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& 4.1 MS POWERPOINT : INTRODUCTION TO POWERPOINT

Presentation software is an application software used to make presentations.
These days many presentation software like Microsoft PowerPoint, Open
Office.org Impress (Open source), Side Rocket are available in market. In this
chapter we will discuss PowerPoint in detail.
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PowerPoint is presentation program developed by Microsoft. It allows you
to create lively and effective presentations. PowerPoint has many easy-to-use,
predefined layouts and themes to make presentations very quickly and
easily.

Starting PowerPoint

To work with PowerPoint first of all you have to open it. There are three
ways to open PowerPoint :

(i) Through Start button

(it) Through Search box

(i17) Through shortcut on Desktop

(i) Through Start button : The steps to start PowerPoint through Start
button are given below :

1. Click on the Start button.

2. Click on All Programs

3. Click on Microsoft Office

4. Click on Microsoft Office PowerPoint 2010
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The PowerPoint window will open up and appear on the screen.
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(ii) Through Search box :
(i) Click on Search Box : Click Start — Search button.

@ Google Chrome
i

@ Printers and Faxes
Adobe Photoshop =
70 ©) Help and Support

All Programs [» CIRE

[2)Log Off [®| Turn OFf Computer

g, Displaying Searching option

(i) Click on All files and Folders as shown in diagram (Sub menu of Search),
type PowerPoint and Click to Search Button.

B Search Results
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ig. Displaying Searching of PowerPoint
The PowerPoint windows will open up and appear on the screen.
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(iii) Through shortcut on Desktop : You can also open PowerPoint from
desktop. If its shortcut is placed on the desktop then double click on its shortcut.
PowerPoint windows will open up and appear on the screen.

I'ig. Steps for opening PowerPoint through icon on Desktop

@ 4.2 CREATING, SAVING, OPENING PRESENTATION

4.2.1 Creating a presentation

Slide is a single or individual page of presentation. There are many methods
to create presentation in PowerPoint. They are given below :

(i) Blank presentation

(ii) Recent templates

(iii) Sample templates

(tv) Themes

(v) My templates

(vi) New from existing
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Fig. Showing different ways to create PowerPoint Presentation

(i) Blank Presentation : When you create a presentation using Blank
Presentation option, a slide with a blank background will appear in the
PowerPoint window. You can add text, graphics, audio and video to it.

Different methods to create Blank Presentation :
1. Click on File menu — New
Or
Press Ctrl + N from keyboard.
2. Under Available templates and themes, select template/theme.
3. Then press Enter button.

(ii) Insert New Slide

Perform the following steps to Add a new slide :
1. On the Home tab, in the Slides group, click New Slide.
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Or
Press Ctrl + N to insert New Slide
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V'ig. Showing different types of Slides
2. Choose a slide thumbnail from the layout gallery.

(ii) Recent Template : You can also create a presentation by using a
recently used template. For this do the following:

(@) Click File > New
(ii) Under Available templates and themes, click on Recent templates.

. (iii) Select the desired template and Press Enter.
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Fig. Showing Recent Template
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{iii) Sample Templates : You can also make a presentation with the help
sample templates. You can even download more templates from internet.

Steps to create a presentation using Sample Templates are :
(1) Click on File menu — New.

(i1) Under Available templates and themes, select Sample templates icon.

- H.P.Board - Microsoft PowerPoint e
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Fig. Showing Sample templates icon

(1i7) Select the Sample template of your choice and press enter or click
Create button.
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(iv) Themes : A theme is a set of predefined colors, fonts and effects. A
theme helps you easily create professional and well-designed presentations.

Perform the following steps to create presentation through Themes:
(i) Click on File menu —» New.

(ii) Under Available templates and themes, select Themes.
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Fig. Showing Themes icon

(ti1) Select the theme of your choice and press enter.
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(vi) To create presentation through New from existing :
1. Click File — New.
2. Under Available templates and themes, click on New from existing.

3. Select the desired existing template and press Enter.

New from Existing Presentation

17111 KB Microsoft Powe. .. 1/12/2015 10:.., |
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g etk &3 My Documents System Folder 157;2015 14.. §
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Fig. Showing New from Existing Presentation dialog box
4.2.2 Save Presentation

After making your presentation, you can save it for future use. A
presentation can be saved in many ways. Following are some ways to save a
presentation :

1. Through File Menu. or
2. By clicking Save button on Quick Access Toolbar. or
3. By Pressing Crtl + S on keyboard
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Save Presentation through File menu :
Perform the following steps to Save presentation:

1. Click on File menu — Save.

Bl -0 dl= Presentationl - Microsoft PowerPoint
. [
__m_ffft omize Quick Access Toolbar fnations Slide Show  Review  View
Document Recovery v t New e e B ol b ST et nek e
PowerPoint has recoverad the fo Open
Save the anes you wish to keep —.— . f
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| )] AP PUBLISHERS.potx E-mail ;
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€:11 PM Saturday, Jar Quick Print i
Print Preview and Print i
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ersion created last tir |
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Fig. Displaying Save option

2. Save As dialog box will appear. Enter the File Name for the presentation
and Click on Save button. You can also save your presentation in another drive
or folder. To do this, select the drive or folder from the dropdown list of Save
in box.

Save As
" Savein: ) My Documents Mo @ X@-
| Rrecent | & Corel :Js:gsl‘i!es
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| } ;
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§ & File name
I i
1 ;“ """: 3 ’T'-""Z/
L T R
Tooks - ; T u

Fig. Displaying Save As dialog box showing File Name “Sunil”
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4.2.3 Open Existing Presentation

You can also open already existing presentation. For this you must know
the name of the presentation to be opened.

Perform the following steps to open Existing presentation :
(@) Click on File menu. —

* k&l save
Bl save As

|[@dopen  y]
Caf Close \
Info

New

Fig. Displaying File Menu

Open ? 1K

Look g '&mm < = TN

:'@M | |

| | 1u(c | File Foldsr 1217/
(@ vebion | | @Downloads File Folder 1/10/20
|| @My Music File Folder 11/24/
[ = 0ocumeris | | @liMy Pictres File Folder 12/26/2
| sl Videos File Folder 1/10/20|

gt | | *| Dharm 71KB Microsoft Powerfoirt...  1/10/20|
e (1t

Fig. Displaying Open dialog box
(i) Click Open and open dialog box will appear.

(1i7) Type the name of the presentation to be opened in the File name box
and click on open button. The presentation will open in PowerPoint window.

4.2.4 Exiting Powerpoint

When you have done your work in PowerPoint and saved it then you can
Exit PowerPoint.
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The steps to exit from PowerPoint are :
Perform the following steps to exit PowerPoint.

1. Click on File menu — Select Exit option.

Or
Click on Close button which is present on the right side of the title bar.

| S s

_: f:' Minimize Maximize  Close

\ | |

Recent *

- =
| ::.:: & senc C|ose |
k 1l Optiens
- -

Fig. Exit option Fig. Displaying Minimize/Maximize/ Close option
Or

Press Alt + F4 keys together from keyboard.
& 4.3 CONCEPT OF SLIDE SHOW, BASIC ELEMENT OF SLIDE

4.3.1 Slide And Presentation

Slide : A presentation is made of many slides. A slide is a single or
individual page of a presentation. It is just like 35mm film based slide. Slides
may contain text, graphics, audio/video, and other objects, which may be
arranged freely on the slide. You can also add text, graphics, photos, clip art,
sound and video to your slides.

Presentation : A presentation is a collection of individual slides that
contain information on a topic. PowerPoint presentations are most commonly
used in business meetings and for training and educational purposes. You can
add animation effect, audio/video clips in slides to make effective presentation.

In other words, a presentation is a combination of slides, handouts, notes,
and outlines all in one file.
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Insert New Slide

Perform the following steps to Add a new slide :
1. On the Home tab, in the Slides group, click New Slide. Or
Press Ctrl + M to insert New Slide

W Presentation? - Microsoft PowerPoint P
- Woe | Iocert . Dy Transitons - Anmatens Sidestow Revew  View 0
- i - ) (4, ey b < b rind {
! g 3 * i o R WL {# i 45 i iJ“:J L ?‘ =

| fip - | f— L) " ol © 4 W flegnice
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Fig. Showing different types of Slides
2. Choose a slide thumbnail from the layout gallery.

® 4.4 DIFFERENT ELEMENTS OF SLIDE LAYOUT

(i) Layout : "Layout" refers to the way things are arranged on a slide. A
layout contains placeholders. Placeholders contains text such as titles and
bulleted lists and slide content such as tables, charts, pictures, shapes, and
clip art. Slide layout pane may contain following types of slides :

1. Tables, 2. Chart, 3. Clip Art, 4. Media clip, 5. Smart Art, 6. Picture

Click to add title
Tiuk 1 add tavt ik 10 add sent
* Click to add N bt
text

o

Fig. Displaying Title and Content Layout
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When you add a new slide the slide layout will open automatically. Choose
the layout of the slide according to the content of the slide. For example, if
you want to show comparison of two things on a slide, then you should select

Comparison layout from Layout pane.

Perform the following steps to apply Slide layout :

1. Click on Home ribbon

2. Select Layout tool and a pull down list will display.

3. Choose the required layout and press Enter button.

Tite Siide

IEAE

Two Content

i m

Blank

Fig. Displaying different Slide Layout

Content with Caption  Picture with Caption |

PowerPoint window has File menu, Menu bar tab, Ribbons, Slide Pane, Note

pane, Status Bar, Slide tab.

Qu' k A Toolb (Q AT) Program-level
ick Access Toolbar :
Tlﬂ'e bar RibBon Tabs control buttons
File tab i 9 © Jd's Presentation YMicrosoft PowerPoint
| Home  Ineent M Tronsitions  Awimations  Side Show  Review  View
ol SR Y i iw e ‘ 9
Ribbon Q - LN:j tw . Ay A A e B ¥ N :“‘\' q % ‘d .
| v e s 3 Secnon » Bl U S»™N A SsHeEE B g
Fardgiaph

Slides/Outline

pane
Qo {0 e

Click to add title

Click to add subtitie

| Chick to add notes.

g

Status bar Notes pane

Fig. Showing Parts of PowerPoint Window
£
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1. File menu : This menu is located at the left of home tab. It has New,
Save, Save as, Open, Print, Save & Send, Help, Exit commands.

| -
: Save

- B save s

| & Open

{7 Close 5

| Info

Recent

New
Print

Save & Send

Help

Doptoms

| e !
Fig. File menu

2. Quick Access Toolbar : It is located above the File menu. It has three
buttons: Save as, Undo, Redo. It is a customize toolbar and you can add any
button to it that you require frequently.

Em Qldm Toolbar
(/) e S
i Open
\/ Save
E-mail
Quick Print
Print Preview and Print
Speliing
IAJ \ Undo
(] heco
Slide Show From Beginning

Open Recent File

More Commands...

Show Below the Ribbon

Fig. Customize Quick Access Toolbar
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3. Menu Bar Tab : Each menu bar tab is task oriented and opens the ribbon
that is divided into subtasks.

B o By Presentationl - Microsoft PowerPoint o @ &3

- Home  Insent  Design  Transitions  Animations  Stide Show  Review V‘MK @
: Menu Bar
Fig. Menu Bar

4. Ribbons : Ribbon shows the tools and commands that are present on
that tab.

B o Presentationl - Microsoft PowerPoint =B ?3{
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Fig. Ribbon
Different types of Ribbons and their function :

Home : It contains all the features related to Clipboard, Slides, Font,
Paragraph, Drawing and Editing.
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!

. . HA . {
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Insert : It helps to insert Tables, Images, Illustrations, Links, Text,
Symbols, and Media.

B v J\ Presentationl - Microsoft PowerPoint = B &3
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Design : It contains all feature related to Page Setup, Themes, Background.
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Transition : Slide transitions are the visual movements as one slide changes
to another. PowerPoint has different transition effects like blinds horizontal, blinds
vertical, box in, box out, dissolve, fade smoothly etc. You can control the speed,
add sound, and even customize the properties of transition effects.

It has features like Transition and Sound and Timing.

\

Eo - 0dle \ Presentationl - Microsoft PowerPoint e B 831

‘ - |
- Home  Insert  Design | Transitions | Animations  Slide Show  Review  View £ t
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1 Preview | ... Jransition to This Slide Timing |

Animation : It helps to apply Animation.
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Slide Show : It helps to start slide show and to set up Rehearse Timings
and Monitor setting etc.
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Review : It has features like Proofing, Language, Comments and Compare.
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View : It helps to manage Presentation Views, Master Views, Window etc.
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Format : When you write any text then a new tab named "Format" is
displayed which has options like Insert Shapes, Shape Styles, WordArt Styles,
Arrange and Size.

_ Home Insert Design Transitions  Animations  Slide Show Review  View Format o e

'_\d .\.‘ \‘\D (:) L__' tl<, ﬁb'wa;)e'r . = A - \_‘&Br ng Forward ~ lz:-‘ . 'I'J 161

: AL _LL? <':7 & - Al A « [ Shape Outiine ~ & « [y Send Backward ~ :@:
' Quick 5" dgs

-~ - - b ) [ < P’
@ N\ lr > ixis @ shapeEffects ¥ oo iac v A" l‘% Selection Pane

Insert Shapes Shape Styles WordArt Style: Arrange Size

Note pane : It is used to enter speaker notes.

Click to add notes {

st

Note pane

I (6]

R TN O SOl |

Status bar : It has view option and also allow you to zoom in and zoom
out.

gl Close ] i Click to add notes :;i
i : e e - el
| Slide 1011 | “Office Theme” | iEBxsne m(—R(j Ok

Status bar Zoon in Zoon out

Slide tab/Pane : It shows the thumbnails of the slide and it also shows
the order of slides in the entire presentation.

Slide pane

& 4.5 DIFFERENT TYPES OF VIEW OF A SLIDE
(NORMAL,SLIDE SORTER AND SLIDE SHOW)

4.5.1 Views Of Powerpoint

View is way of displaying the contents of a presentation. PowerPoint allows j
you to view your slides in different ways. This can be done with the help of

various views of PowerPoint. Views make it easier to manage the content of

136 (oth)



your presentation. It also allows you to add notes to the slides in your
presentation which are helpful for creating handouts.

Slide Show :
To exit Slide Show view : Press Esc button.

1. Normal View : Normal view is the default and main editing view. In
this view you create and design your presentation. Normal view includes the
Slides/Outline pane on the left.

9 @ A@/s Presentation - Microsoft PowerPoint = B &
Home Inset Design Transitions Animations SlideShow  Review  View - @

Normal view

Fig. Normal View

2. Slide sorter view : Slide sorter view is very useful view of PowerPoint.
Slide sorter gives you an overall picture of your presentation. In this view,
you see a miniature (thumbnail form) of each slide. The Slide Sorter view allows
you to sort, rearrange and hide your slides. You can add, or delete slides in
this view. You can also preview your transition and animation effects in this
view. You can not view, edit the text or images on the slide.
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Slide Sorter View

Fig. Slide Sorter View

3. Notes Page : This view is used to add notes related to the contents of
slide. The slide selected in this view appears on the top corner and the notes
related to slide can be written at the bottom portion. These notes are printable
and you can give them to the audience.

Note pane
| Oktontdrotes BB

Fig. Displaying Notes Pane

4. Reading view : It display the slide within the window and this view is
used to do proof reading. This view is not used to give presentation to audience.

5. Master views : It includes Slide, Handout and Notes view. In main slides
it stores information about the presentation, including background, color, fonts,
effects, place holder sizes & positions. In this view you can make universal
style changes to every slide, notes page or handout associated with your
presentation.
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@ 4.6 EDITING AND FORMATTING OF SLIDE

You can also change the Pattern or Texture of the background. You can also
use pictures as the background of the slide. You can change the pattern and
texture from the Background Styles button.

The steps to change the Pattern as Picture are given below :

1. Click on Background Styles button on the Design tab.

Design Tab Background Styles

e e R AP

Pda -0 ‘esentationl - Microsoft PowerPoint
‘( Mome  Insert | Design | Transitions antdons Slide Show  Review  View '
v ncmovs’ (i
- [A)F

v [D]ed

| Page Slide
| Setup Orientation v |

Fig. Displaying Background Styles

2. Click on Format Background. Format Background dialog box will appear
on the screen.

Format Background
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Fig. Format Background
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3. Select Fill option, then select Picture or texture fill option

Format Background

!Fill

Insert | Design | Transitions  Anim aw'("m“‘ | Q) gond Picture or
| e ot ! | O Fwentfl fill
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Textye:
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4. Select any one from File...,Clipboard, Clip Art....

5. If you select Insert from File... option then Insert Picture dialog box will
appear on the screen.

Insert Picture

? N Insert Picture
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Fig. Steps for Changing Picture
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6. Select the desired Picture.
7. Click on Insert button from the dialog box.

8. Click on Close button to apply this picture on selected slide or Apply to
All button to apply this picture on all the slides in the presentation.

i
- Home Insert Design Transitions Animations Slide Show Review View [~ e

t___;] E i -.:‘E Background Styles ~

] b= S } (Al tont g

i i 1 nts + |
i

e - | e ¢ [Olettects « 1 Hide Background Graphics t

Setup Orientation {W]E

Page Setu,
i

Fig. Changing picture in slide
The selected picture will be applied to your slide/slides.

The steps to change the Texture are given below :

1. Click on Background Styles button on the Design Ribbon.

Design Menu
- Home Iwset | Design | Transitions  Animations  Slide Show  Review  View o
F . e OO Rk - @ Background
i I 2 j ] s | i %“‘w"" ¥ 3,%@.“9,:«1:"1 Styles Styles
| L 1 v o T e ———— 4
- ewE L W S e —
| Set i ion ® 1 2 = . Format Background
,,,,, L E— * Show the Format Background

e ialog box,

S rormat Auckgrdtin..

%0 Beset Siice Backgrouns

105, Dharmshala

Fig. Steps for Changing Background Styles
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2. Click on Format Background. Format Background dialog box will appear
on the screen.

Format Background

il . oy
p—— | Fill |
Picture Corrections ® s
Picture Color O Gradent fi
Artistic Effects O picture or texture fil
O pattern il
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Fill Color
o

e

Reset Background r Close J r Apply to Al J

Fig. Format Background
3. Select Fill option, then select Picture or texture fill option.

4. Click on Texture drop down menu. A drop down list will be displayed.

Format Background

Fill
O gt Picture or
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Texture option
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Fig. Displaying Texture Fill
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5. Select the desired Texture from the list.

6. Click on Close button to apply this Texture on current slide or Apply to
All button to apply this Texture on all the slides in the presentation.

Pitore Color
A titic Effocts

O Gradent ,
@ Bicture or texture Al f
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Fig. Format Background Dialogue Box
7. The selected texture will be applied to your slide/slides.

2 &
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Fig. Display changed texture
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& 4.7 ADDING TITLE AND SUB TITLES, TEXT,
BACKGROUND, WATER MARK

CHANGING THE BACKGROUND STYLES

You can change the background colour of selected slide or all the slides in
a presentation. The steps to change the background style are :

1. Click on Background Styles button on the Design tab.

| \‘a Format Background...

i 5#:} fecat Shde Background
A

!

9. Move the mouse over any of the background style.

3. The selected background style will be reflected on the slide.

S Format Background..
m Revet Sde Background

{hck to adid subtitie
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4. Click on the style that you like. The selected style will be applied to your
slide.

’ﬂ*ﬂq.m. Presentation] - Microsoft PowerPoint = B £3)
_ Home dset | Design | Townsitions  Aaimations  Slide Show < Review  Vew Qe,

Aa

Fig. Steps for Changmg Background Styles
€ 4.8 HEADER AND FOOTER AND NUMBERING OF SLIDES

PowerPoint offers the ability to add header and footers to the slides. While
having footers in presentations is logical, header may not be quite evident at
first. Typically, the slide title would be the header in the main slide, however

when it comes to printing out handouts a separate header would be quite use-
ful.

Here are the steps to add header and footer information to slides

1. In the Insert ribbon, click on the Header & Footer menu item.
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9. The Header and Footer dialog has two tabs — the Slide tab and the Notes
and Handouts tab. The slide tab is appear in the figure.

| Side | Notes and Hendout |
| Include on side
| @ Update sutomatically
{6/2/2019 [~]
Language: Calendar type:
[English (United States) [+ | |westem =]
Figed
{8/2/2019 |
(7] Booter ;
| j

[ Don't shaw on title glide

3. From the Notes and Handouts option you can add Date and Time in the
footer

6/2/2019 (v
Language: Calendar type:
|English (United States) } {western I+]
@ Fixed
|6/2/2019 ]
[ Header
= i
- [ElEooter Ll
l I

Header : Add the header information for every page on the handout
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Page Number : Insert page number in the footer

When you check any of the header and footer checkboxes in either tabs, you
can see the location where the detail is inserted in the preview section.

| Incude on side
[ pate and time

Fixed
[ISO7R0M.__  omeeeemmmmRSRL I ot :.
s
f
L |
[/ Don't show on title gide

Preview Section

€ 4.9 INSERTING PICTURES IN SLIDE

Clip Art : PowerPoint has picture gallery which is called Clip Art gallery.
Clip Art is a single piece of ready-made art. Clip Art gallery contains clips of
different categories. It contains clips related to different category like school,
computer, books etc. Perform the following steps to insert Clip Art from gallery:

1. Click on Insert menu — Clip Art option.

L] Presentation16 - Microsoft PowerPoint =B
Homt Inset | Design  Transitions  Animations  SiideShow  Review  View 'ﬁ‘

.« APPRQEUEAS TS

Table Picture Clip Screenshot Photo  Shapes SmartArt Chart Hyperiink Action  Text Header WordAnt .‘ Equation Symbol  Video Audio

Albuim * Box & Footer
: 2 Tables Images Plustrations Links Text Symools Media
e \ o A >
" Clip Art
[
{ Insert Clip Art into the document,
J Inciuding drawings movies, sounas,
| o stock ghotography 1o iflustrate 8 ‘
| spedficooneept.

Fig. Displaying Clip Art menu
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2. The Clip Art pane will appear on right hand of the window.

3. A Search for box will appear, type the keyword related to the picture you
are looking for.

4. Press Enter button or click on Go button.

5. Select the desired picture.

The selected picture will be inserted in your slide.

Fig. Showing steps to insert Clip Art
INSERTING A PICTURE

You can also insert pictures in your presentation to make it more impressive.
You can insert pictures from Clip Art gallery or from some file also. The steps
to insert a picture from file are given below:

1. Click on the slide where you want to insert a Picture.

Insert Object
ﬂHﬂ ed ~Mi¢rmﬂmrwm = E
Design . Transtitms  Aremations  Shae Show view ’ﬁo
B & A TG

Tewr resgsr Word I-V T Viges A

A st # Rt
e hivwm ¢ Bl cran gox hiooter. + ‘DB
e

. »

oty mrlgpon. L T "

hd
asert Piotonn fram File

et @ et fiesin § Tie

Fig. Insert Ribbon
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2. On the Insert tab, click on Picture option in Illustrations group. The
Insert Picture dialog box will appear.

Insert Picture
Look i o Sample Pictures
L Recent

(&) Deskeop

My
Q Documents

S i Blue hills ater llie Wiriter
S

th'une:
Files of type: Al pictires 7 v

Insert

Fig. Insert Picture dialogue box
3. Select the picture which you want to insert.
4. Click on Insert button.
The picture will be inserted in your slide. You can change the size and

position of the picture.

& 4.10 DESIGN TEMPLATES
There are different aspects of a design which can be created and saved to

ensure you can reuse the hard work you spent on creating the first copy.

Given below are the steps to save design templates :

1. Create a new design template from the Slide Master view. Depending on
your needs, this template can have different colors, images, logos or symbols
included in the master slide and the layout templates.
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User Created Slide Master
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2. Go to the Ed1t Theme group under the Shde Master ribbon.

Slide Master Ribbon Edit Theme Group




4. In the Save Current Theme dialog, enter the Theme name and click Sewe

Fithe Buiwarionnt Presenton heriager gty W maniges
bt Sty oot Camromy. Mistasat

Theme Name

¢ 4111 ANIMATIONS, SOUND & TRANSITION EFFECTS
ANIMATION

Animation can help make a PowerPoint presentation more dynamic, and
help make information more memorable. The most common types of animation
effects include entrances and exits. You can also add sound to increase the
intensity of your animation effects.

ANIMATION SCHEME

Animation Scheme is a very useful feature of PowerPoint. It is used to add
preset visual effects to text on slides. PowerPoint provides simple as well as
exciting animation schemes. Each scheme usually includes an effect for the
slide title and an effect that is applied to bullets or paragraphs on a slide.

Steps to apply Animation Scheme are :

1. Click on Animation ribbon.

]
_ Home  Inset  Design  Transitions Animations  Slide Show  Review View < ei
f - —
{ * " # 'aAn:mat»on Pane b Stant *  Reorder Animation |

1 r. bl e . .
Preview e ¢ ffex Ade - |
‘i Vo ¢ ; Options Animation « Wy Animation Painter | @ Delay . ¥ Move Late ’i

| Provigw | ! Animation e - 2o Advanced Animation Ve : _Timing

Fig. Displaying Animations ribbon
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2. Select the object on which animation has to be applied.

3. Click on Animation and select the type of animation.

Edo-vidr Presentation? - Microsoft PowerPoint : = B &3
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Fig. Animation Scheme

The selected animation scheme will be applied on your slide

(ii) Slide Transition : Slide transitions are the visual movements as
one slide changes to another. PowerPoint has different transition effects
like blinds horizontal, blinds vertical, box in, box out, dissolve, fade smoothly

etc.
Perform the following steps to insert transition effect :

1. Click on Transiﬁon ribbon.

2. Select the transition type.

\
‘(@'ﬂ o -0 \ Presentationl - Microsoft PowerPoint — B 33|
{ ‘ |
]- Home Inset ~Design = Transitions = Animations SiideShow Review View < 0;
{1t 7 | f Sounc: [NoSound]  ~  Advance Siide |
| = | B =
o | { | — N & Dwrationc 0230 ° | [V OnMouse Click
- - g s Apply To Al [ After. 00:0000 |

Fade S
Tirrving

Transition to This Stice
Fig. Displaying Transition ribbon

3. Select the transition sound, transition speed and advance slide option.

|| Preview

INSERTING MOVIES/VIDEO FILES
PowerPoint also allows you to add Movies/Video clips in your presentation.

This is a very nice feature of PowerPoint. You can insert Movies/Video clips

by using the following three options :
(9th)
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1. Movie from File....
2. Movie from Website

3. Movie from Clip Organizer...

Insert Object
Hdo-o 4 - Microsoft PowerPoint = =153
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’ Video from Web Site..

VIDEO FROM FILE
The steps to insert Video from File are given below :
1. Click on the slide where you want to insert a Video.

2. Click on the Insert tab, point to Video under Media Clips group then click
on Video from File option.

3. Insert Video Dialog box will appear on the screen.

Insert Video
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4. Select the video you want to use and then click OK.
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5. The video will appear on the slide.

-_Home Insert  Design  Transitions  Animations  Slide Show  Review  View ¥
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Fig. Showing Video is inserted
The Video Tools ribbon will appear when video is inserted in the slide.

VIDEO FROM WEBSITE
The steps to insert Video from Website are given below:

1. Click on the slide where you want to insert a Video.
2. Click on the Insert tab, point to Video under Media Clips group then click
on Video from Website option.
Insert Object
a0 - S iMic'r'o;rsﬁéowe}bairit ST e
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Fig. Showing Video from Web Site... under Video optLon
3. Video from Website Dialog box will appear on the screen.
4. Paste the embed code and then click Insert button.
5. The video will appear on the slide.
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VIDEO FROM CLIP ORGANIZER

Clip Organizer is the Office tool that helps you organize all of the media
clips like animated clips, videos and photos etc stored on your computer. Clip
Gallery is collection of animated Clip Art.

The steps to insert Video from Clip Organizer are given below :
1. Open the slide in Normal view.

2. Click on the Insert tab, select Video under Media Clips group then click
on Clip Art Video option.

o -0 - Microsoft PowerPoint

_ Mot | Bwert  Design  Transitlem  Anlivations  Slide Shew Revipw
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3. Then Clip Art search box will appear. From here ' Herry porter 30 =
| Pasdrs shedd bo
you can search the desired video clip. Crmmm -

4. Select the clip, the selected clip will be inserted
in the slide. ‘

Q) rind mere e Office.com
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@ A Just Remember

Fig. Displaying
1. PowerPoint is presentation program developed by  Clip Art dialogue

Microsoft. box

2. There are many methods to create presentation in PowerPoint e.g. Blank
presentation, recent template and sample template.

3. Atheme is a set of predefined layout colors, fonts and effects.

4. Aslide is a single or individual page of a presentation.
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10.
11.
12.

13.
14.

& Multiple Choice Questions

=

2.

3.

A presentation is a collection of individual slides that contain information
on a topic. ‘

Layout refers to the way things are arranged on a slide.
PowerPoint allows you to view your slides in different ways.

You can change the background color of the selected slide or all the
slides in a presentation.

PowerPoint offers the ability to add header and footer to the slides.
PowerPoint has picture gallery which is called ClipArt gallery.
Animation scheme is used to add preset visual effects to text on slides.

Qlide transition are the visual movements as one slide changes to
another.

Clip gallery is collection of animated ClipArt.

PowerPoint also allows us to add Movies / Video clips in presentation.

-

EXERCISE

PowerPoint was developed by :

(a) Dennis Austin (b) Thomas Pudkin
(c) Both (a) and (b) (d) Name of above
The way to open PowerPoint is :

(a) Through start button

(b) Through search box

(c) Through shortcut on Desktop

(d) All the above

The method to create presentation in PowerPoint is :
(a) Blank presentation (b) Recent templates
(c) Sample templates (d) All the above
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4. The method to save a presentation is :
(a) By pressing Ctrl + S on keyboard.
(b) By clicking save button on Quick Access Button.
(c) Through file menu

(d) All the above
5. A PowerPoint offers the ability to add :
(a) Header (b) Footer
(c) None of above (d) Both (a) and (b)

& True or False

6. ClipArt is a single piece of ready made art.

7. PowerPoint does not allow you to create lively and effective presentation.

8.  You can also create a presentation by recently used template.

9. A theme helps you easily to create professional and well designed

presentations.

10. After making presentation you cannot save it for future use.

& Fill in the blanks

11. Layout to the way things are .............. on a shde.
12. File menu is located a the left of ............... tab.
: . O used to enter speaker notes.

14.  View is way of displaying the contents of a .................... :
15. PowerPoint offers the ability to add header and footers to the .................

€@ Very Short Answer Type Question
1. What is PowerPoint ?
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What is theme ?

B’

What is my templates ?
What is a slide ?

el

What is presentation ?
What is layout ?
What is a view ?

What is ClipArt ?

® N o o

€ Short Answer Type Question

1.  Name the three ways to open PowerPoint.

o

How you will start PowerPoint through start button ?
How you will create presentation by sample template ?
How you will save presentation through file menu ?
Name the various type of view.

What is slide shorter view ?

How you can insert picture in a presentation ?

® N > oA ®

What are the steps to insert transition effect ?
€ Long Answer Type Question
1.  What are the methods to create presentation ? Describe them.
9. What are the different way to save a presentation ? Describe them.
3. Describe the different type of ribbons and their function ?
4. Describe the different types of views of a slides.

5.  Write the steps to change the pattern and texture.

1. (c) Both (a) and (b), 2. (d) All the above, 3. (d) All the above, 4. (d) All the
above, 5. (d) Both (a) and (b), 6.True, 7. False, 8. True, 9. True, 10. False,

Lll' arranged, 12. menu, 13. Thumbnail, 14. slide, 15. slides

PR
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