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Bravura offers the fastest, easiest and most comprehensive way to gain the valuable computer skills in demand!
Our professional classrooms and remote classrooms help you to learn up to 70% more information as compared to
traditional one-day or all-day classes. Everyone knows it is impossible to learn PowerPoint in a single day.

Our exclusive time-proven (since 1994) adult learning system eliminates overload and promotes developing practical skills
with our incremental approach to learning. Create and manage a flexible class schedule where you choose from
convenient sessions running two hours in length; mornings, afternoons, evenings or Saturdays. No-Wait Start Dates
means you can begin immediately. We recommend no more than four hours in a given day. .All sessions are professional
led by top notch industry experts who are fully certified. You'll experience a one-of-kind professional and engaging
learning environment that is flexible, valuable, relevant and personal to your exact needs. It’s time to get stop settling
for one-day, all-day classes. Join the 40,000 students who have made Bravura their technology training partner.

Call us today at 952.831.2960 or click here.

Audience: Presentation skills are required for many
different job roles and professionals from all departments
need to know how to present effectively. Learn about the
PowerPoint environment, create presentations and
format text, work with drawing tools, WordArt, images
and tables and charts on slides to enhance clarity. Work
with design themes, slide master, transition, timings and
notes. You will then finalize a presentation for slide
shows and for a kiosk.

This course is suited for those using Microsoft PowerPoint 2007
and 2010. We run Microsoft PowerPoint 2010.

Microsoft PowerPoint 2010 Basics; Level 1
Unit 1: Getting started
Topic A: The PowerPoint window, 2010 Ribbon, Views,
QuickAccess toolbar, and running a presentation
Topic B: Getting help
Unit 2: New presentations
Topic A: Creating presentations, adding slides, slide
layouts, entering text, editing text
Topic B: Saving presentations and locations
Topic C: Rearranging and deleting slides
Topic D: Using slides from other presentations
Unit 3: Formatting slides
Topic A: Formatting text, Format Painter
Topic B: Modifying text, Bullet Styles
Topic C: Formatting paragraphs
Unit 4: Using drawing objects
Topic A: Adding shapes
Topic B: Modifying objects, including duplicating,
deleting, moving, resizing and rotating and aligning objects
Topic C: Using text in objects and text boxes
Unit 5: Working with graphics
Topic A: WordArt
Topic B: Navigating to picture locations, inserting pictures,
modifying and grouping images together and Clip art.

Prerequisites: Basic computer skills such as navigating
in Windows and internet browsing suggested, but not
required.

Course Length: 16 hours each varies, based on need.
Tuition: $500

Assessment & Customization

Call us today at 952.831.2960 or click here and get
started with a complimentary assessment to create a
customized learning plan customized to meet your exact
learning. Ask us about certification options.

Unit 6: Using tables and charts
Topic A: Insert, modify and format tables
Topic B: Insert and modify charts
Topic C: Insert SmartArt hierarchy charts and diagrams
Unit 7: Modifying presentations
Topic A: Create presentations from templates and work
with design theme. Create and work with sections
Topic B: Understand Slide master, modify and create slide
masters and work with the variety of master slide layouts
Topic C: Set transitions for individual slides and entire
presentation. Add timings and rehearse timings.
Topic D: Speaker notes and headers and footers for notes
Topic E: Setting up slide shows for presentation and kiosks
Unit 8: Proofing and delivering presentations
Topic A: Proofing presentations
Topic B: Running presentations, hide and unhide slides
Topic C: Page setup for printing presentations and slides,
handouts and notes.

What's Next?? Advanced PowerPoint 2010
60 Days of Post-Course Support
Our wonderfully talented staff will support the topics and tasks
covered in your course via email, remote or in our classrooms.
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