
Microsoft ® Office PowerPoint 2016: Part 1 

Course Length: 8 hours 

Click here to view the current class schedule! 

Overview: 

It's hard to imagine a day going by without people passing along large amounts of information. 

Messages are everywhere, and the number of messages we receive seems to be increasing each day. 

Whether via phone, email, mass media, or personal interaction, we are subjected to a constant stream 

of information. With so much communication to contend with, it can be difficult to grab people's 

attention. But, we are often called upon to do just that. So, how do you grab and maintain an audience's 

focus when you're asked to present important information? By being clear, organized, and engaging. 

And, that is exactly what Microsoft® Office PowerPoint® 2016 can help you do. 

Gone are the days of flip charts or drawing on a white board to illustrate your point. Today's audiences 

are tech savvy, accustomed to high-impact multimedia content, and stretched for time. By learning how 

to use the vast array of features and functionality contained within PowerPoint 2016, you will gain the 

ability to organize your content, enhance it with high-impact visuals, and deliver it with a punch. In this 

course, you will use PowerPoint 2016 to begin creating engaging, dynamic multimedia presentations. 

Course Objectives: 

Upon completing this course, you will be able to create and deliver engaging multimedia presentations 

that convey the key points of your message through the use of text, graphics, and animations. 

You will: 

 Identify the basic features and functions of PowerPoint 2016. 

 Develop a PowerPoint presentation. 

 Perform advanced text editing operations. 

 Add graphical elements to your presentation. 

 Modify objects in your presentation. 

 Add tables to your presentation. 

 Add charts to your presentation. 

 Prepare to deliver your presentation. 

Target Student: 

This course is designed for students who wish to gain a foundational understanding of Microsoft 

PowerPoint 2016 that is necessary to create and develop engaging multimedia presentations. 

Prerequisite: Basic Computer Knowledge 
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Microsoft ® Office PowerPoint 2016: Part 2 

Course Length: 8 hours 

Overview: 

Meetings, instruction, training, pitches; these are all a part of our daily lives. We are often called upon to 

deliver presentations with little notice, at multiple venues, and with varying requirements. And, some of 

these presentations include sensitive information that needs to be guarded. Given all the variables, it 

may seem an overwhelming task to deliver your content, on time, to all audiences, and to only those 

who need to see it. Oh, and by the way, you need to make it interesting, informative, and memorable. 

So, how do you do it? Without the help of a robust set of tools, it would be nearly impossible. But 

Microsoft® Office PowerPoint® 2016 provides you with a variety of such tools that can help you deliver 

content in nearly any situation, while saving time and effort. By taking advantage of these tools, you will 

be creating presentations that not only stand out from the crowd, but also don't consume all of your 

available time. 

Course Objectives: 

Upon completing this course, you will be able to customize the PowerPoint 2016 application, and 

effectively create, collaborate on, secure, and distribute complex multimedia presentations for a variety 

of situations. 

You will: 

 Modify the PowerPoint environment. 

 Customize design templates. 

 Add SmartArt and math equations to a presentation. 

 Work with media and animations. 

 Collaborate on a presentation. 

 Customize a slide show. 

 Secure and distribute a presentation. 

Target Student: 

This course is intended for students who have a foundational working knowledge of PowerPoint 2016, 

who wish to take advantage of the application's higher-level usability, security, collaboration, and 

distribution functionality. 

Prerequisite: Microsoft® Office PowerPoint 2016: Part 1 

 


