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Chapter / Topic / Activity Session / Time to Complete
Chapter 1: Manage Presentations
Topic 1A: Slide Layouts Session 1=135 min
Practice 1.1: Create a New Presentation
Quiz 1.1: Create a New Presentation
Topic 1B: Slide Master
Practice 1.2: Insert a New Layout in Slide Master
Quiz 1.2: Insert a New Layout in Slide Master
Practice 1.3: Modify a Slide Layout in Slide Master
Quiz 1.3: Modify a Slide Layout in Slide Master
Topic 1C: Handout Master
Practice 1.4: Modify a Handout Master
Quiz 1.4: Modify a Handout Master
Topic 1D: Presentation Properties Session 2=90 min
Practice 1.5: Add Properties to a Presentation
Quiz 1.5: Add Properties to a Presentation
Practice 1.6: Remove Properties from a Presentation
Quiz 1.6: Remove Properties from a Presentation
Topic 1E: Print Features
Practice 1.7: Printing Handouts and Notes Pages
Quiz 1.7: Printing Handouts and Notes Pages
Topic 1F: Slide Show Setup Session 3=45 min
Practice 1.8: Setup Slideshow
Quiz 1.8: Setup Slideshow
Project Chapter 1: Manage a Presentation Session 4=45 min
Estimated Time to Complete Chapter 4 Sessions/315 min = 5.25 hours

Chapter 2: Manage Slides
Topic 2A: Insert Slides Session 5=90 min
Practice 2.1: Add and Remove a Slide
Quiz 2.1: Add and Remove a Slide
Topic 2B: Insert Slides from Outline
Practice 2.2: Insert a Slide from an Outline
Quiz 2.2: Insert a Slide from an Outline
Topic 2C: Reuse Slides
Practice 2.3: Add a Slide with the Reuse Feature
Quiz 2.3: Add a Slide with the Reuse Feature
Topic 2D: Zoom Features Session 6=45 min
Practice 2.4: Insert Zoom
Quiz 2.4: Insert Zoom
Topic 2E: Slide Design
Practice 2.5: Apply a Theme and Format Background
Quiz 2.5: Apply a Theme and Format Background
Topic 2F: Headers and Footers Session 7=45 min
Practice 2.6: Apply a Footer to the presentation
Quiz 2.6: Apply a Footer to the presentation
Topic 2G: Sections
Practice 2.7: Create a Section
Quiz 2.7: Create a Section
Project Chapter 2: Manage Slides Session 8=45 min
Estimated Time to Complete Chapter 4 Sessions/225 min = 3.75 hours

Chapter 3: Insert and Format Text, Shapes and Images
Topic 3A: Formatting Text Session 9=45 min



Practice 3.1: Using WordArt
Quiz 3.1: Using WordArt
Topic 3B: Inserting Links
Practice 3.2: Insert a Link
Quiz 3.2: Insert a Link
Topic 3C: Working with Images Session 10=90 min
Practice 3.3: Insert and Edit an Image
Quiz 3.3: Insert and Edit an Image
Topic 3D: Shapes
Practice 3.4: Shapes
Quiz 3.4: Shapes
Project Chapter 3: Format Text, Shapes and Images Session 11=45 min
Estimated Time to Complete Chapter 3 Sessions/180 min = 3 hours

Chapter 4: Insert Tables, Charts, SmartArt, 3D Models and Media
Topic 4A: Tables Session 12=90 min
Practice 4.1: Insert and Modify a Table
Quiz 4.1: Insert and Modify a Table
Topic 4B: Charts
Practice 4.2: Insert and Modify a Chart
Quiz 4.2 B: Insert and Modify a Chart
Topic 4C: SmartArt Session 13=90 min
Practice 4.3: Using SmartArt
Quiz 4.3: Using SmartArt
Topic 4D: 3D Models
Practice 4.4: Insert and Modify a 3D Model
Quiz 4.4: Insert and Modify a 3D Model
Topic 4E: Video and Audio Session 14=90 min
Practice 4.5: Insert a Video
Quiz 4.5: Insert a Video
Practice 4.6: Edit an Audio File
Quiz 4.6: Edit an Audio File
Project Chapter 4: Insert Tables, Charts, SmartArt, 3D Models and Media Session 15=45 min
Estimated Time to Complete Chapter 4 Sessions/315 min = 5.25 hours

Chapter 5: Apply Transitions and Animations
Topic 5A: Transitions Session 16=90 min
Practice 5.1: Apply Automatic Transitions
Quiz 5.1: Apply Automatic Transitions
Topic 5B: Animations
Practice 5.2: Apply Animation
Quiz 5.2: Apply Animation
Topic 5C: Motion Paths Session 17=45 min
Practice 5.3: Animation Motion Paths
Quiz 5.3: Animation Motion Paths
Project Chapter 5: Apply Transitions and Animations Session 18=45 min
Estimated Time to Complete Chapter 3 Sessions/180 min = 3 hours
Estimated Time to Complete Course 19 Session/1,215 hours = 20.25 hours
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