
Microsoft PowerPoint for
Office 365

Master Microsoft PowerPoint and Office 365 with this in-depth

PowerPoint training. Learn to navigate toolbars, create charts, import

data, and design effective slides. Perfect for professionals looking to

enhance their presentation skills, whether you're a beginner or aiming

to improve your editing, collaboration, and presenting techniques in

PowerPoint.

CBT Nuggets course material

WEEK 1 156 min.PowerPoint Overview

Supplemental File 1

Introduction 2

Find Your Way Around 6

Create Your First Presentation 8

Save, Recover, or Export Files 11

Print 4

Create a Custom Template 12

Reuse Slides 10

Work with Text

Overview 1

Supplemental File 1

Introduction 1

Text Boxes 14

Text Effects 10

Tables, Tabs, and Columns 8

Dictating and Inking 4

Speaker Notes 8

Text Tips 8

Work with Images

Overview 1

Supplemental File 1

Introduction 1

Shapes and Icons 13

Picture Manipulation 7

Using Pictures from Other Sources 6

https://cbtnuggets.com/it-training/microsoft-office/powerpoint


PowerPoint Designer 5

3D Models 5

Inking 6

WEEK 2 156 min.

Diagram Tips and Tricks 13

SmartArt, Charts, Video, and Audio

Overview 1

Supplemental File 1

Introduction 1

SmartArt 11

Charts and Graphs 15

Working with Video 15

Incorporating Audio 7

Animate Your Presentation

Overview 1

Supplemental File 1

Introduction 1

Object Animation 14

Slide Transitions 11

Zoom 5

Triggers 10

Animating Charts, SmartArt, Tables, 3D Models, and 9
Ink

Share and Collaborate

Overview 1

Introduction 1

Protect Your Presentation 14

Use Different File Formats 5

Prepare to Share 8

Set Sharing Permissions 8

WEEK 3 158 min.

Collaborate with Co-workers 12

Deliver the Presentation

Overview 1

Introduction 1

Last Minute Preparation! 9

Rehearse 9

Record Narrations 10

Run the Show 9

Tips for Presenting Online 10

Customization and Macros

Overview 1

Supplemental File 1

Introduction 1

Changing Defaults 10

Customise Your Environment 14

Macros 13

Add-ins 9



PowerPoint for the Web

Overview 1

Introducing PowerPoint for the Web 6

Build the Presentation 8

Work with Text 9

Pictures, Shapes, Video, and More! 12

Collaborate with Co-Workers 9

WEEK 4 78 min.

Animate Your Slides 7

Deliver the Presentation 11

PowerPoint Tips and Tricks

Overview 1

Supplemental File 1

Introduction 1

Speed Up Slide Creation 10

Text Shortcuts 11

Graphics Tips 10

Quick Hacks for Logos and Pictures 5

Animation Tricks 11

Run the Slide Show Like a Pro! 8
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