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	PREREQUISITES: 
	


	Catalog Description (40 Word Limit): 
	Introduction to the graphic presentation software Power-

	Point.  The basics of PowerPoint will be covered including creating, editing, and formatting slides;

	inserting images and WordArt and sound; and creating various charts and graphs.


	List the Major Course Segments (Units)
	 Contact Lt Hrs
	Contact Lab Hrs

	
	
	

	Creating and Editing a Presentation
	2
	

	
	
	

	Enhancing a Presentation with Pictures, Shapes, and WordArt
	2
	

	
	
	

	Revising a Presentation, Adding Media and Animation, and Modify Graphical Elements
	3
	

	
	
	

	Creating and Formatting Information Graphics and Content from Outside Sources
	3
	

	
	
	

	Collaborating, Delivering, and Navigating a Presentation
	3
	

	
	
	

	Customizing a Template using Masters, and Creating a Photo Album 
	3
	

	
	
	

	EVALUATION:
	  Quizzes
	X
	  Exams
	X
	  Oral Pres.
	
	Papers
	

	
	Lab Work
	
	Projects
	X
	Comp Final
	X
	   Other
	


	Textbook:
 
	Title
	Benchmark Series:  Microsoft PowerPoint 2016 Comprehensive 

	
	Author 
	Sebok

	
	Publisher
	Cengage

	
	Volume/Edition
	

	
	Copyright Date
	2017
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	Major Course Segment

	Hours
	Learning Outcomes

	Creating and Editing a Presentation
	2
	Students will be able to:

Change a document theme. Create and edit slides.  Select slide transitions. View a presentation.

	
	
	

	Enhancing a Presentation with Pictures, Shapes, and WordArt
	2
	Insert and format pictures, shapes, backgrounds.

	
	
	

	Revising a Presentation and Adding Media and Animation
	3
	Edit and enhance photos.  Work with audio and video clips. Control animation timing.  Add animation and adjust animation settings. Rehearse timings.  Set slide show timings manually.  Modify text boxes, WordArt, SmartArt.

	
	
	

	Creating and Formatting Information Graphics
	3
	Insert and format SmartArt, charts, and tables.  Insert an object. Embed and edit a file. Modify tables and charts.

	
	
	

	Collaborating on and Delivering a Presentation
	3
	Use the review features. Set slide size. Inspect and protect files. Use presentation tools to navigate and annotate slide shows.  Create a presentation from a Microsoft Word outline.  Add hyperlinks. Format bullets.  Hide slides.

	
	
	

	Customizing a Template and Handouts using Masters
	3
	Use and edit a slide master. Create speaker notes.  Create a custom slide show and photo album.


Course Outcomes:  At the successful completion of this course, students will be able to:

· Create, edit, format, and customize presentations.
· Enhance a presentation by adding animation, information graphics, and graphical elements.
