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    …then here’s your opportunity to find out 
             by booking a place on an IT Surgery 
 You can spend as little as one hour with our trainer, during 
which time; you can pick up some great tips and techniques. You 
can concentrate on one subject or mix and match from any of the 
Microsoft suite of products in order to build your skills – the choice is yours.
During the Surgery Session you will work on your own live data and receive 1:1 personal attention.  You will be able to work at your pace, following through your individual requests – whether these be quick and simple or long and complex – whatever the problem; 
we will help resolve your IT training issues and improve your efficiency.

From just one hour, we will build your knowledge and confidence and 
help you become more productive and effective with your IT applications.
A selection of the topics we can cover during your workshop…
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· Principles for Presenting information in PowerPoint

· Slide Layouts
· Slide Masters
· Animation

· Running a Slide Show
· Incorporating external data – charts, tables, video clips

· Creating a Summary Slide
· Import Slide
· Working with Designs and Templates
· Incorporating Charts and linking data
· Presenting Techniques – Navigation, Transitions, 
Action Buttons, Rehearse Timings



Have you ever wanted to know some of the other great uses you can get out of your computer applications?











In conjunction with Fairbank Training & Consultancy Ltd
Tel: 01438 749415
Shelagh Fairbank

www.fairbank-training.co.uk
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