PowerPoint 2000 Proficient Overview

Lesson 1:  Introducing PowerPoint

About Presentations

Start PowerPoint

Exit PowerPoint

Create a New Presentation

Save Presentations

Close a Presentation

Open Existing Presentations

Lesson 2:  Learn Your Way Around PowerPoint

The PowerPoint Program Window

Fill in Text Placeholders

Move Around in a Presentation

Work with Presentation Views

Switch Among Open Presentations

Lesson 3:  Manage Presentation Slides

Insert and Delete Slides

Rearrange Slides in a Presentation

Copy Slides within a Presentation

Move or Copy Slides between Presentations

Import Slides from Other Presentations

Lesson 4:  Work With Text

Work with a Presentation Outline

Work with Text

Spelling and AutoCorrect

Change Text Appearance

Work with Paragraphs

Use Bullets and Numbering

Lesson 5:  Create And Insert Objects

Insert a Picture from a File

Insert Clip Art

Draw Lines and Shapes

Create WordArt

Tables

Lesson 6:  Format And Manipulate Objects

Overview: Manipulating Objects

Select Objects

Delete Objects

Move and Copy Objects

Resize an Object

Rotate or Flip an Object

Align and Distribute Objects

Group Objects

Object Borders and Fills

Fill Effects

Reshape AutoShapes and WordArt

Lesson 7:  Format Slides And Presentations

Change the AutoLayout of a Slide

Change the Slide Background

Apply a Different Template's Formatting

Change the Color Scheme

Use Headers and Footers

Use Slide Masters

Lesson 8:  Add Transitions And Animation

Set the Slide Format

Set Slide Transitions for an On-Screen Presentation

Set Animation Effects for an On-Screen Presentation

Lesson 9:  Present The Show To An Audience

Print the Presentation

Show the Presentation

Distribute a Show Via E-Mail

Convert a Presentation for Web Use

Publish a Web Presentation on the Internet

