Course objectives

Creating a presentation and using templates

Inserting and formatting content such as images, videos and diagrams
Animations and transitions

Presenting options (including presenting in Meet calls)

Recording

Speak spotlight

Audience

This session is aimed at colleagues who would like to increase confidence in creating and presenting

Slides presentations.
Prerequisite

No Prior experience or knowledge of Slides is required to attend this course. You must have good
basic windows, keyboard and mouse skills.

Duration

This is a 90-minute Create & Present with Slides course. The course starts at 09:30 and runs until
11:00. Alternate timings can be arranged upon request. The course can be held on a date that suits
you.

Location

Our Create & Present with Slides course can be run online using Google Meet, MS Teams, Zoom or
any other platform of your choice. Alternatively, we can run the course at Client’s site anywhere in
the UK, Europe or ROW.
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Create & Present with Slides Course Outline

Getting started e Video
e Tables & Charts (Sheets)
Animations & Transitions

e Templates
e Customising the Theme
e Adding slides with different layouts Presenting features

Sharing & collaborating on presentations e Speaker spotlight

e Change/remove access later e Recording
e Posting Comments e Presenter view & speaker notes
e Version History e Q&A

Inserting & formatting content e Laser pen and annotations

o Images (effects/masking) e Presenting in Google Meet

e Diagrams
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