Presenting Data

Class Description

This class provides instruction on using MS Excel to make graphs and then how to put those graphs into other documents (MS Word and Powerpoint).  Class usually meets in computer lab so that each participants can have computer access during class.

Class OBJECTIVES 

In Excel, learn and practice:


a few basics:  hot keys, make simple formulas


making simple graphs


making to copy and copy picture


how to place copied graph and picture into Excel, Word, Powerpoint

In WORD, learn and practice:


choosing whether to use a picture and copied graph


re-sizing and controlling layout of picture, copied graph


putting text around picture, copied graph


making a graph in WORD

In PowerPoint learn and practice:

a few basics:  View, Insert and Format options, printing options (B&W, Notes, Handouts), 


resizing a picture 



making a graph in PowerPoint

Presenting to an audience: Main points to follow


in developing your presentation


while actually delivering your presentation 

