Goodies

The Internet is a gold mine of FREE
resources for PowerPoint. The Office Fhotography Resources
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3. Additional Topics:

In addition to the two main topics, these subjects will also be covered in the seminar.

> Bundling the presentation for use outside of the office

> Compressing photos in the entire presentation to reduce file size.

> Using the Photo Album feature to quickly place photos into a presentation with captions and
background templates.

Embedding fonts in the presentation
Inserting flash files into PowerPoint
Installing fonts on your computer

Using animated files in the presentation
Finessing Video in PowerPoint
Designing a template from scratch
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Course Materials Supplied

& Course Booklet
Every participant receives a booklet
that contains course notes, a listing
of Internet resources and additional
tips and tricks.

& Two free CDs
Contains a Photo Gallery, Templates,

Sounds, Video Clips and Word documents containing links
to Free Internet Resources and more.




