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Module 04 

Prepare Presentations 

 

Aim:  

fuu mdvu uÕska Tng Microsoft Power Point 2007 Ndú;fhka Tnf.a wjYH;djka ioyd wjYH 

jk bosrsm;a lsrSï ^Presentation& isÿ lrk wdldrh ms<sn|j wjfndaOhla ,nd §ug wfmalaId 
flf¾ 

 

Objectives:  

fuu mdvu wOHhkfhka miqj Tng my; yelshdjka ,nd §ug wfmalId flf¾ 

 Presentation tlla ilia lr .kakd wdldrh ms<Snoj ±kSula ,nd .ekSu 

 Design templates Ndú;fhka myiqfjka presentation tlla ieliSu 

 Video, Audio iy pictures we;=,;a lsÍu 

 Slide transition and animation isÿ lsÍu 

 Action buttons and hyperlinks we;=,;a lsÍu 

 Presentation tl f.dv ke.Su  

 Slides wjYH mßÈ print lsÍu  

     

1.1 yeÈkaùu 

Microsoft Power point 2007 hkq Presentation ieliSu ioyd Ndú; lrk uDÿldx.hls' fuh 

Microsoft Office uDÿldx. moaO;sh hgf;a ,efnk uDÿldx.hls' fuh Microsoft Windows iy 

Mac OS hk fufyhqï moaO;s j, fydÈka ls%hd;aul fõ' Presentation iE§u ioyd nyq,ju 
Ndú; lrk fuu uDÿldx.fhys fndfyda myiqlï mj;S wm ±ka uola ta ms<snoj i<ld n,uq' 

 

 Get better results faster with a redesigned user interface ( kj user interface tl ksid 
myiqfjka yd blaukska lghq; l< yels ùu&  

 SmartArt Diagrams Ndú;fhka b;d myiqfjka rEm igyka ieliSfï yelshdjla ;sîu 

 slide library tflys we;s ilik ,o slides myiqfjka Ndú; lsÍug yelshdj ;sîu 

 Shapes, text, and graphics iy effects wjYH mßÈ myiqfjka fjkia lsÍfï yelshdj 
 

wdÈh fmkajd Èh yelsh'  

±ka wm Microsoft Power point 2007 Ndú; lrk wdldrh mshjfrka mshjr i<ld n,uq' 
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1.2 MS Power Point 2007 iu.ska jev lsÍu 

 
1.2.1 Power Point 2007 ls%hd;aul lsÍu 

Tng Microsoft power point 2007 uDÿldx.h ls%hd;aul lr .ekSu ioyd my; mshjr wkq.ukh 
lrkak' 
Click Start → All Programs → Microsoft Office → Microsoft Office power point 2007  

túg power point w;=re uqyqk; ,efí' ±ka wm tys m%Odk fldgia yÿkd .ksuq' 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
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 

Toolbar 

The Quick Access tool bar 

 

Table 16.1: MS PowerPoint components 

 

±ka wm power point 2007 Ndú;fhka wjYH presentation tlla ilia lrk wdldrh i<ld 
n,uq' ta ioyd my; mshjr wkq.ukh lrkak' 

1 

2 

3 

4 
5 
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1.2.2 Create a new presentation (Method 1)w¨;a presentation tlla ieliSu 

MS Power point wdrïN lsÍfuka wk;=rej ±ka wm mshjfrka mshjrg w¨;a tlla ilia lrk 
wdldrh i<ld n,uq' 
 

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

 

                                            
 

1. Select  template : blank and recent  

2. Select  blank presentation  

3. Click create  
 
túg Tng ;ks mqgqjl ysia presentation tlla ,efí' fuys§ Tng my; wdldrfha msgqjla o¾Ykh 
fõ'  
 

 

 

 

 

 

 

 
 
fuh idudkH Ndú;h ioyd fhdod .kakd presentation tll ieleiauhs' fuys “Click to add 

title” f,I kï lr we;s ia:dkfha ud;Dldjo click to add subtitle f,i ioyka lr we;s 
ia:dkhg Tng wjYH o;a; we;=,;a lrkak ^Tn by; ioyka lrk ,o ud;Dldjg wod,j& 
  
wNHdih 01( 
w¨;a presentation tlla ilid tys tla msgqjl ud;Dldj f,i Personal Computers f,i ioyka 
lrkak ±ka Click to add sub-title ys  

 Introduction 

 Types of Computers 

 Computer Hardware 

 Computer Software f,i we;=,;a lrkak 
 
±ka Tng tl msgqjl presentation tlla we;' ±ka wm w¨;a msgjla ^Slide& we;=,;a lr .kakd 
wdldrh i<ld n,uq' 
ta ioyd Home Tab tflys Slides hgf;a we;s New Slide button tl click lrkak túg w¨;a  
msgjla ,efí' tys fmr f,igu Tng wjH o;a; we;=,;a lr .; yelsh' 
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Iuyr wjia:d j,§ Tng msgqj ioyd fjkia format tlla wjYH úh yelsh WodyrKhla f,i 
mska;+rhla muKla o¾Ykh lsÍug wdoS f,I' fï ioyd Tn w¨;a msgqfõ ieleiau wjYH mßÈ 
we;s tlla f;dard ;. hq;=h' ta ioyd  New Slide háka we;s l=vd B;,h click lrkak túg Tng 
Office theme Window tl olakg ,efí' tys Tng wjYH format tl iys; Window tl u; 
Click lsÍfuka wjYH msgqj ,nd .; yelsh' 
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wNHdih 02( 
oeka Tn w,q;a msgqjla we;=,;a lrkak tys ud;Dldj Introduction f,i kï lrkak' tys my; 
wkq ud;Dld we;=,;a lrkak' 
      

 What is Computer? 

 Types of Computers 

 Why People use Computers 

 Advantages 

 

 
1.2.3 Save your Presentation 

±ka Tng msgq 2 l l=vd Presentation tlla we;' th wjYH mßÈ Save lrk wdldrh ±ka wm 
i<ld n,uq'   
ta ioyd Tn Quick Access Toolbar tflys we;s save diskette tl Click lrkak tfia ke;skï 
Click Office button tflys Save button tl Click lrkak'  

 

 
                                             

Figure 1: Save as Window 

 

1.2.4 Setting password for file access 

Tnf.a presentation tflys jeo.;a fukau ryiHNdjfhka hq;= o;a; mj;S kï Tng Tnf.a 
presentation tl ryia mohla Ndú;d lr wdrlaIdldÍj  Save lr ;nd .; yelsh' túg fuu 
presentation tl kej; O±n lsÍug kï Tn ,nd fok ,o ryia moh ^Password& wjYH fõ' fï 
ioyd Tn my; mshjr wkq.ukh lrkak'  
  
Office button tl click lr Save As dialog box tl ,nd .kak' tys Tools click lr General 

Options fj; hkak.  
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1. fuu Window tflys  Password to Open  iy Password to Modify  f,iska ioyka lr 
we;s ia:dk j,g Tng wjYH password tlla ,nd fokak. 

2. ±ka OK Click lrkak. 

3. ,efnk confirmation box foflyso by; fok ,o password tlu we;=,;a lr OK click 
lrkak 

4. ±ka Presentation tl idudkH wdldrhg Save lrkak. 

 
1.2.5  Save your Presentation with different format 

Tnf.a ilia lr.kakd ,o presentation tl wjYH ;djh wkqj fjkia fjkia Fomat j,ska Save 
lsÍug wjYH fõ' idudkHfhka PowerPoint 2007 j,§ presentation tl Save lrkafka pptx 

Format tflks' thg wu;rj fjk;a Format tllska Save lr .ekSu ioyd my; mshjr 
wkq.ukh lrkak' 
 

Office button tl click lr Save As dialog box tl ,nd .kak' tys Save As type tl wjYH mßÈ 
fjkia lrkak. 

 

 
 

My; 1-2 j.=fjys presentation tl Save lr .; yels fjkia fjkia j¾. olajd we;s w;r tajd 
Ndú;d lrk úfYaI wjia:d olajd we;'  
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j¾.h Ndú;h 

  

  

  

  

  

  

 
Presentation tlla ilia lsÍfï§ tajd Ndú; l< yels    l%u lsysmhla mj;S' tajd kï ms<snoj 
±ka wm yodrd n,uq' 

 
1.2.6 Change the slide view 

Slide j, View tl wjYH mßÈ fjkia  lsÍu ioyd l%u 03 la mj;S' tajd kï normal view, slide 
sorter iy slide show jYfhka 03 ls' fïjd wjYH mßÈ fjkia lsÍu ioyd Presentation Window 
tflys ol=Kq mi hg we;s Tools Ndú; l< yelsh' 

 

 

 
 

 

Normal View 

fuys§ iïmQ¾K slide tlu o¾Ykh jk wdldrhg mj;sk w;r jï me;af;a “mini-preview” 

tlla mj;S th Ndú;fhka myiqfjka ´kEu slide tllg hd yelsh   
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Slide Sorter View 

fuys§ Tng ish¨u Slides tljr l=vd mska;+r wdldrhg o¾Ykh fõ' fuh Slides wjYH 
wdldrhg myiqfjka fm< .eiSu ioyd Ndú; lrhs'  
 

Slide Show view 

TkEu wjia:djl presentation tl keröug fuu button tl Ndú; lrkak' Slide Show view 

tflka bj;a ùu ioyd Esc button tl Ndú; lrkak' Slide Show tl krUk wjia:dj,§' th 
wjYH mßÈ md,kh lr .ekSu ioyd my; wdldrhfha Menu tlla mj;S' th Ndú;fhka Tng 
wjYH mßÈ Slide Show tl fjkia lr.kak' 

 

 

 
16.3.5     Zooming lsÍu 
presentation tl ieliSfï§ wjYH mßÈ zoom lsÍug ±k .; hq;=h fuh b;d myiqfjka on-

screen zoom tool tl Ndú;fhka isÿ lr .; yelsh'  
 

 
wNHdih 03 

my; rEmfha ±lafjk wdldrfha  Slide tlla ilia lrkak' 
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ta ioyd Tng my; mshjr j,a wkq.ukh l< yelsh' 
;Sre folla mj;sk my; wdldrfha Slide tlla ,nd .kak' tys jï mi ;Srejg Text tl we;=,;a 
lrkak'    

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

ol=Kq mig mska;+rhla we;=,;a lrkak' thg insert picture icon tl u; Click lr mska;+rh 
wjYh mßÈ we;=,;a lr .kak'  

 
±ka wm wjYH mßÈ Slide tlla Format lrk wdldrh ms<snoj i<ld n,uq' 
 

 
1.3 Format your Slide (Slide tl wjYH mßÈ Format lsÍu& 

By; § wm presentation tlla ilia lr .kakd wdldrh ms<Snoj i<ld n,k ,§' ±a wm tfia 
ilia lrk ,o presentation tll msgq ^Slides& wjYH mßÈ format lrk wdldrh ms<Snoj fidhd 
n,uq' 

 
1.3.1 Background Style tl fjkia lsÍu 

iEu msgqjlu Background Styles tl wmg wjYH msßÈ fjkia lr .; yelsh' fï ioyd Ribbon 

tflys  Design Tab tflys Background hgf;a we;s Background Styles fj; hkak 
tys ,efnk Styles w;ßka Tng wjYH Style tl f;dard .kak tfia ke;fyd;a tu Window tl 
hg we;s Format Background fj; hkak' 
 
 
 

 

 

Click here to add 

text 

Click here to add picture 

Click here to add Tables 

Click here to add Clip Art 

Click here to add Charts 
Click here to add Smart Art 
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fuu Window tl Ndú;fhka Tng wjYH mßÈ Background tl fjkia l< yelsh' 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Figure 2:Background selection Window 

 
1.3.2 Theme tlla Ndú; lsÍu 

Theme tll hkq o;a; we;=,;a lr ke;s tfy;a fmr ilik ,o Design Template tlla fig 
wmg ±laúh yelsh fï ioyd Ribbon tflys  Design Tab tflys Thems fj; hkak tys ,efnk 
Theme w;ßka Tng wjYH Theme tl f;dard .kak 
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idudkHfhka Theme tlla we;=,;a l< úg th ish¨u Slides ioyd we;=,;a fõ' Tng f;dard 
.kakd ,o Slides ioyd fjk;a  Theme tlla we;=,;a l< hq;= kï ta ioyd my; mshjr 
wkq.ukh lrkak' ta ioyd by; f,igu wjYH Theme tl f;dard .kak ±ka right click lr 
,efnk shortcut menu tflys Apply to Selected Slides Click lrkak' 
  
 

 

 

 

 

 

 

 

 

               

 

 
1.3.3 Text box tlla we;=,;a lr .ekSu 

wm idudkHfhka msgqj ;=< ´kEu ia:dkhl Text we;=,;a lr .ekSug wjYH jQ úg ta ioyd 
Text box tlla Ndú; lrkq ,efí' ta ioyd Insert menu tflys Text group tl ;=< we;s Text box  
Click lrkak 
 

 

                                 
     

 
±ka cursor tl text box  we;=,;a l< hq;= ia:dkhg f.khkak' túg my; wdldrfha l=vd box  

tlla ,efí tys wjYH foa Type lrkak' tfiau th Tng wjYH ia:dkhlg f.k f.dia ;nkak' 
tys yevho ;ukag leu;s wdldrhg fjkia lr .kak  

                                              
                     
1.3.4 Textbox tl Format lsÍu 
Oeka wm Text box tl wjYH wdldrhg Format lrk wdldrh i<ld n,uq' fï ioyd m<uqj Tn 
Format l< hq;= Text box tl Select lrkak túg  Drawing tool T ab tl ;=< Formating tool bar 

tl olakg ,efí th Nddú;fhka wjYH Format lsÍï  lr .; yelsh' Formating tool tl iy ta 
ms<Sno úia;r my; olajd we;' 
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                                                          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 

 

 
wNHdih 05 
Text box tlla Ndú; lr my; wdldrfha Text tlla we;=,;a lrkak 

 
 
ta ioyd my; mshjr j,a we;=,;a lrkak 

1. Text box tlla we;=,;a lrkak 

2. th u; ICT Student jYfhka Type lrkak 

3. Style tl wjYH mßÈ fjkia lrkak 

4. Text effect ioyd Shadow effect tl ,nd fokak 

 

                       
1.3.5 WordArt tlla we;=,;a lr .ekSu 

Tng Word Art tlla we;=,;a lr .ekSu ioyd Tng my; mshjrj,a wkq.ukh lr .; yelsh' 
 

1. Insert Tab tflys  text group hgf;a we;s WordArt icon tl Click lrkak 

2. ,efnk Window tflys WordArt type tlla f;dard .kak 

3. wjYH text tl we;=,;a lr .kak 

 

                           

 

 

 

1 2 
3 

4 5 
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1.3.6 Footer iy Slide number we;=,;a lsÍu 

Footer tl iy slide number wjYH mßÈ Tnf.a Slide tlg we;=,;a lsÍu ioyd my; mshjrj,a 
wkq.ukh lrkak'   
 

1. Insert Tab tflys  text group hgf;a we;s Header and Footer icon tl Click lrkak 

2. ,efnk Header and Footer window tflys Slide number iy footer f,I ioykaj we;s 
ia:dk Click lrkak 

3. „Introduction to Computers‟ f,i Footer tflys we;=,;a lrkak  

4. ±ka Apply fyda “Apply to All” click lrkak 

 

                          
     

Insert header and footer window 

 

 
1.3.7 Clip Art tlla we;=,;a lr .ekSu 

wjYH wmßÈ w,xldr lr .ekSug fyda wjYH lreKq ±laùug Tng Clip Art tlla Tnf.a msgqjg 
we;=,;a lsÍug wjYH kï my; mshjr wkq.ukh lrkak' 
 

 

1. Insert Tab tflys  Illustrations hgf;a we;s Clip Art icon tl Click lrkak 

2. ,efnk window tflys Tng wjYH Clip j¾.h f;dard GO button tl Click lrkak 

3. WodyrKhla f,i „Computer‟ f,i Type lr GO Click lrkak ^túg mj;sk Clip Tng  
my<ska o¾Ykh fõ' thska Tn leu;s Clip tl u; Click lr th th Slide tlg we;=,;a 
lr .kak  
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1.3.8 Movie Clip tlla we;=,;a lsÍu 

wmg clip file tlla we;=,;a lr .; yels úÈ lsysmhla mj;S' tla l%uhla f,I my; mshjr 
Ndú; l< yelsh 
 

1. insert tab tl fj; hkak 

2. ±ka Media Clips groups tflys we;s Movie icon tl Click lrkak  

 

                                          
   

3. ±ka Movie file tll f;darkak ^fuys§ Presentation tl save lr we;s ia:dkfhau Movie 

file tl Save lr we;skï jvd myiqh&   
4. OK Click lrkak 
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5. ±ka Movie file  tl start option l< hq;= l%uh f;darkak (Automatically or when Click) 

6. movie clip tl Slide tl u; ;eìh hq;= ia:dkh ksjerÈj ilia lrkak  

 
insert object method tl Ndú;d lsÍfukao clip file tlla we;=,;a lr .; yelsh 
 

1. insert tab tl fj; hkak 

2. ±ka Text groups tflys we;s Object icon tl Click lrkak 

 

               
 

3. object type tl Windows media player tl f,I fjkia lrkak 

4. ±ka Clip file tl f;darkak 

5. OK Click lrkak 

 
1.3.9 Smart Art tlla we;=,;a lsÍu 

Tng wjYH rEm igyka ieliSu ioyd Smart Art Ndú; l< yelsh' fï ioyd my; mshjrj,a 
wkq.ukh lrkak' 

1. SmartArt tl we;=,;a l< hq;= ia:dkhg Cursor tl fj; f.kshkak  

2. Inset tab tlg f.dia Illñt¾tion fj; f.dia SmartArt click lrkak 

3. ±ka SmartArt j¾.h f;darkak 

4. tys wjYH mßÈ rEm igyk f.dvk.kak 

5. OK Click lrkak 

 

 

 
1.3.10 Table tlla we;=,;a lsÍu 

T able tlla we;=,;a lsÍuo ny; f,igu myiqfjka isÿ l< yelsh fï ioyd Tn my; 
mshjrj,a wkq.ukh lrkak 
 

1. Create a new slide 

2. Click the table in the new slide 

3. Insert numbers of columns and rows 

4. Click OK 

5. Enter data as you need 
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6. Select the table style from Design – table style 

7. Click OK 

 

                                     
 
wNHdih 05 
by; Tn ,nd .;a ±kqu Ndú; lr my; wdldrfha j.=jla ilikak 
 
 

Examination Results 

Index No  Subject  Marks  

AS2001  Science  23  

AS2002  Science  56  

AS2003  Science  76  

AS2004  Science  56  

AS2005  Science  89  

 

 

1.4 Slide Masters Ndú; lsÍu 

Presentation tll iEu Slide tllska tllg fjk fjku Format lsÍu ld,h fndfyda jehjk 
lghq;a;ls thg wu;rj iEu msgqjlgu hï rEmhla wjYH kyï th kej; kej; we;=,;a l< 
úg Tnf.a Presentation tflys m%udKh ^File Size& jeä ùug fyda;= fõ' fï ksid Slide Masters 

Ndú; lr Tnf.a  Presentation tl ieliSu jvd;a iqÿiqh' túg Tng wjYH mßÈ Slide lsysmhla 
muKla ilid tajd wjYH mßÈ Ndú; l< yelsh' 
  

 
1.4.1 Slide Master tlla ilia lsÍu  

slide master  tlla ilia lsÍu ioyd my; mshjrj,a wkq.ukh lrkak 

 

1. View Tab tlg hkak 

2. tys Presentation views hgf;a we;s Side master icon tl click lrkak  (Slide master view 

tl o¾Ykh fõ) 

3. ±ka Slide master tl wjYH mßÈ ilia lrkak  
4. Close master view Click lr master view mode tflka bj;a jkak 

 



 

© Budditha Hettige (budditha@yahoo.com) Page 17 
 

master view tl o¾Ykh jk úg Tng Tng Slide master tool tl ,efí' tys we;s m%Odk fldgia 
yd tool s my; úia;r lr we; 
 

  

 

 

 

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 

footers 

Click here to insert title and footer 

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. 

 

1.5 Animation 

Presentation ilia lsÍfï§ tajdfha w,xldhg jeä lsÍfu fukau myiqfjka wjYH o;a; bÈm;a 
lsÍug wm animation Ndú; lrhs' tajd j¾. lsysmhls 

 Slide tlla ;=< Object tlla wjYh mßÈ p,kh lrùu ^Slide tl ;=<g .uka lrùu" 
Slide tflka bj;g .uka lrùu fyda Slide tl ;=< .uka lrùu úh yelsh& 

 tfiau transition hkqfjka wm yÿkajkq ,nkafka iïmQ¾K  Slide tlu meñKSu fyda 
msgùuhs' wm  Slide tllska w¨;a Slide tllg hdfï§ fuu transition Ndú; lrhs' 

animation Ndú; lsÍu we;eï presentation j, § wjYHu fõ' WodyrK f,I my; olajd we;s 
wjia:d i<lkak  

1 

2 

3 4 5 6 7 8 9 



 

© Budditha Hettige (budditha@yahoo.com) Page 18 
 

 hï rEm igykl we;s o;a; tlska tl úia;r lsÍug we;s wjia:dj,§ tllska miq tlla 
,efnk wdkdrhg Animation Ndú; l< yelsh. 

 m%Yak yd ms<S;=re imhd we;s wjia:djl m%Yakh m<uqj bÈßm;a lr wk;=rej ms<s;=r 
o¾Ykh ùug ie,iSu 

 Presentation tflys o¾YkSh;ajh jeä lsÍug  

 
1.5.1 Animation tools 

Animation tl wjYH mßÈ ilia lr .ekSu ioyd animation tool bar tl ;=< fkdfhla 
fkdfhla j¾.fha tools úYd, ixLHdjla we; my; rEmfhys animation tool ±lafõ 
 

 

 

 

 
 

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 we;=,;a lsÍu 

tla slide tll isg ;j;a slide tllg udre ùfï§ th wjYH mßÈ w,xldrj;a f,I udre lsÍu 
fuhska isÿ fõ' fï ioyd my; mshjrj,a wkq.ukh lrkak' 
 

1. transition  effect we;=,;a l, hq;= slide tlg hkak 

2. ±ka animation tab tflys transition this Slide group tl fj; f.dia wjYH effect tl 
f;dard .kak 

 

1 

2 
3 

4 5 6 
7 
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3. Tng wjYH kï sound tlla slide transition tlg we;=,;a lr.kak  
 

                    
 

4. wjYH msßÈ transition speed tl ilia lrkak Slow, Medium or fast 

 

                                      
 

 

5. tfiau transition option tl click fyda automatic f,i  ilia lrkak  

 

                                      
 
by; wm i<ld ne¨fõ wjYH mßÈ Slide transition lrk wdldrhhs ±ka wm wjYH mßÈ Slide 

tlla ;=< we;s objects wjYH mßÈ animate lrjk wdldrh fidhd n,uq' 

 
1.5.3 Object animate lsÍu 

Slide tlla ;=< we;s text, images shapes wdosh wm objects hk fmdoq kdufhka idudkHfhka 
yoqkajkq ,efí' fïjd wjYH mßÈ animate lsÍfï myiqlï mj;S ^Slide tl ;=<g we;=,aùu msgùu 
yd Slide tl ;=< wjYH mßÈ animate lsÍu& Slide tllg wjYH mßÈ animation effect we;=,;a 
lsÍu ioyd my; mshjrj,a wkq.ukh lrkak 

 
1. m<uqj animate lsÍug wjYH Object tl f;dard .kaka  
2. animation  Tab tflys animations hgf;a we;s Custom animation button tl Click 

lrkak ^Custom animation Window tl o¾Ykh fõ& 
3. animation tlla we;=,;a l< yels l%u 4 la mj;S Entrance, Emphasis, exit and 

motion path. thska Entrance Click lrkak 

4. Add entrance effect Window tl Ndú;fhka iqÿiq  animation tl f;dard .kak 
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5. ±ka wjYH mßÈ Start position tl ilia lrkak 

6. Direction tl wjYH mßÈ ilia lrkak 

7. Motion speed tl wjYH mßÈ fjkia lrkak 

 

                                
 

1.6 Support Materials ieliSu 

Presentation tl ilia lsÍfuka wk;=rej wjYH material ilia lr .kakd wdldrh ±ka wm 
i<ld n,uq'  

 
1.6.1 Handout tl ilia lr .ekSu 

Handout ilia lsÍu ioyd my; mshjr Ndú; lrkak' fï ioyd Print dialog box tl ,nd 
.kak' tys Print what hkak Handout f,i fjkia lrkak' thg wu;rj msgqjla ;=< we;=,;a 
l, hq;= Slide .Kk wjYH mßÈ f;darkak' Tng wjYH kï Preview button tl click lr Print 

jk wdlrh n,d .kak ish,a, ksjerÈ kï OK Click lrkak 
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1.6.2 Speaker Note tl ilia lr .ekSu 

Presentation tl Present lsÍfï§ Speaker Notes tlla ilia lsÍu b;d jeo.;a fõ' Tng Speaker 
Note tl  Normal view tfla§ Tng wjYH mßÈ ilia type lr .; yelsh' tfia ilia lr .kakd 
,o Speaker Notes  Print lr .ekSu ioyd Print dialog box tl ,nd .kak' tys Print what hkak 
Note Pages  f,i fjkia lrkak' thg wu;rj msgqjla ;=< we;=,;a l, hq;= Slide .Kk wjYH 
mßÈ f;darkak' Tng wjYH kï Preview button tl click lr Print jk wdlrh n,d .kak 
ish,a, ksjerÈ kï OK Click lrkak 
 

 

Figure Notes creating options 

 
1.7 Print lsÍu 

Presentation tl Print lr wdldrh ±ka wm i<ld n,uq' fï ioyd my; mshjr wkq.ukh 
lrkak' 

1. Click print on the Office button 

2. Click print (Print dialog window is appeared) 

3. Change print what as Outline 

4. Click OK 

 
1.8 Presentation tl bÈßm;a lsÍu 

±ka wm presentation tlla bÈm;a lrk wdldrh yd tys§ ie<lsh hq;= lreKq ms<snoj fláfhka 
bf.k .ksuq. 

 
19.1.1   Starting and Ending a Show 
presentation tlla bÈm;a lsÍfï§ th blaukska yd myiqfjka lr .; yels úÿ mj;S  
To start a show, do any of the following: 

 Bottom-right corner tflys we;s Slide Show View button  tl click lsÍfuka 
presentation tl wdrïN l< yelsh. 

 F5 Click lsÍfuka o presentation tl wdrïN l< yelsh. 

 Shift+F5 Press lsÍfuka wjYH Slide tll isg Presentation tl wdrïN l< yelsh 
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Presentation tflka bj;a lsÍu ioyd my; mshjrj,a wkq.ukh l< yelsh' 

 Esc button tl press lsÍfuka  
 Right-click and choose End Show. 

 
1.8.1 On-screen Show Controls Ndú; lsÍu 

Presentation tl show jk wjia:dfõ§ Mouse pointer tl Screen tflys hïmi hg fl,jrg 

f.k .sh úg show controls o¾Ykh fõ'   
 

                                      

Fuys my; úia;r lr we;s Tools mj;S' 
 Back, fmr Slide tlg hdug.  

 Pen, fuh pen fyda pointer tlla f,i Ndú; lr we;  

 Slide, fuh click lsÍfuka Navigation menu tl o¾Ykh fõ. 

 

 Forward, fmr Slide tlg hdug fuh Ndú; lrkak. 

 
1.8.2 Slides w;r udre ùu  

Presentation tl show jk wjia:dfõ§ Slide tlska tlg udre ùfï§ Slide tl Wv Right-
click lr Next fyda Previous click lr fmr fyda miq Slide j,g hd yelsh' Presentation tl 
show jk wjia:dfõ§ úfYaI Slide tllg ^fjk;a ;ekl mj;sk& hdug wjYH kï right-click 
lr shortcut menu tl ,nd f.k tys Go to Slide fj; f.dia wjYH Slide tlg hkak' 
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wNHdih 06 

1. Presentation tlla ilia lsrSfï§ ie,lsh hq;= uQ,sl lreKq 5 la ,shkak 

2. Presentation tlla bÈßm;a lsÍug iQodkï jk úg ie,lsh hq;= lreKq ,shkak  

3. Presentation tlla bÈßm;a lsÍfï§ wkq.ukh l<hq;= lreKq lsysmhla ,shkak 

4. Tng ,xldfõ jeo.;a ia:dk ms<snoj úkdä 10 l muK Presentation tlla ilia lsÍug 
wjYHj we;ehs is;kak' ta ioyd Slides 12 l muK  Presentation tlla ilikak 

a. iqÿiq Master Slide tlla idod .kak 

b. th Ndú; lr Presentation tl f.dv k.kak 

c. Animations we;=,;a lrkak 

 


