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viudhiauasuouungurin PowerPoint kdouwkuta Wuwdan1udukdn SasUuuuiazaladaseio uazuAnviwatkunaasuidoy
Wagudrsowoud wadoldenaiuin aladudazkinkinanliidouAu uasgwvduus=dulula Avi PowerPoint u Microsoft 365 i
tASovijogaua1vlasuasiv oonLuU wa:inldudagAsu Kingkanalsiangndov

kangastiwRSeutd PowerPoint agvidus:uu 15u9n Slide Master, Layout uazlwa Template vovovAns A1sdaRadoua:iT
1iok191n Word viu SmartArt, Shapes, sunw a1s1v ua:nswiiBounAu Excel dodou Designer, Morph, Animation dugv ua:
aladuuuldasudos Zoom ua: Action Button ;madutluviudoraanids ansuufinaistitauatiuddle asdounu Speaker Coach
AsUnlauaniu Presenter View tia: Teams a1siviusauAuna:UovAulwd Jamedos Workshop asivviutniauaaguauysal
(ousu 3 3u Sua: 6 3oluv sou 18 B2luv s:du Intermediate)

EERDE ° PowerPoint ° Excel ° Word @ OneDrive ° Microsoft Teams

s1A1A19Usy - PUBLIC / IN-HOUSE

8'900 un / AU avasiiudulsd aa 10%

s1mdulisounidyaniiu (VAT 7%) - soutonaisusznaunisausl (Wadoagvuazlwa Template d1ksuila [=]e

ua: Certificate - Suva In-house valutauasiala WWuLiou
LINE
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PowerPoint - Presentation

01 5CIQUS::H\Jﬁ Objectives

wWhlokannisls PowerPoint igadov uazur[UtglaAunawessulosligadakinve
poALUU Slide Master, Layout, 5u uaslwd Template AnvAuTEsouAuld
SalliordsuRaTo SmartArt, Shapes, sUaw a1s1v La:nsIwWABouAu Excel

13 Designer, Morph uia: Animation dugvasioviuidoaissatou
agwaladuuuldanaudos Zoom, Hyperlink ua: Action Button

ldiEuvuasidlo vuiinaisuinaus uasavoantluialold

Untauaogvijoondwdos Presenter View, Speaker Coach uazAlussunsuuuisvalng

AvIusSauAUUU OneDrive asodAsNdv UovAulwd uazdvoanldratusuuuu

02 A3ULWIKUIY Target Audience

waaviuLa:RaKIURdavriua:itauaviudas PowerPoint 1uus:sh
thewu1e A1saana HR uasilnausuidavagivdoiniauatiqiuioondw
dholoruasgqualwd Template vovovAns

UniSeu UnANUY La:lRts PowerPoint Wugiuldudoua:dovnisens:auviu

03 YALAUYDVHANGQS Highlights

UsSuusvlkil 2026 PowerPoint tu Microsoft 365 Uaauu
raduides WlaAvIWE Slide Master, Layout ua: Template avAns
aaauuUIEaBu Designer, Morph La: Animation dugv
dnaualdnagavniv RovUs:yu Teams uazddlonuuin(d

avijana Section Workshop viutntauaaduaunysai
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PowerPoint - Presentation

04 ﬂ:)‘lU%WUg"lU Prerequisites

o [BRouwalnasua: Windows [andav

o 1nl3 PowerPoint agwvaladWugiuuidny wu WuwdonduuazunsagunIw

o 18 Word ua: Excel 1ovauld

« TuadnRaadv PowerPoint &1K$u Windows 910 Microsoft 365 k3o PowerPoint 2024 JulU

05 FvAdaviasSvuuatlASaviio Setup & Tools

s19Ms
auasai
Wsuasuy
UeyBts
waila

nividan

s19azldua

Notebook Windows 1@audasutnasiiio wsaululasiwuuazndov

PowerPoint, Word tia: Excel 910 Microsoft 365 apps (1uztin) k3o Office 2024
Uey8 Microsoft 365 vaviiSaud1rsu OneDrive wa:n1sivIuSIuau

gaalad nw 3dlo (Wd Word ua: Excel daagvdirsuna Lab

Copilot tu PowerPoint &1ksugAdanstdviuudoirindu

KUIBLKQ: USUUSUTRUU 2026 RguAusudunavay PowerPoint 2021: wWeutkutRasvAu PowerPoint tu Microsoft 365
W Designer, Morph, Zoom, A1suuiindos Cameo, Speaker Coach, Aussensuuuissalny, Accessibility Checker uas
A1sivIusouAuUU OneDrive dounistiiaussauladuvuiauasudumsdiiauaiiu Microsoft Teams WiSouls
PowerPoint 91 Microsoft 365 apps vavauldvK3ayavusy¥n Wiwasuivadividlawi: Microsoft 365 TU'UTus:uz‘Eaum lazs
Copilot doviianslviunen Kinvaua:ivasuav Microsoft 365 Wasuuas (HoKk13195v100$3Ud1E0 fU JUdUSU

06 AMWSIUAISISYU 3 IU Big Picture

u

Day 1
Section 1-5

Day 2
Section 6-10

Day 3
Section 11-15

KodaKan

kanAauavvutauand, Slide Master wa: Layout, U woud & uaslwd Template vavovdns, SaKddala:th
wdox191n Word uaszviu SmartArt, Shapes Au Icons

danissuniwua: Alt Text, asnasAsWAGauAU Excel, Designer Aiu Morph ua: Copilot (ANJans),
Animation lfuz;j\) uazaladuuuldaaudoy Zoom, Hyperlink ua: Action Button

1oV 3dlo wa: Photo Album, Uuiinaistintauadas Cameo azdvoantduddlo, Presenter View fiu Speaker
Coach uazAussyy, iviusouAuta:zdovAulwd ua: Workshop viudiiauaaduauysad
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PowerPoint - Presentation

lasvasivaladuaziliokanus:uu

(WoK1ANsausy - Section 1-5

Sou

6 5oluv

o KanAauavvaullauananu PowerPoint Usauu

1an{g PowerPoint wiouuwula: Kivaladrdvustiduuazarduidovisa
doudsznaukUnvd yudY Normal, Outline, Slide Sorter ua: Reading View
Quick Access Toolbar, Search ua: Format Pane Agoaliriviudadu
PowerPoint tu Microsoft 365 d1vonnguBouiaua: PowerPoint uut3uaguls
Lab: 3tasn:Haladdaagivuasotvlasvidovviutitiauavavauton

Lab: Slide Master ua: Layout

AMUFUWUSS:K3v Slide Master, Layout uazalad
asv Layout tHiidos Placeholder donow sUAw uaznsw
AvA1 Background, Textbox ua: Shape SudulRnuiwa

Handout Master ua: Notes Master dssutonaisuonuazliagwa

v

Lab: a31v Slide Master amudnanuaiovAnsidonaaounualadoasy

Lab: v waud & ua:zlwd Template

fitkua Theme Colors wa: Theme Fonts tRiasunviwalatupanidsn
donwaudmuineuadvnnu uasAaIaANUAUNUKAVRSIUNIY
gufnlulwa Template (.potx) wazdviduAsudutboasviwatku
Replace Fonts ua: Reset Slide (asulwansuuuuduiuul

Lab: aswiwd Template vovAuwsau Layout Atguos

n Lab: K239 dakU uazaisuidnliokn

WUWKIToLUULEdTU Outline View ua:lgs:duradalhigndiov

goKU stu:ussia Bullet ua: Numbering Aguvng
aswaladonlasvsiwd Word uazthaladonnlwasuunidaoe Reuse Slides
Section dxsudangualadtulwduunalney

Lab: uavionais Word ugaaladmeluluAuni

a Lab: SmartArt, Shapes ua: Icons

wdavdonnutdu SmartArt uazudav SmartArt adulludonoukSo Shape
Jaua:uAlu Shape aoe Edit Points ua: Merge Shapes

Align, Distribute, Group ua: Selection Pane E’i’ﬂHs“U\nuﬁUHawjmq
1nsn Icons La:dvA1 Shape (3Udu U2 Save as Picture UTBA3U

Lab: a8 Infographic duaaunisitviudos SmartArt ua: Shapes
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AW Jaya uazaistpaaulkondaanssa
\WWor1n1sausw - Section 6-10

Sou

6 5oluv

a Lab: sunatwuaz Alt Text

unsnsumnlwaua: Stock Images wazasaUsUiRlu Shape KSoaudadou
Remove Background, Color ua: Artistic Effects agnuwad
JagUsouAudonu wa:ovsUkatesuiRdus:dou

Compress Pictures aouunalwa ua:zwou Alt Text IRil5 Screen Reader
Lab: soaladawus:znautforuuui@urinuasuuukaigniw

Lab: ansavuazasawintauau Excel

asmuassasuuuuansuiu PowerPoint thguvne

A0aona1s1v91n Word uas Excel Gog Paste Options wuudv 9
aswnswiu PowerPoint wazidonstansiwiiasvAudonduidovaisdo
Paste Link ns1w91n Excel tRaVlaaauiwdduadu uazn1s Embed
Lab: faladasdsaauieinsiwsuiaaauiwg Excel

a Lab: Designer, Morph ua: Copilot

Designer lauasyuuumsdarinoniliorivualad uasidonidogvidonseusyieu

Morph Transition as1vnstadaulkodatlovs:kivalad

Transition 8uRIKUN:AUVIUSSAD uazA1sdvallasualadaalula

n1vtdon: Copilot saladonlwakdoav LjoovAnsHaNEEVIU La:A1SASIDNUNAAWS
Lab: Usualadsssuanliunautados Designer ua: Morph

a Lab: Animation zfuq\l

Entrance, Emphasis, Exit ua: Motion Path tLijala

Animation Pane: 814U 19a1 wa=n1stsuiuu On Click, With Previous a: After Previous
Animation Aiudonu SmartArt sunw uaznsiwhazdou

Trigger ua: Animation Painter d1kSuAaaan Animation

Lab: @819 Animation a5ungns:uounisiaziuasu

a Lab: aladuuuldnaudss Zoom ua: Action

Summary Zoom, Section Zoom ua: Slide Zoom dKsuLUyUiINIY
Hyperlink Igvalad 15ulsd ua:wasu

Action Button wazJuaunisuitaua

Custom Slide Show dxsuliniauatawnzutvaladlasludovdoualad
Lab: aswaladwyuuuldasudiksuviudiiauarso Kiosk
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doaaddlag aasulldua wazA1snIvIuSIuAU
(or1n1soausw - Section 11-15

Sou

6 5oluv

n Lab: 1Jgv 3alo ua: Photo Album

unsaEvvuazaaloonnlwg uaddlooaulad wu YouTube

Trim Video, Bookmark ta: Poster Frame d1x$uktnunddlo
as1v Photo Album wsauwwavusznau uasdvistdusudatiiov
wuonuAdeyrduvuasidlowedraluiatndovdu

Lab: aswaladlsintwAosnssuwSouiwavls:nau

Lab: vuinaisuiiauauazdavaanidudala

Uuiindevussene 3alogwa ua: Ink ddelasovijo Record
Cameo 23dlondovuovunausavuualad

Rehearse Timings lla:asdoalvavudazalad

Export 10u3dlo MP4 wSoutldonndiuazidea

Lab: Uufinnalasunoilont 3 aladudsdvoantiusdlo

Lab: untauaadivijoandw

Presenter View: Juiauatiullioua=aladaall guuiiuawi=alad
AgaandArys:rIwiaus wu Ualadhdavans sadh uazunnatsas
Speaker Coach goutiauaua:suAuuzi15oudvKI:IazAWa
AussyguuuiBsalnuazasinauaniu PowerPoint Live Tu Teams
Lab: doulniauados Speaker Coach udouiiauaasviungu

m Lab: nvausauauuazUavaulwa

gufinlwduu OneDrive uAluwSaudu ua:q Version History
Comment ua: @mention (odvwu utRIBUASID

Mark as Final, skasitudalwa wasskanuudlulwg

Accessibility Checker uazn1siluwaudaviulwa

Lab: dvlwalsiiouasavrinu Comment udsdvArlovAuraudvoan

a Workshop: vautintduaaduauysai

Workshop: agwviudiauaon Template vavautovdvudlasvidovivaladganie
dvoonwlu PDF, sunw, onasuonlu Word ta: PowerPoint Show

Package Presentation soulwdusznaudrsutihlUidatndovdu
asUAganRyovaaoa1iviu ua: Checklist Aoutiauasy
dntduamaviutiassuAusinonndngnAs
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07 8gudULAddas(s outcomes

o WaRuszuu Slide Master, Layout lia: Template yoviu
o tiokIRduvne SmartArt, Shapes, sunw ua: Alt Text

« dayansuiaald ms1vuaznswWAIGouAu Excel

« vauRurdaau Designer, Morph, Animation La: Zoom
o z‘-'iaumugduuu 5Glo Cameo uazA1sdvoontdu MP4

» Unauawuls Presenter View, Speaker Coach ua: Teams

08 r?iuﬁ@lé'uuo:ms?u Deliverables
o lonasusznouNISaUSUAUUALYSAIASUNY 3 U La: Lab Guide Rasduaau
o [Waddegvuazlwg Template Aasvs:r3wEBuudKSUGM UG
» asUAgaaniduosua: Checklist Aoulniauavsy

o UsznAtisuasoukangas (Certificate of Completion) wazgovnivaauniudng1nsKavIURANGas

09 ziau“awzaau Instructor

—— -

a.a1ias Tnvu InensyovaniUuloidibuaaou PowerPoint 91nkannisAoulAZovia asurediludavoivlasvasiolwE
29 Slide Master ua: Template fiouaviooanluu LdIWILSEURARA:IUGI8EIDEIU91AVIUISVIUDVAAS FISBUDY
viuladodu [awaRuATuve ua:tihlutslanunawassuvav PowerPoint

s1A1A10USU 8,900 uan/nau - aul? IN-HOUSE valutauasinn

8,900 UN i @vlisou VAT 7%)
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