	Do Not 
Disturb

[image: image3.png]MNORPER €« 2IT/ACEK I'T'H




	[image: image1.png]MOSES & SINGER LLP




Introducing

Room Service Training.

Training on your schedule, on the topics you order.

Use this menu to choose your classes and request a delivery time, and then return to Kate Sandberg. 

Name:






Extension:
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	Available Courses

Choose as many as you would like

GOOD BEGINNINGS


The Eye Opener

A great way to start your PowerPoint experience (and your day)!  This course will cover how to:

Use the M&S Template;

Apply a Slide Layout;

Navigate within a slide and between slides;

Toggle between different slide views

The Power Start

Good for those who already have some familiarity with PowerPoint, but want a little more substance.  This filling course includes learning how to:

Add text to and insert slides; 

Auto-fit contents;

Format individual slides;

Use Slide Layout;

Use Slide Master (slide numbers, title, date and time);

Limit amount of text in a slide

MADE TO SHARE


The Sender Special

We know that a good PowerPoint is meant to be shared!  This useful course will show you how to:

Email a PPT as a PDF;

Identify what metadata is taken out

Package a presentation as CD

Paper Perfection

Want to get that presentation off the screen and into the hands of your audience?  This course will cover how to:

Print notes pages

Add Header/Footer on handouts and notes

Make decisions in “Print what” 

Use Print Preview

Change the Handout Master

Change the Notes Master
	DISTINCTIVE DELIGHTS


The Art of Selection

Including high-tech media can be extremely powerful – but only for the right audience!  This course will make sure you can :

Incorporate Video, Audio and Graphics

Use Custom Shows and Hidden Slides

Presenter Pointers

The slide show is only part of the presentation – the other part is the presenter!  This helpful course will aid the advanced PPT user by teaching how to:

Use On-screen Annotations 

Apply Presentation Pointers and Tools

SPECIAL DEALS


Slim & Trim

The express version of a course!  Your specific questions are answered one-on-one without any extra information.  (Just make sure you include your questions on this form before returning it!)

The Deluxe
A course load for the PowerPoint hungry, the Deluxe signs you up for all of the offerings available.  (Be sure to identify a number of times that work for delivery!)




Requested Delivery Time


Please note a 1st and 2nd preference.  All delivery times will be confirmed.





Today’s Special:�PowerPoint








