Module 04
Prepare Presentations
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Objectives:

e®® DO FLBBHEESS B30 VRO BN VBwWDS ERH E®O gedmBI el

e Presentation ©=2 emed 0 ©530 @0 B8R (RO R 1 R®
e Design templates ©08mews’ wongeds’ presentation &=z 8@

e Video, Audio e pictures emcs S8@

e Slide transition and animation &¢ 88@

e Action buttons and hyperlinks amcs 88®

e Presentation ®» @& »(B®

o Slides @daxs ©82 print S8@
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Microsoft Power point 2007 oz Presentation es(»&8@ ecpo 98 202 @i, e®wm
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o Get better results faster with a redesigned user interface ( »®& user interface ©» e
BHEEdS »I PBOBRS WOGD wE VD D)

e SmartArt Diagrams ©8mewns’ @ swegeds’ 0 8o amBe® »(Bwids 83
o slide library ®e»8 @8 wwmes c¢ slides ongeds’ ©i8n B8800 » 8w B3
e Shapes, text, and graphics e effects adas 82 swgedsd edne S8e® »(Bwd
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¢3 aw Microsoft Power point 2007 ©08» 0 gimide B8udeds’ 8wdd wem dRE.
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1.2 MS Power Point 2007 @823 &0 88®

1.2.1 Power Point 2007 Swi@z 8S8@

@20 Microsoft power point 2007 ®agmicvs Buist@m 3 ©(S® wewr swm Budd @me@mw
DOBIB).

Click Start — All Programs — Microsoft Office — Microsoft Office power point 2007

&80 power point exnd; §nom CER. ¢53 @ O8 i @0 N OHE.

(Y H Y- Oeg= ( 5 ’resentatiorﬂ - Microsoft PowerPoint -BX
,"L‘h‘ —_
| Home | Insert View{—m (7

Design Animations Slide Show Review

X o = == & N
B E

I i
|B £ U ahe 8§ AV
Paste |

Mew _ - = — T ~ Drawing | Editing
- F || slider B ||| A~ Aar||A A| =E=s==5 - % h 3
Cliphoard ™ | Slides | Font T | Paragraph 0\ | |

Click to add title

ClIthOEddSUbtltle

Click to add notes

Slide1 of 1 | "Office Theme™ | i{EI gl &

Figure 16.1: Microsoft power point user interface

No Name Description
1 New Slide Created new slide to create a presentation
2 window The presentation window
3 Ribbon Interface for the menu
4 menu MS PowerPoint stranded menu
5 Quick Access The Quick Access tool bar
Toolbar

Table 16.1: MS PowerPoint components

¢s3 am power point 2007 ©odmens’ @des presentation ©m wmed DO @0l eI
ACY. & w3 sum B8udd mo®mE IBIB.
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1.2.2 Create a new presentation (Method 1)w";a presentation =z es=8®

MS Power point &ic®» S88e®s3 ammo® ¢35 ¢ Bwudeds’ 8uddd acs dm wmed 05
IO BEDI REY.

Click Start button — click New (New document creation windows is appear)

1. Select template : blank and recent
2. Select blank presentation
3. Click create

O30 VRO »B ¥QOm Bed presentation O3 EER. @OBE VRO Bwm irded 8o cBamae
ed.

@®w @18 PITDB BCHI ©WBIC GBI presentation O w38, @@8 “Click to add

title” ece »® »0 &8 Eded @mamde click to add subtitle ece wecvsd »c @B
BDHEO VRO gOEBL BB FDED OB (DD 9w eSS WO R ©1add @coEd)

ges0escs 01:
a@ss presentation &= emen ©8 928 890 @imad eces Personal Computers eces escoss
mos3m ¢z Click to add sub-title 8

e Introduction

e Types of Computers

e Computer Hardware

e Computer Software ece amcs 053

¢ @0 O BYdm presentation &=z a. ¢ e aegsd 800 (Slide) ames »0 ©x3zn
20203 LBEDI ACY.

& esceno Home Tab e Slides woesd @3 New Slide button ©z click mosis 8980 ags
8003 CeR. 98 050 eE®HO® QRO gds &5 FES WO OB DG,
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Home | Insert ign Animations Slide She
“’*“' & Cut |_—| (=] Lapaut -
5___‘] 53 Copy ',‘"'_E]Reset ;
Pa-ste F Format Pajnter ST:;:' - Delet |B 1 U abe
Clipboard G| Slides | |

MNew Slide

Add a slide to the presentation.

@ Press F1 for more help.

[ -

BOHO @D OEE @0 89D wey edme format 9= edos Bo »iBe cvdenn ece
B¥ndws o0 bams B800 g2 ece. o® wewr 02 g 8ged wEd® gdes ©68

@B O 0230 »o grw. J wewa New Slide w33 @B mé Soca click 08> 980 @0
Office theme Window ©» ¢80 cred. 98 @0 g@das format &» ©8» Window o» @
Click 88e0=3 adas 890 c@r on oSa.

\_—I h.jE:Laynut* (A ﬁflE

|2=| Reset
|Sw;1:rv|ﬂDelete |B 7 U abe & 2V~ Az-|| A
Office Theme

Title and Content Section Header

.............................

= e | | cam i e |
BlicHs i e | e | aee | ;
i i i H r
Twa Content Comparison Title Cnly
T
8
Blank Content with Picture with
Caption Caption
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e 02:
s 02 s 8998 ames ®0sts O8 @imamd Introduction eces »® m0s3D. 8 wom
%) ©uI FIRED WOBID).

What is Computer?

Types of Computers

Why People use Computers
Advantages

1.2.3 Save your Presentation

¢53 QR0 89 2 » xmo Presentation o= g, O ¢das ©8E Save »0m emds ¢3 e
BED® JEY.

& esceno ®2 Quick Access Toolbar ©em8 a8 save diskette &z Click o3 deed 53 B®
Click Office button ®ez& Save button &z Click m»Jd=3=.

@dﬂ-o ¢

New Save a copy of the document

- PowerPoint Presentation
Save the presentation in the default file
format.

<

PowerPoint Show

ave 33 3 presentation that always opens in
ide Show view.

werPoint 97-2003 Presentation

ve 3 copy of the presentation that is fully
ompatible with PowerPoint 97-2003.

POF or XPS

g Publish a copy of the presentation as 3 POF
"~ or XPS file.
g
7| Prepare » \J Other Formats
f i Open the Save As dialog box to select from
- all possible file types.
m Send »
Publish »

Close

+] PowerPoint Options X Exit PowerPoint

Figure 1: Save as Window

1.2.4 Setting password for file access
@Red presentation em8 1o @O CwwrYIDens’ gy (B 98 »E VD Red
presentation ©m cwed wew 9B DO @0WwBD  Save 0 B OB HBG. OTO O

presentation ©z »@» O¢R B8O »® @D EA ¢ ¢ Twed wen (Password) ¢das 0. e®
¢ O BB Bwdd OB wIBIB.

Office button &z click = Save As dialog box ©» c@ vx3=. ©8 Tools click s General
Options e&» wxi.
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General Options |

File encryphion settings For this document

Password to open: I

File sharing settings For this docunment

Password bo modiFy; I

Privacy options

[™ Remove automatically created personal information from this file on save

Macro securiby

Adjust the security level For opening files that might Macro Security. .. |
conkain macro viruses, and specify the names of -

trusted macro developers,
Cancel |

1. @®@® Window ©em8 Password to Open es» Password to Modify ec8z3 ecps’ »o
@B €S9 DEO @O @das PasSWord 9= c@r ecs3D.
2. ¢3 OK Click m»oz3».

3. cea» confirmation boX ecemB8¢ avm ecm ¢ password 9@ amcs »c OK click
Sletato)

4. ¢z3 Presentation @2 e0@s @m00wd Save m»os3s.

1.2.5 Save your Presentation with different format
ORed wme DOesIm E¢ pPresentation & adoas mOG @xd edme edmed Fomat oGS Save
B8O adas . w@imvewsss PowerPoint 2007 9cE€ presentation ©70( mdsiess pptx

Format ®e»s. dx@0 @@m00 ed»s Format =83 Save m»d oR® @ wvm 8edd
BB)OOBB WOBW.

Office button &z click = Save As dialog box & c@1 o3, ©8 Save As type o adas 88
e DOBID.

Filz name: Presentationz

Save as bype! | ppp I'v_
PowerPoink Presentation s
|PowerPoink Macro-Enabled Presentation
PowerPoink 97-2003 Presentation
PDF
%P5 Docurnent
PowerPaink Template bt

[ Save ][ Cancel ]

oo 1-2 DpedS presentation O Save »c oo »(S 0D edmed D6 ¢33 & emd S
00050 OB Dewds aded ¢ gD.
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Presentation 922 el B8e®8 Jr 08 we 1S O SBows 08, dor »H® 8D
¢ @ ©Cd AEY.

1.2.6 Change the slide view

Slide e View &2 @daxs 68 edmed B8O wewo 9@ 03 3 =08, g0 »® normal view, slide
sorter e slide show daens’ 03 8. @®20 @das =68 edmed B8® wepo Presentation Window
Vo8 cen e 3O &S Tools 8 we HSo.

EIEES =4 0

e

Normal View
0@8E wdyben Slide 9@ cbomw D @EICED ©WOB» @nd D8 e “mini-preview
O 008 86 »IDmers’ svEeds’ B3®@ Slide ¥mm0 wi »(Bw

2

(D "= ¥ - 3 | 5 Personal Computers - Microsoft PowerPoint - = X
e | :
l Homel Insert Design Animations Slide Show Review View @
B eE o=
B B 7 U abe 8 AV- | |*E
Paste Mew — e Drawing Editing
- F || siider 1 |||A Aav||A & |ﬂ |§ === R - -
Clipboard ™ slides Font Faragraph L]

Introduction

* What is Computer?

* Typesof Computers

* Why Pzople use Computers
* Advantsges

Click to add notes

slide3 of 3 | “Office Theme™ | <%  English (U.5) | i{EIESIE'
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Slide Sorter View

e@82 @20 8Bog® Slides 900 ey B850 @dwd cbame . e®c Slides gdaxs
2000 Bweeds’ eng OO w¢w DD BIA.

Slide Show view

D ® gDedMDzm presentation ¥z 0B@0 @@ hutton ©» ©8» moxim. Slide Show view
Yo’ 90 B® wewo ESC button o 918 »0s3m. Slide Show & 0@ #0edEE. dw
3das 68 E®® ®C OB e sHD guidaed Menu O o8, de vwIdnewrs’ VRO
adans =8¢ Slide Show 9z edme woessm.

Previous slide or animation

Open slide navigation menu

TV 2

Next slide or animation

Open pointer control menu

16.3.5 Zooming [8®
presentation &z e8e®€ adas ©8 Z00M B8O ¢(» OB YHB OB @ BN ON-
screen zoom tool &z ©1Bvews’ 8¢ 0 oo HSw.

Current  Zoom Fit slide to
zoom slider current window

[EE T lesmCiel=— Gkl
Decrease Increase
zoom zoom

ge0escs 03
woD 01ed ¢edm grmded Slide 9 wmed »osso.

Introeduction

* WhetisComputer? ]
* Types of Computers —m
* Why People use Computers Q

* Adwantsges i
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& e3¢0 QRO sum Budd OG @5)003 BE »RGE.

B ecos ©dfs von amded Slide 9 e o¥m. ©98 08 we B0 Text on ames
O3B,

Click to add title

* Click to add text _« Click to add tep= : :
Click here to add Charts Click here to add Smart Art

Click here to add Tables \L

Click here to add picture Click here to add Clip Art

Click here to add
text

e vl B8uindan ames ®ds3m. ©cd insert picture icon &z ©» Click »d 8x350w

aD®s 88 ES S O©BIB.

|Insert Picture from File|

¢ as adas 88 Slide 9 Format m»o» amide BEacd wem dEE.

1.3  Format your Slide (Slide &2 g®a»s =88 Format 88®)
S & e presentation omzs wwed 0 0 @wide BEAcD wewr e GE. ¢ ¢v dedd

@ o> @¢ presentation dwmzm 89 (Slides) @das ©88 ecdedd »om @mics B8RO e
RCY.

1.3.1 Background Style &z e®xe S8®

©:® 890»® Background Styles ©» @z0 g@das 888 0dme ©3 o» »Bc. ©® @ewo Ribbon
o8 Design Tab vemn8 8500c0a1 wdesd &8 Background Styles eom ezl

08 e Styles endxs’ @0 adas Style 9 emich o3 dewd mpewIs 9@ Window &
@O a8 Format Background eo» wxi».
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Colors ~
b 4] Background Styles =

-

1r
b4

<4 Format Background...

=
Format Background

Show the Format Background
dialog box.

@®@® WIindow &2 »i8mens’ @20 @das =88 Background &» ed»e g »iSe.

Format Backaround

F | Fin
Picture | | () solid fil
) Gradient fil

() Picture or texture fill
[ Hide background graphics

Transparency: J‘ """""" 0% e

[ Close ] [ apolyroal |

Figure 2:Background selection Window

1.3.2 Theme o= ©:8m 88
Theme ®mm om ¢ amEs 0 (B densd eud wwmas c¢ Design Template s @0
80 ¢0s »Be e® wewo Ribbon vexm8 Design Tab ve»8 Thems edn osis ©8 cream

Theme a8 @20 ados Theme & e ®zim

sert Design Animations Slide Show Review View

Aa || - B [Aa—] |Aa | [pows) |

Themes

Aa

mmEmEE
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@0@myvewns’ Theme oo emes e 80 o 8ug® Slides e ames 0. @0 emidh
o530 c¢ Slides sepr @@ Theme 9o ames e g 8@ & wepr wom Bwdd
BOOMHB DO, & B QD eR®O® ¢das Theme 9 emid exsm ¢35 right click o
ced> shortcut menu de»8 Apply to Selected Slides Click wo=3.

.| [,

Apply to Matching Slides

[

Apply to All Slides

Apply to Selected Slides
\QFI'ETE...\//

Set as Default Theme

Add Gallery to Quick Access Toolbar

1.3.3 Text box &= amcs 5 o153@

& ©@imvens’ 890 e B51® Bimam Text eES 0 oS0 adas § 80 & wewo

Text box &2 90 w05 EeER. J wcwo Insert menu Y8 Text group &2 e a8 Text box
Click »0=32

A = . ;
é _'5\_1) # i’ﬁ
Text | Header WordArt Date Slide  Symbol Object

Box JFooter w & Time MNumber
Text

¢z3 CUrsor &z text hox amcs »e g BGed eomesd. O8O wor giided &) box

O3 CeR 98 adan of TYpe 0. detd® S QRO ddEBL BB EOB EVILS DIBI.
O8 DB HOBIO OB IS0 @05 WS ©BIB

1.3.4 Textbox ®=» Format 88e
O3 @es Text box 9 @D@n 0200w Format 202 0206 B ARE. ©® 8w 5egd O
Format ¢ @ Text box &= Select wo=¥» ©80 Drawing tool T ab &z me Formating tool bar

O B0 CEd Ou »dvewrs’ adas Format 888 =»c o »Se. Formating tool &z e» &
88R¢ Bedmd suwm ¢y g.
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hOoa - ez ’—‘ £ shape Fill - Iﬂ\j/ A - | ThEringtoFront - |2~ i o7

ALLdd G- = [ Shape Outline - . & - | BysendtoBack - [F )

b@ AN { } i\-\f = 7| @ Shape Effects = S%hl;k- M "_"‘L;Selem nPane Sk~ *-‘_-I‘ 142
Insert Shapes Shape Styles | ' WardAMStyl.,, ™= 4 i

Ak 4

il

Figure 17.2: Formatting Toolbox

No Name Description
1 Insert Shapes Insert a various of shapes such as live arrow box etc.
2 Style Change the style of the selected shape
3 Word Style Change the word style of the text
4 Arrange Change the text arrangement
5 Size Change the Size of the text
e®BIescs 05

Text box == ©159m 0 swo gded Text 9= armes »os3s

ICT Student

& e sm 8wdo OG #Es DO5Im
1. Textbox &= awmes »0s3m
2. ®xo @» ICT Student &vecs’ Type »os35
3. Style & 2#9as 82 0dme ®O3H
4. Text effect esceo Shadow effect ©» @ e¢sd»

1.3.5 WordArt oo gmes 0 o 5®
@20 Word Art @223 aEs’ 0 015® we®r @0 swm 8udodE ¢e0@me 0 0 HRGE.

1. Insert Tab ®e»8 text group woess a8 WordArt icon &z Click »os3»
2. ced» Window de»8 WordArt type o eo3d ©s3m
3. @das teXt O» ames »0 03D

J Quuick Parts ~ |24 Signature Line ~
H:uld--lt G j_;.Date & Time
Teut -
Box~ == Drop Cap ko Object -
Text
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1.3.6 Footer es» Slide number axcs 88

Footer ©z e slide number @2as =82 @Red Slide 920 e B8O wewpr wvm B8wdodE
3OO DOBIB.

1. Insert Tab ®e»8 text group woe=d @5 Header and Footer icon ©z Click md=3o

2. cre@» Header and Footer window @e=»8 Slide number es» footer ecs wens’d B
&30 Click mos3m

3. ‘Introduction to Computers’ eces Footer ®em8 ames 055

4. ¢35 Apply @3 “Apply to All” click o3z

Header and Footer

Slide | Motes and Handouts

Include on slide &pply ko Al
[ Date and time
Apply
| |

[«] slide nurmber fmmmmm s
E-:u:uter ‘-rIzrzzzzzt

|Intru:n:|uu:ti-:un Lo Compukers | '

[ ]Don't show on title slide

Insert header and footer window

1.3.7 Clip Art 2= ges 26 o S@®

2D@s 888 @CI0 S O(HOO el adas e ¢3580 @20 Clip Art &= @Red 890
SCES BB ades »HO B0 BwdJ ¢RNOOME WIBIB.

=

Insert Tab ®e»8 Illustrations woesd @8 Clip Articon ©» Click m»osi

CeR® WINdow dem8 @20 a¢dexs Clip dbvw emics GO button &z Click »c=3x

3. cowdenas eces ‘Computer’ ece Type 0 GO Click wosis (980 o8 Clip @20
50€5 Pamas 0d. 985 @2 @8 Clip o9 @ Click »6 dx &« Slide 920 a¢mes
3 ©3D

N
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Clip Ark *

Search Far:

|-:u:umputer |
Search in:

| Selected collections w |

Resulks should be;

|.ﬁ.|| media file bypes W |

182

| &

|&] Crganize dips. ..
Eﬂ. Clip art on Cffice Online
@) Tips For finding clips

1.3.8 Movie Clip &= e S6©

g0 clip file o223 emes ©0 o» S 88 S88vws 008, 9 »OLE ey v Bwedd
DD WE HUDS

1. inserttab ¥» 0o» asi»
2. ¢z3 Media Clips groups de»8 &8 Movie icon &z Click mc=3s

r o‘-
£ ¢
Movie Sound

- v

Media Clips

3. ¢z Movie file e emicsls (e®@8BE Presentation @27 »3 a8 &dimed® Movie
file =70 0 @(B>® D& wvegw)
4. OK Click m»oz$z

Microsoft Office PowerPoink x|

.l ) How do yiou want the movie ko skark in the slide shows

Show Help == |

Wehen Clicked
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5. ¢=3 Movie file &z start option meg @ s emics’m (Automatically or when Click)
6. movie clip &z Slide ©» @» »@o gy EG>w BOOED wwe OB

insert object method &z ©05m0 88e®zsi¢ Clip file v awmes »0 o »SBw

1. inserttab ©» edm w=i»
2. ¢z3 Text groups ®e»8 @B Object icon ©z» Click »o=3»

Insert Object e
{* Create =y Adobe Acrabat 7.0 Document ]

o
1o |Adobe Acrobat Document j Cancel |
" Create from fle Adobe Photoshop Image
Eitrmap Image
Microsoft Equation 3.0 : .
Microsoft Graph Chart I™ Display as icon

Microsoft Office Excel 97-2003 Worksheet
Microsoft Office Excel Binary Worksheet LI

Result

_ I Inserts a new Adobe Acrobat 7.0 Document objeck inko your
Em presentation.

3. object type ©z» Windows media player &» ocs 0dmed m0s3
4. ¢=3 Clip file 9 emiosds
5. OK Click m»oz$=

1.3.9 Smart Art &3 emcs S8@

QRO @DOB O wOBsS e BO eewr Smart Art 8 me 98¢, @® wcpr o B8uedodE
BBYOOBB OB,

SmartArt ©» emes »e g Bied CUrsor 9» edn eoBosis

Inset tab ©290 @vied v®BOLEDwR 0O emed SmartArt click mozis

¢35 SmartArt &ee emicssm

8 a@dan 68 T BOYD EMDHOTD

OK Click »o=3»

ok wnE

1.3.10 Table &= e 88

T able 9 emes S80¢ o 0C®d® ©wgeds’ 8¢ B¢ »Bc ® wepr VD BB
Bed0OE am0@m6 I5I5

Create a new slide

Click the table in the new slide
Insert numbers of columns and rows
Click OK

Enter data as you need

agkrownE
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6. Select the table style from Design — table style

7. Click OK

@

Insert Table | [

&oB0e3c 05
QDD OR A ®F (MO DD WO YD $MNCeE DR 2esBIB

14

Insert Table

2

mumber of columns: |5

murmber of rows:

2

e
w
e
w

84

] [ Zancel

Examination Results
Index No Subject Marks
AS2001 Science 23
AS2002 Science 56
AS2003 Science 76
AS2004 Science 56
AS2005 Science 89

Slide Masters 8 88®

Presentation ©»» ;&m0 985 9900 00 0@ IS B8 mEs e@ensd Dwdm
DOGBHE OG0 @HOD ¢5:® BOwO® B T5wE @den O OG NI OB FNCS DE
80 @Red Presentation de»8 w@renws (File Size) 98 800 ewin ©d. @® SBesn Slide Masters
98 »d @Red  Presentation ©» 8@ 200 gegs. O8O0 RO @dan 8T e BBuwe
B w3 JO gdan ©88 ©Idm we HBa.

1.4.1 Slide Master o= eswed 88@
slide master ©m23 ewed BEE e s BEOCOE @RNOODE WI53H

1.
2.

w

View Tab 20 a=3»

©8 Presentation views eoes a8 Side master icon &z click »c=3» (Slide master view

O cBamas @)

¢z3 Slide master ©» g@das 88 wmed wosis
Close master view Click =»c master view mode ©emsS 9o D53
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master view oz cbame 0 50 @20 @0 Slide master tool &z cEd. 98 e g e
®o 100l som Sedos 0 aw

%) 0]00 ONNO

Delete r-L Colors
L V| Title Aa n alars @ Background Styles ~ Lij_ll *
4 Rename (Gl Fants ~ —
Insert Slide Insert - laste Insert 7| Footers || Themes ¥ Hide Background Graphics Page Slide Close
Master Layout - FTESEVE ||| ayout Placeholder - DEffEdS T Setup Orientation = || Master View
Edit Mastar Master Layout Edit Theme Background F] Page Setup Close

Figure 17.5: Tools available in the Slide master

No Name Description

1 Insert Slide master To insert slide master click here

2 | Insert layout To insert new layout click here

3 | Insert placeholder To insert place holder click here there are several
types such as continents, text, picture, smart Art
etc

4 | Insert title and Click here to insert title and footer

footers

5 | Themes Click here to insert new themes

6 | Edit themes Click here to edit themes such as colors, Fonts and
effects

7 | Background style Click here to change background style

8 | Page setup Click here to change the page setup

9 | Close Master view Click here to close slide master view

Tools available in the Master View.

15  Animation
Presentation emed 88082 dDred @100 (8 B8e® @550 wugeds’ #das ¢ @Tuss
BE®O @ animation 98 »08. g0y 2o B8BswS
o Slide o me Object 9 adan ©88 demw »cd® (Slide d» npEd v »SB,
Slide de»=3 9920 ®¥@=3 BCB® e»] Slide &» ne V= BHOB® Bw HBw)
o Jed® transition uxeds’ as vy cRBes’ wdyben Slide ©9»® ©@&HO ovd
80808. as Slide 9283 agsd Slide 920 @e®E e®® transition ©8» »da.

animation ©8» 88® e ® presentation 8¢ & @das® ©d. cevden eCE BB B &S
2083 BT
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" 3® 0w wOwe B ¢ OB O Do B8O 4B q0eidcEE S’ vy O

CleR® 000 Animation 008 me oSo.

" odm v B88mdr @ @B @dudidm gdme sed @f8ns O ampc® 88md
cBama 500 eR8®

= Presentation e»8 ¢SaBwetds 98 88©0

1.5.1 Animation tools

Animation ©» adas =8¢ wme »J ©o(B® w@gwo animation tool bar ©» me evvews
esnenrs dBved t00lS B @D e sy drwewsd animation tool ¢ed

i &, YMo Sound] - | Advdnce Slide

= ;_.,]] Apply To All Automatically After: 00:00

ew || 220 Custom Animation

Freview Animations Transition to This Slide

18.1: The animation tools

No Name Description

1 Preview Click here to preview the animation

2 Custom animation To add new custom animations

3 Transition To add the slide transition

4 Sound Click here to insert sound file

5 Speed Click here to change the animation speed

6 Mouse on click Set Animation effect apply after the mouse click

7 Automatically after | Set Animation effect apply after the given time
period

Animation tools

1.5.2 Slide Transition epcs S8@

o slide o= 80 253 slide 90 @0 Se® v adas 882 @EICOS ey @0 S8
@83 8¢ 00. 0® wewr BHH BEOIDE OB ®IBIB).

1. transition effect epes »c gn slide ©20 wsi>
2. ¢23 animation tab ®e=&8 transition this Slide group @z ed® evied adaxs effect ©»
e300 OB
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W= EEE

3. @20 @dexs »® sound 3=z slide transition 0 aEs Dovs3>

& Transition Sound: h || Advance Slide

E;i;l_ Transition Speed: ' [Ma Sound]

5=:l| Apply To Al [Stop Previous Sound]
Applause

4. aDes 8BE transition speed o= ewed wosi> Slow, Medium or fast

E;ij-l_ Transition Speed: | slow |=|
o0l Apply To All Slaw
fedium

Fast

5. ©eed® transition option &z click e»3 automatic ece @ I

Advance Slide

¥ On Mouse Click

-

V| Automatically After: 00:05

-

D @ we® dged ades =88 Slide transition »o» @ced ¢ as @das =8¢ Slide
O e @S 0bjects adans @88 animate »cd» amide eI ACE.

1.5.3 Object animate 88®
Slide o8 e @3 text, images shapes «icw aws objects w» ewmyg w@ews’ @i vens’
0GBIOD) BERD. e®2n @day w8 animate S8e® wngm® =08 (Slide d» nped aEde 8ode

o Slide ©» e adas =88 animate S8@) Slide ©»»0 adas =8¢ animation effect acs
BE® 3¢ oo 8edODE emo®ma »IBIB

1. =e¢@® animate 8800 a@das Object ¥ emics vziss

2. animation Tab ®ez»8 animations woesS a8 Custom animation button &z Click
=03z (Custom animation Window ©» cbeme )

3. animation == amcs me o8 @ 4 I =28 Entrance, Emphasis, exit and
motion path. ©&=3 Entrance Click »o=i»

4. Add entrance effect Window &z ©:8mewss ggeg animation &2 em3ics oz
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Custom Aninmation -

5% addEffect ~| 7

. Blinds
Box
. Checkerboard

Diamond

YhEER

[T TR SR

. Fly In

More Effects...

5_‘,*' Entrance

ﬁ Emphasis

= Exit

<5 Motion Paths

»

.2

»

-
L4

:

-

oo

Custom Animation

| Select an alamant of fAs ahide, Hhen
ok A od EFfect ™ fo add andmation.

¢53 @Das B8 Start position o» e »osis
Direction &z a@den ©88 wme »osiD
7. Motion speed ©» a@dos 88 edme »osim

v

oo Remove

Sy

Modify: Blinds

Skark: “B On Click
g Direction: Horizonkal
B Speed: Very Fask

5 1 3% Title1: ... [0

1.6 Support Materials es=8®
Presentation o w»e S8e@s aonc® gdas Mmaterial @me »0 ©x3zn @Idn ¢ &

LBED® FEY.

1.6.1 Handout ©» et 3 0B
Handout emed 88® wemn som B8wdd 18 »dsim. o® eewo Print dialog box ©» c@o
o3, &8 Print what e3> Handout ece @ mosis. 900 a@o0d 8998 ne ares
e g Slide v a@das 888 emidsdm. @O a@das »® Preview button &z click =g Print
D amds A O3> Bude 5910 »® OK Click mosim

Print what:

Handouts

Colorfgravscale:

Color

Preview

Handouts
] Slides per page: |6 W
Order: (%) Horizontal
w

Frame slides

[ 04 ] [ Cancel

AR

(1 [E]
_ [zl
Overtical | [F][F

High guality
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1.6.2 Speaker Note &= eszed 20 ©5©

Presentation &z Present 88e®Z Speaker Notes 9z ewwed S8@ gmn Dcosd ©d. @O Speaker
Note &z Normal view de3€ @0 adrs 88 wwed type 3 om »Be. detd wwed 0 ®3BN
¢ Speaker Notes Print 0 ©(B8® ec»o Print dialog box @z @ os3». &8 Print what esi»
Note Pages ece edme m0sim. 90 @@m02 8908 ne ames »c g Slide v adas
8¢ enidsim. @O @das »® Preview button &z click = Print & emwds e o3
BuEe 890 »® OK Click m»ozis

Print what: Handouts
Plotes Pages P e
Colorfgravscale: Lalldl
CsllEl

Color w

[]5cale ta fit paper

[]Frame slides [ High guality
(o (o

Figure Notes creating options

1.7 Print 88®

Presentation ©z Print »c @wids ¢33 as oegm ACY. 0® w@ewr wom B8udd ane®ma
DOBIB).

Click print on the Office button

Click print (Print dialog window is appeared)
Change print what as Outline

Click OK

NS

1.8  Presentation &z 88w 88®

¢o3 @ presentation oz @€wus oD @Ide o OBE wieBe gy wore BEAD ewdews’
v ©®E.

19.1.1 Starting and Ending a Show
presentation &= @usd BEe®E dw PO 0 wHEeds’ BC O (S Dg ©OS
To start a show, do any of the following:

= Bottom-right corner ®e»8 &8 Slide Show View button &z click 88e®z3
presentation &z a0®» me »iSe.

= F5Click 88e®x3 ¢ presentation &z @c®» g »iSco.

= Shift+F5 Press 88e@=3 adxws Slide o=z 80 Presentation & ¢id®w» g w18
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Presentation ©®em=3 9o BE® ecmr som BudoDE am0@m»@ B HSE.

= Esc button &z press S8e®@zx3
= Right-click and choose End Show.

1.8.1 On-screen Show Controls #:8m 88
Presentation @z show &z &daGedE Mouse pointer &z Screen dem wd®ses ©d emE IO
eo» Bw 80 show controls_ csame .

o &

708 o St »J @S Tools sof.
»  Back, eso Slide &0 ¢0®0.
=  Pen, e®ws pen e»s pointer o= ece 9185 0 e
= Slide, @®c click 88e@z3 Navigation menu &z cbamas @d.

Hext

Previous

Goto slide b
[
Screen b

Help

End Show

=

»  Forward, esd Slide 80 ¢0®0 e@®n: 98 D3535.

1.8.2 Slides gmc @ 8@

Presentation ©z show 9» a@2eedg Slide 983 90 ®c; Se®Z Slide ¥ & w@iesdnd-
Emeds 0 ©ed e»d Previous click »0 e e®j weg Slide 20 @ »( 8. Presentation o=
show 22 @2e&edE Beds Slide 90 (e o BO8®) WD adas »® right-click
=3 shortcut menu ©» @1 evm &8 GO to Slide ed® evied @das Slide 90 wsi>.
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Mext

Previous

Last Wiewed

Goto Slide k
I

screen »

Painter Options F

Help

End Shaow

1 Introduction to Powerpoints
2 Introduction

3 Features

4 Create a slides

5 Insert Text

6 Change the appearance

7 Create Animations

&eose3c3 06

AN

Presentation o= @wed 88008 aieBe g §E» »die 5 = Easd®

Presentation o= g8us8 S8@0 ge® D2 80 eiCBe gn »ore Eosim
Presentation ©»= 9g8us8 B88e®2 ane@mwe mewgn ®»oren BBsws Cusim

QRO Eo10d Deos By BEAed D18 10 » z®@es Presentation owms wwed 8500
20eud @S Bos3m. & eewo Slides 12 » s®ew  Presentation ow»= emesss

a. ¢yceg Master Slide 9225 00 ©z3>
b. ®¢ ©8m »3 Presentation ©®z» e®i®) »o=s3»

c. Animations emcs ®0555
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