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UeyrkantuAldangdninovijowugiuvov PowerPoint ag1vtlus:uu

kangasdywugiu PowerPoint tu Microsoft 365 dulidkinvauazn1svanising a1sowuwuilor ansdadondiua:woud sunw
lonou Shapes, SmartArt a1s1vuazns1WaA Excel :Aduldsy Designer ua: Slide Master tRnnaladisUuuuideanu Td
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01 5CIQUS::H\)ﬁ Objectives
o $9nHKU190 PowerPoint tu Microsoft 365 3aa1siwa ua:ts AutoSave Aiu OneDrive (G
» 2uKuUlAsvIBovUazasvaladdos Layout ta: Section [atdus:uu
o dadonnuuazwaudnuninslisruisuaiitisutbaavutndovsu
o tWsunw lonau Shapes, SmartArt 01570 wa:nswo1n Excel doaisdoyald
o 135U Designer ua: Slide Master tRaladnvyaidsuuuudeanu
o (@ Transition, Animation, Morph, 3@lo wa: Zoom [Gog19tKUaU

» U1lauadoy Presenter View wazdvoonviutdu PDF onaisuon k3a3alald

02 A3ULWIKUIY Target Audience
o WA ULasdKINARAovMaladiauaviu s1e1U KdaUs:su
o Unou UnAAw AS La:019158N18 PowerPoint tunisiSsunisaou

o AntAel3 PowerPoint SutAua:daun1susuunts Microsoft 365

ey ey

» QRdovAsWugiuRgndavAaudosaag PowerPoint Jugy
03 ALAUYIVKANGQAS Highlights
» USuUsvikIil 2026 PowerPoint {u Microsoft 365 apps
° a'(adﬁ\)qm'f]uuuuu'iuoﬁu 5u, Designer ua: Slide Master
» dayawlovas SmartArt, 0159 LaznsWA Excel
« wndoulko9g1uwad Transition, Animation uas Morph

o wSauunauauazuss Presenter View, PDF uaz3dlo
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04 ﬂ:)‘lU%WUg"lU Prerequisites

o BvIumOUWILOSUA: Windows (0ovduld wu sanisiwdualwaiaas
o PE18 Word K30 PowerPoint u101v

o DU8YE Microsoft doudarovoviriiviu d1Ksu Lab RlE OneDrive

« lWagn Windows Adadv PowerPoint 91A Microsoft 365 wu:u1 k3o PowerPoint 2024

05 FvAdaviasSvuuatlASaviio Setup & Tools

$19A1S s1gastdua

auasai Notebook Windows 10 k3o 11 Boudadutnasiiia wsoury

Wsuasuy PowerPoint 91 Microsoft 365 apps uu:lin K30 PowerPoint 2024 uu Windows
Wsunsuasy Microsoft Excel d15Su Lab ansivuaznsiw

watdla sUunw Joyaddogv ta: Template 18sunn Lab

Ueyd Uryd Microsoft yovgjiBuurgovaviriuiu &1ksu OneDrive

KUIBLKQ: USUUSUTRUT 2026 iguAusudy: Wasuan PowerPoint 2019/2021 untd PowerPoint tu Microsoft 365 apps
dakagomsuuinlwaidusuiituazsuuuu XPS 20n 1y AutoSave fiu OneDrive, Cloud fonts uaza1sidvwoud, Stock
images ua: Icons, Designer, Morph, Zoom, Speaker Coach uasnisdufinaistiniaualduddlo Designer uu PowerPoint
naAfauidlaAugtduuuaudn Microsoft 365 ua:anouaavialdu Design Suggestions d&1KSURAD Copilot dou Speaker
Coach savsulaw1:nMudvnay Jiseuld PowerPoint yavaulovk$auavArinuiu Kinvauav Microsoft 365 Wasudaw Lok
d1vdv00sBUada eu Juausl dovaalddosrangas Advanced PowerPoint for Microsoft 365

06 ATNWSIUAISISYU 2 U Big Picture

Ju KodoKan

Day 1 kU190 PowerPoint Tu Microsoft 365 a:n1syansiwg, svuwuviudiauaaasivalad, Jondutazwoud,
Section 1-6 sunw Tomou ua: Shapes, SmartArt ua:AvaVANS LA:01SWAUASIWDIA Excel

Day 2 uua: Designer, Slide Master 1Wovdu, Transition, Animation wa: Morph, 3dla 10y ua: Zoom, thiauadoy
Section 7-12 Presenter View dvoan PDF wa:3dlo ua: Workshop viudiiauaauuauysai
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aswvaladuaszldition -~

(oK1n1sausy - Section 1-6 6 8oluv

o Lab: KUin9a PowerPoint uaznisdanisiwa

PowerPoint Tu Microsoft 365 apps: Ribbon, Backstage view lia: Quick Access Toolbar
sUuuulwg .pptx, .ppsx, .potx ua: .pptm EervAuaguls

AutoSave, OneDrive, Version history ua:n1sAlwangvlulagufin

Lab: dvAnlusunsuua:zuufinlwaviuusauu OneDrive

Lab: 2qvunuvauditauauazasivalad

WKLY YWY tazdondukanAauldalusunsy
wWualad 1don Layout ua:dangudos Section

Outline view ua:n1sthlasvidovonn Word urasivalad
Lab: 21vlasvuiutittaus 10 aladonnradaffikua

Lab: dand1uuazwaua

dasUuuuaddnuys gorun Bullet uaszszgzussna
@onwaudniulnalRaruvne uasts Replace Fonts nulwa
Cloud fonts uasnsilvwoudluliiweuuutrdavdu

Lab: Usualaddanouudulisnuviedu

° Lab: sunw [anau ua: Shapes

unsasyniw Stock images ua: Icons

Crop, Remove Background, Picture Styles wa: Compress Pictures
Shapes, Merge Shapes, Align La: Selection Pane

Alt Text ua: Screenshot iWausznoualad

Lab: adwaladaiwdsznouwdoudonduaiau

Lab: SmartArt uaztivavAns

13on SmartArt tRasvAuLloK1: Juaau 2vas d1dusu
wJavdondw Bullet lu SmartArt uazdsudnusduuu
asvuasusuldulvovAns

Lab: (uduaauniIsiuuLasivavAnSUaKLIEVIU

a Lab: ansavuazasawan Excel

asmuassasuuuuansiuiu PowerPoint

unsnnsw @onuszianasWiRikuzAUdaya LazusuLdy
21vASIWA Excel wuu Embed K30 Link tRduloaaudoya
Lab: aladasudaiavwsounswiidounu Excel
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29aU1UU tPaaulKkI uasultaua o
6 39luv

LoK1n1sausL - Section 7-12

Lab: 5u ua: Designer

1#on3u Usu Variant & woud ua:Wukav

Designer tauasyuuualadonadoriua:suniw
KANA1S90270: WUAIY AJUAIYEVE uazdrdunissnu
Lab: UsuviudnauanvgalRidusduuuideanu

a Lab: Slide Master (javdu

Slide Master ua: Layout Aoa:[s sagaaviusiognuls
tdlalA 1laukun wa: Footer nnaladlunsuidua
Usuwaudua:duoviodanulwdon Master

Lab: ashv Template yovovAnsaguinauazuuinlu .potx

a Lab: Transition, Animation uat Morph

Transition s:k3waladuaznisdvioan

Animation wuu Entrance, Emphasis ua: Exit wa: Animation Pane
15 Bullet ua:nsawuaaviasdoutiioadursidovenn

Morph asvastadaulkodatiovstkivalad

Lab: aladosuraduaaudas Animation ua: Morph

n Lab: 3ala 1dgv wat Zoom

nsnadlovnlwdrdoooulad dadouazduAinistdu

unsaldyvua: Screen Recording

Summary Zoom, Section Zoom ua: Slide Zoom dksualaduuutdontduniv
Lab: asvkUnansueyluunantdonkododdy Zoom

n Lab: untauauaszavaanviu

Presenter View, Speaker Notes, Laser pointer ua:msquum:lj’naua
Gouunldauadoy Rehearse Timings wa: Speaker Coach
duiinaistniauawsoulduvussene uasavoontduddlo MP4

dvoon PDF wWuw Handouts 11a:as29028 Accessibility Checker

Workshop: vautniauaavuauyseai

Workshop: as1wvutitaus 10-12 aladonlasvidovuavautov
18 Template Aasvld wiou SmartArt nsw uazsunw

1@ Animation ua: Zoom ag1vwad Udd3oua28 Presenter View
dvoon PDF ua:3dlo wSousuAusinondngins
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07 8guduudsldosls outcomes
o Buvauldganiv onvuruLlor) Layout uas Section
 donowduvis woudnwineAlitweu
o mwdszidandov sunw loAou ta: SmartArt

o Joyasalou 01s1vuaznsIWIIA Excel
» sduuudganvya su Designer ua: Slide Master

° -

o Utauauazussla Presenter View, PDF ua=3dlo

08 r?iuﬁ@lé'uuo:ms?u Deliverables
o 10Na1sUs:NOUNISOUSUASUNY 2 JU uazAdaduaauyavna Lab
o Waila sunw wa: Template doogrvdrsuinlUisdo
o [Waviudniauaon Workshop ua: Checklist Aiautiniaua

o UsznAtisuasoukangas (Certificate of Completion) wazgovnivaauniudng1nsKavIURANGas

09 ziau“awzaau Instructor

—— -

a.a1ias T Inensyovanivuloidiluadou PowerPoint 91nviutiauantdasviudidnviutazaniuAnu 15U91ANTS
2viBoviaztan udddvidanindovidondosiRaladsrudiouazudlvazaon gidvuavborhatuiazdutunn Lab suldviuduaus

AWSauTs uaztituuaniviuraladuovaulovldiuf

s1A1A19USU 5,900 uan/riau - aulos IN-HOUSE walutauasinn

5,900 UN /i (@vlusou VAT 7%)

Q, 02-570-8449 (J 088-807-9770
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