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¢ 41 MS POWERPOIN T : INTRODUCTION TO POWERPOINT
ed to make presentations.

ft PowerPoint, Open
et. In this

Presentation software 1s an application software us
like Microso

These days many presentation software |
Office.org Impress (Open source), Side Rocket are available I mark
“apter we will discuss PowerPoint in detail.
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Microsoft. It

S ram developed by allo

PowerPoint is presentation preoftatwns PowenPoitiias fagy easy:; Yoy
i tive pres

to create lively and effec p ol presentatlons very qukly .

predefined layouts and themes to
easily.
Starting PowerPoint
To work with PowerPoint first of all you have‘to open it. There gy thre,
ways to open PowerPoint :
(i) Through Start button
(#1)) Through Search box

(iii) 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
G oot & Morosoft Offe Tooks P

T A A A A

§ waale Lhrame - 04%1;:%5 } 3 Eite Urip d [ Microsoft Office Actess 2007

Adcbe @m hp | ; :izm ’ i Microsaft Office Excel 2007

! ’

70 (: - ' &' Microsoft Office IrfoPath 2007
| @ QuickTime for Windows ’  Microsoft Office Outiook 2007
|8 Adcbe Protashon 70 | i
;ﬁ ﬁf;”ﬁwim [@ Mirosoft Offce PowarPoint 2007
|  magReaty 7.0 V£ Mierosoft Offce Publisher 2007

3| B Adobe Reader 1] , "
law , I Microsoft Office Word 2007
B/ 2 [R5, OCR Regisration | Mn:mmﬂ@ffm Groove 2007
| 3 Dictirary ; £7 Microsoft Office Onehlote 2007

a0 Mioosoft Office 2010 Tooks
87 Microsoft PowetPoint 2010

’

Fig. Opening PowerPomt

The PowerPoint window WIH 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

Adobe Photoshop
7.0

g Printers and Faxes

€ Help and Support

RN,

All Programs  [»
g]l_og Off @Turr. Off Computer

‘v start.

Fig. Displaying Searching option

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

B Search Results

Rle Edt View Favortes Tooks Help e
& | N bouy i :
RARP Search g Folder Syne
x In Folder Ske  Type Date Modfed
i My Documeants TRKB Mcrosolt Qffice Po...  4/1j20135:21 PH
 GlNew thseft Office PosarP...  C\Documents .. 27KB  Microsoft Office Po...  §{2/2018 7:54 M
semmhgmﬁm*; : ‘f“MatthpeAddIn(PowerPomh. C:\MathType\... 69KB Microsoft Office Po...  8/3/1999 4:41 &M
' 19 so far. ! E3#MathType Addin (PowerPaint ... C:\MathTypel... 69KB Microsoft Office Po..,  Bf3/1999 4:41 AM
B * ifIntroducingPowerPoint2007 C:\Program Fil... 1,773KB  Microsoft Office Po..,  9/16/2006 8:23P¥
- Looking in Local Hard Drwves CiPowenrPoint ereus Ci\Program Fil.., File Fuolder §j26/2016 10617 PN
\‘.‘.c»oeur.mand | PowerPointiul ¢:\Program Fil.., 2KB XML Document 5/26/2016 10:16 PN
L\l mvﬁmtﬂda* . 5"MathType Addin (PowerPoint ... Di\MathTypel... 69KB Microsoft Office Po..,  83{1999 4:41 AM
- ot looking in hidder: Fles 3 mathType AddIn (PowerPaint ... Di\MathTypel... 6OKB Microsoft Office Po...  B3{1993 ¢:¢1 M
sod Folders, ‘
D:\Windowslinsxs\xd_mudh
-2
ching of PowerPount

Fio. Displaying Sear o
/ n the screetl:
The PowerPoint windows will open up and appear ©
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n PowerPoint from
, Jctop : You can also opent :
i T}: :i)l::sktop then double click on its shortcut,
d on on the screen.

(iii) Through shortcuw
desktop. If its shortcut 18 place >
PowerPoint windows will open up and app

Fig. 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

(1) Blank presentation
(11) Recent templates
(ii7) Sample templates
(iv) Themes

(v) My templates

(vi) New from existing

(9th)
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resentationl - Microsoft PowerPoint

pum
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, 7]

1 H Save 5
Avallable Templates and Themes ‘
B% e Blank presentation
y Open q Home
[ Close

Info . A -J \] :‘

{ -
Recent Blank Recent Sample Themes My templates
presentation  templates templates

B W

Print
Save & Send New from .-,

- existing ~_.!;
Help Office.com Templates sl Qffice wptate Create

¢« Qotions
B .

XL [y P @ | ‘
‘ T . BRI ]
‘ { L o

Agendas Award Calendars Content  Design slides

certificates slides

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.

v T vl b~ oo to m?nv,\—ij P PO ( a e-}v‘ e
Different methods to create Blank Presentation :

1. Click on File menu — New
Or
Press Ctrl + N from keyboard.

9. Under Available templates and themes, select template/theme.

3. Then press Enter button.

‘o steps to Add a new slide :

D - ! ;
Perform the following N

1 i i ew Slide.
ome tab, in the Slides group, click N

(9th)
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Or

: Slide
PreSS Ctrl + N to lnsert New Microsoft powerPoint R EH%
presentation” M . e g
N Anvrnatoiv BighA0eT e Ha { i (I (’\\ i
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. R
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Fig. 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 4

recently used template. For this do the following:

(i) Click File » New
(1i) Under Available templates and themes, click on Recent templates.

N (17)) Select the des1red template and Press Enter

ok Prosematlenl Mlctw‘\f( FVWWPUII‘II

‘ -—
i =

[l s
- Recent Presentations e
i seve s Recent Plages

# '} AP VU[‘U‘HK RS

1, &
oL Coen
iWns

toinfo l'\

? Print

2 My Pocyments

L Save & seng
i
‘ Help

i1 Geren

I
|

itk aicess tris nym, 181 O] Racan sertabion
¥
Progirta

=4 “i“:u\ef Uisiaven P!éiei‘(gi,g;w j

Fig, Showmg Recent Template
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‘1 sample Templates : You can also make a presentation with the help
of sample templates. You can even download more templates from internet.

Steps to create a presentation using Sample Templates are :

(i) Click on File menu — New.

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

H.P. Board Microsoft PowerPoint

g L]
| HOmS  frar "
-_ et - Owign  Yawars  Avoadow  SideStos  Aewen. Vidw frrmai {

Ul seve
- TV Available Tomplates and Themes Blank presentation
# Ouen L4 A Home
: ; Qoe |
Ino : (’/
| " N @
| Recent [ EAC
: el Recent Sanple Themes My lemplates
m Presentat tepiates 1
| Print
| save & sera Mew | )
. J
. ffice com Templates % o 'l
eale

I'iz. Showing Sample templates icon
(iii) Select the Sample template of your choice and press enter or click

Create button.

H.P Board !Mcrosoft PoserPont . B
H | ;i '
o B Tr Introducing PowarPoint 2010
Availatsle Templates and Themes
o ~ y Camnie b
o

- =

.. Showing different Sample Templates
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W

st of predefined lors, fonts and effects, .

A theme 1% 2 i o
ional and well-designed presentation,

sneme helps you easily create profess

41  TNroOuUsiy 3 rnierric
( p . o ate coentation b 4 ner
Periorm the ollowing steps to create pre

(iy Click on File menu — New.
(i) Under Available templstes and themes, select The
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1o Showing Themes icon

(i) Bedert, the theme of your choice and press enter.
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w (vi) To ereate presentation through New from exiating
-,5 1. Click File — New.

2. Under Available templates and themes, click on New from existing

3. Select the desired existing template and preas Enter.

New from Existing Presentation

- 93 r L3
Size Type Merifier) .
17111 VB Micronoft Dowe 1 /12/201% 17
@Dresmtaﬁ:w S1YBMamoft Dowe /1 2/201% 4
B Yl |8l AP PUBLISHERS 71 VB Microsoft Bowe  1/1L/00"
Documents | | 52 Informatin technology File Foldkr 17&s
¥ Comptwr | | 3 Desktop Sroro e T
‘iwm ble Documents System Folder  1/7/0.5 1 4
Pisces »2 Shared Documents 15718 1L
& Local Disk (D) V. 17- 55 B8!
s Downloads File Folder 1/5/%1%6 ¢
a2 Shared Documents (2) 13/%154 4
@ Local Disk (C) 12317244 |
ad My Documents (2) System Folder  12/13/20:.4 17
aJ CORAL 15 File Folder 12/5/2014 ¢
a2 Administrator File Folder 11/24/20:4 11
Zg File Folder 11/19/0147 g
e — , =
Files of type: | ajl powerPoint Presentations v
] Lipsn J _cow |
Nt - R——

Fig. Showing New from Existing Presentation dialog box

4.2.2 Save Presentation

1 ve 1 ; e use. A
After making your presentatlon, you can sa e 1t for future u
ese 1 1 some wavs to save a
pres ntation can be saved 1In many ways. Followmg are some wals

presentation :
1. Through File Menu. or
2. By clicking Save button on Quick Acces

3. By Pressing Crtl + S on keyboard

g Toolbar. or

i

(9th) 117



Save Presentation through File menu :
Perform the following steps to Save presentation:

1. Click on File menu — Save.

—

L I L Presentationl - Microsoft PowerPoint
A TN Customize Quick Access Toolbar nations  Shide Show Henen  Viey
e smenew———" ——
W ew j :
Document Ruvwry J 2 f
FowerFoint has recoverad the fe Open ’
| Save the oncs you wish ta keep |
Save . - f
l;‘ Available files | ‘/, ‘
| ) AP PUBLISHERS pptx | E-mail
Version created from t; . .
Quick Print

6:11 PM Saturday, Jar

() AP PUBLISHERS pptc ‘ Print Preview and Print
i ppEx |
.i ] Version created last tir ;
| | 5:58PMSaturday, Jar Spelling

_ 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

1n box.

. saveq: ) , Mytorurren's 3 : i : ] 7 v b A
_)R,cm ‘ ‘.,Corel User Files -
+ |=Downloads Savei
| ave in dropdown f
]@MW { My Music & i
JMy l BMy Pictures
" Documents ﬂMv Virdens: |
g I '
My Netwovk f :
i
é‘
¥ File name !
| |
Filenomn qwﬂ / S
| | -",ve”!)_pe pm,pm p,g emauon T e e T asona m— 4
L_Tot ] e
‘ gava i l Canicel '

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 f i it
n the following steps to open Existing presentation :

(@) Click on File menu.

B save As
. \ Lj Open |
(= Close \

Info

Lok | (5 My Documerts ' » R

[ sy ¥ = ,~-:~ EsposR TR AT SR AR RN O sy

[Ghhocors | | Name - . Size Type Daba M)

s | | alCorel User Files File Foldsr 121714

@ m B | LDownloads Flle Folder 1/10/20

l‘ﬁ'p'l-’mm ‘ | My Muskc Flle Folder 11/24/x

= | ﬂMv Pichaes Flle Folcer 12/26(3

(Y cnoter ||~ My Videass____ Filis Foldsr 110120

o |8 : LB Micrasoft PowerPirt. . 1/10/20‘1

1
B !
. Flas ot Lrpe: ’laiblvv;o;&mi iwtﬁaa-c;n; B
(s

Fig. Displaying Open dialog box

(ii) Click Open and open dialog box will appear.
ened in the File name box

(iii) Type the name of the presentation to be op
in PowerPoint window.

and click on open button. The presentation will open

424 Exiting Powerpoint

When you have done your work in PowerPoint and saved 1t then you can

Exit PowerPoint.
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t are :

: 5 rory 12031
The steps to exit from Powerl’oin
t PowerPoint.

Perform the following steps to exi
1. Click on File menu —» Select Exit option.
Or
e of the title bar,

X , right sid
Click on Close button which is present on the right 8

Close

Minimize Maximize

R
[ bl
L' LALe AR

Fig. Exit option
Or
Press Alt + F4 keys together from keyboard.

€ 4.3 CONCEPT OF SLIDE SHOW, BASIC ELEMENT OF SLIDE

8 s . o
Fig. Displaying Minimize/Maximize/ Close option

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 S o
words, a presentation is a combination of slides, handouts, notes,

and outlines all in one file.
(9th)
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[nsert 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

L)
- Presentation? . Microsoh PowerPoin
' “
[ 4 anihed A v #
© A B
- O A ser d .
. i1 1 % At o, ;s R —.

e B -

- -";.4

e o 3 9
& iy NS o

Fig. Showing different

typs of Slides
9. 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
Jayout contains placeholders. Placeholders contains text such as titles and
pulleted 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
. Gk toadd e ek wm‘w
.« Click to add ' -

Fig. Displaying Title and Content Layout
" 121




open automatically. Choog,
glide. For example, i

then you should select

ut Will

na H“de’

the slide 12y

ing to the con
40

When you add a new Shd(;
the layout of the slide agcor 8 o thing
u want to show comparison of b
yo 0 !

t pane.
Comparison Jayout from Layout p

. t :
glide layou
Perform the following steps to apply

: » ribbon .
1 Click on Home 7 pull down list will display:

a
2. Select Layout tool and g Enter button.

s
3. Choose the required layout and pre

Trane i

(ame et Dewgn

Fig. Displaying different Slide Layout

PowerPoint window has File menu, Menu bar tab, Ribbons, Slide Pane, Note
pane, Status Bar, Slide tab.

Program-level
Quick Access Toolbar (QAT) ’
Title bar Ribbon Tabs CcOntrol buttons
File tab;"u TPl Presentationl 'Microsoft PowerPoint \—F"i“
Home lwet Dengn Tnstons Avmatons  SideShos  Revew  View @QE
-~ ‘ 4 §
TR A4 ) @ e S P Ay e ) . H
Ribbon [/ 2/ % = gt D BRETR = B V- el
i ¥ vae oo BT U SN A A mwona S e Arenge - : Groups -
1 Clippoasy Stheles : e i
J I:::-«..m h i .
J ee— Click to add title ‘__i.____-—;-s“de

" pane

Click to add subtitte

Slides/Outline
pane

0 .'&lhq,_-.w
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nenu

1. File
Save, Save as, Open, Print,

- This menu is located at the
Save & Send, Help, Exit commands.

H bave
“ uave Ae

¥ Oven

{_j Ciose

Info

New

Print
| Save & Send
Help

! :_] Options
Fig. File menu

left of home tab,

It has New,

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.

' Customize Quick Access Toolbar

;j v New
Open
;; \/ Save
E-mail
Quick Print
Print Preview and Print
Spetling
i Undo
" Redo

Siide Show From Beginning \
Open Recent File

More Commands..

Show Below the Ribbon

Fig. Customize Quick Access Toolbar

h)
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‘

task oriented and opens the ribhg,

3. Menu Bar Tab : Each menu bar tab 18

that 1s divided into subtasks.
) ;s _jw ‘ Presjéntat'l;dn.i ~.Microsoft powerPoint = [B) 'f(tl
glido Show  Review View ) ]l

Animations

n Home  Insert Dewign Trangitions x
Menu Bar

| Fig. Menu Bar
4. Ribbons : Ribbon shows the tools and commands that are present op

that tab.
‘PH o). ' presentationl - Microsoft PowerPoint e B 84
? wome  Insert  Desigh Transitions Animations  Stde show  Review View @ 0|
i . . 1A = LA 7 it i
| & e B AN e iz E;.'}"’ LLJL;'J W, 3?.(“\ ;
. § ] s, e $apeset " sha (1200 M oplace * |
A 1og Res . 5. A ¥ Shapes Arrange LUk ' |
Ribbon I! Pa'see . w\\s‘/ - Bpolou s Mo As AE = M ‘: ¥ e Uy select - !}
paraniaah LT Diawng - Fetiting :

I 2
font

Il cuppeara

P W FlgRLbbon

bons and their function :

Different types of Rib
to Clipboard, Slides, Font,

Home : It contains all the features related

Paragraph, Drawing and Editing.

m Wome Insert  Design Transtions  Animations Sige Show  Review View 430[
. A oK 0 . N ]
) e T LJI_’] b A Find f

| l.a‘" ," \ " Laveut ¥ a
! . «A A
g ey B | i
| Reset ' (42 & ah o 1
U paste o 1 ) } 3 bae Replace »
e N: L P2 gecrion v B 7N Shapes Arrange it oo i
e - | secten p e e - o 1 b selectt |
! |
ragraih Drawing Faiting |

Insert : It helps to insert Tables, Images, Illustrations, Links, - Text,

Symbols, and Media.

P % i .
“ .v\ Presentationl - Mic rosoft PowerPoint

)
(7}

m rome  Inser Design  Transtons Anmatont & X FUE View

- % View o

| — B p =N s
il B o PR e 4B o !
o L W g+ = ki a = £« () ﬁ’,ﬁj e ' “i
R = o gl [ £ . i
fane  Paue  (hpo otlee ol Phote  Shapes Smans . Fhan 9 ) ,'__J i . i
v : Wote Waoel e o v;r‘! Headel WoidArf il i:l,"(Ut'\.va!l| b Yiden 'Amm “‘
By & Footer (3] v . * i

e Mot

Design : It contains all feature related to Page Setup, Themes, Background

S p
A Beckiiounit Livies ¢

7 vhige Barkgiound (raphics

—lgi}l (9th)



» ), box in, box out, dissolve
/

ve;“sound’ and even customize the Properties of g .. ntrol the gpeeq
ad

[t has features like Transition gnq Sound angq

Tlmlng.

| o ]'e Presentation] . n. :

: e 4 o0l - Microgoft PowerPoint -

| 1‘% pome Insert  Design  Transitions | Anlmationg Slide Shaw Review = [3 %
| ¢ viey lew ¢

i : : e ro) s | ‘ “Q

'i 1 } | '{al‘, s | }%i ’\ ﬁ}] ; W Sound; INo Soung) * Advonce Side !

o i
| nene w Fade
o | one

“ " Push W‘l)‘ﬁﬂ | theqt 9 Ouration 0200 3 7 o0 Mouse Cliey
7 : v |
! Yibone - | d i ,
| 1‘: e VOORHION 10 This Shide Biton | fl Anply o A [ aher: 000000 -
pe” T et S ) Timie
. s W I h 1 1 . )
| Animation : It helps to apply An; ation.
m Home et - Desion  Transitions | Animations SlideShow  Reviey View 0
; — i ! <
. _ B 1 o . :
! £ ‘ . ‘}@’; ﬂ!\mméhon Pane | i v Reerder Animation
| g L # 1 |
li " ) { " + RN I * ‘ . "-15'--%;:,”::
| Preview »
e h 3 Delay : UV Mo
Preview RrE— F‘,““," ton

Slide Show : It helps to start slide

show and to set up Rehearse Timings
and Monitor setting etc.

| —— LRy
| " Y

1“ Heme Insen  Design  Transitions  Animations Shiee Show Review  View < Oj
j' i
| E | | [

e b | 1

=) [ = i /| Play Naerations 48 Reseiution: Use Curent Resolution
“‘T i:g" i ‘[ IJ | L !’_) ' "t - b )

| e BN

| : [V] Use Tuings
I From From ;

Sl Up Hide  fehearse Record Stiae
| Brginning Current Stige ¢
It e !

saeShow Sige  Tunags Shew s (/) Shew Media Conrels | [ se Presenter View
i o] Slide Shimy Gnt Manijos

Review : It has features like Proofing, Language, Comments and Compare.

o o \

v x . . p : - ah o i
e Howe  jasen Denign Transitong Animalion: slide Shens . feview | View s 0
Ui { ® ! Lasd 1 o L i ey e
L. i S SRS | 4 3 i) e el bemell 00 et ¥ 3 Mo "1
i e ing Reesarch {4y Trandiate LaRGUABE Hiingy Mew 1adi Pl MEnins Ned o | Compare Acept Heeo o $awd |

Lpmment £
Bicfimy

]
Lanailauge Ciipais {

View : It helps to manage Presentation Views, Master Views, Window etc.

8 H
frsert Design Tiansijione Anlmations Lide Shaw Reviesy View -

;

O Ruer ) l& Sl ol ‘(.‘] B Arrange Al :..1’1 ] 1 :,,{
flines LR == i Cavseale ot %Easfidv Gtk I

feem  fiew S CoMew - - Bwiteh if

s Winaow  lmm PIECK and White  winaouw 9 Move Bolit Wingows + f

765 Cegin dOypyscate A, )
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" Y ‘70
Format : When you write any text then a new tab ;‘am\:(d Forn;at is ¥,
. . - Y & or .
displayed which has options like Insert Shapes, Shape Styles, WordArt Styleg P
Arrange and Size.
Hom i 1 Derign Tramsitions A Review v e 7 ) L' ﬁ.
g\ N [C o aa /&/ﬁ ":»M::.»...- RetiR 7 RU - i
AL LD ¥ E] (...;] [«] & AW Soeoenll L
e AL ) — - ayies - 8 A b . ¢b
5
Note pane : It is used to enter speaker notes.
Note pane
= Click to add notes 7 B 8
;,'7;ic;‘l"’"",‘;",(;;',/,w‘&:.‘!» . S 0 e s - . 33”,,

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

aose | | ' Click to add notes

Side 1of 1 | “Office Theme™ |

Status bar Zoon in Zoom out

Slide tab/Pane : It shows the thumbnails of the slide and it also shows

the order of slides in the entire presentation.

S : Home  Ins
| Slides l _Cs)ut‘lineb} ,x“
i ’

Slide pane

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

4.5.1 Views Of Powerpoint

OuV:ew 1 oAy o di.Splay.ing the contents of a presentation. PowerPoint allows
‘},'ario zsv:iaw youfr Pshdes 1n. different ways. This can be done with the help o
ews of PowerPoint. Views make it easier to manage the content of




\ gl

|
".,

f your pres-sentatl.on. It also allows you to add notes to the slides in your
. presentation which are helpful for creating handouts.

f Slide Show :

f 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.

. o) 572
(e I bl AP/ NR

v @

- e B B e P O

fu’z o - J &~ Presentationl - Microsoft PowerPoint

Transitions Animations Slide Show Review View

Home Insert  Design

‘5 i I

I H j

. b

| | |

g (I f ........................................................................................................................................

‘ ’ Normal i . . -

— Click to add title

1 View .

Click to add subtitle §

n‘ Al

i

‘f il =

I ,' ‘ & Y

v‘f N S ————————— —

B - .

o0 Clicktoaddnotes " ,

,‘ Slide 10f 1 | “Office Theme* | (B8R 0% - L (+) b

'\':_;.::,;..;::;.;N,;_."_;;.“_:;:::.:::;“:::::::::.‘.’..;..a.;‘_;_;_,;».,;,;.',.:;;,._. et et e .:_.,;K"'“ i e s .
Normal view

Fig. Normal View
5 Slide sorter view : Slide sorter view is very useful view of Pow?rPt?int-
Slide sorter gives you an overall picture of your presentation. In .th1s 1‘;1?;
you see a miniature (thumbnail form) of each slide. The Slide Sortelr tweswli ges" 'y
you to sort, rearrange and hide your slides. You can afld’ > de?eits in this
this view. You can also preview your transition and ann.natlon

on the slide-

View. You can not view, edit the text oF images

(7]
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Home Insert Design Transitions  Animations  Slide Show  Review  View o 0
|
‘ i
| |
iy - R
i
‘ ‘
\
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| ‘
! |
i i
| f
|
f
{ ] ———
| Slide Sorter | "Office Theme" | i i P 100l (- L] L+ l,f,'} |
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 noteg
related to slide can be written at the bottom portion. These notes are printable
and you can give them to the audience.

Note pane

sl
Teme Click 10 0id notes / al
# il
j

i

Office Thems 388 [ ™ 5% (=

biwd Gdie

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
1t 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.

e
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Fig. DLsplaymg Background Styles

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

on the screen.
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3. Select Fill option, then select Picture or texture fill option

Format Background

| Fill

sm—

Desgn - Tramitions A"""‘:‘t e Ef‘f‘.::;" Picture or
Bl w4 texture fill

[ Muhwo Colap
| meven wttects 1 G) pane o tewne
Aa | f o) ) pytten i
S— [ ] e bocigronnet raghies y
e e [' rene [+ J‘/Texture option

Jngr! !'fW
(o
(7] 1o
Thng ofvol

Home  Insent

! ; 1'
i
|

i ,-1 n oM mrnhn
!

Dlsplay Seleied Backgr\und

by Ql'v d
Ofts

Different|| “""
410

;Jt uelo’] ' Anuiei [

e o e i e e

Flg Dzsplaymg Format Background Dlalog Box

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
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Fig. Steps for Changing Picture
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ect the desired Picture,

6 Sel
Close butt © dialog box
8
8 Cl jokion G988 HEe to apply this pict,
putton to apply this picture on all the gj;iq T€ 0N elacteq
€81 the pre slide o 4 iy
Iﬂ Sentation to
M[f & Jlﬁd |
- --* d 5 r o »nt,,”)”_“ - .
pisplay
mserwd | 2
’ picture :
! Diplay
M'e
5.‘;_;; ot ':«ui“- ;‘31 e ’ u—‘ J-' ; - T 76% ¢ , {] a,... u -
Flg Changtng picture in lede
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
“ .‘J(_:)-i, hseit T'v\‘ fj” Tmi:‘:‘i:ur's :2!\:~~'—S—ib Show  Review ‘,ﬁg; i o 0' Backgmund
. RERT T ke e —— Styks
e i A e Lo wee | R S (o .
‘ i e Format Background .

Format Background I
-:}! Format Racvground |

Ny o
M) Beset icie Dacvaroune

1105, Dharmshala

ig. Steps for Changing Background Styles
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2. Click on Format Background. Format Background dialog box will appeay

on the screen.

Format Background

|l
Picture Corrections

Picture Color

Artistic Effects

Fill

G gohd il

O Gradent il

O picture or texture Al
O Pattern fill

Fil Color

Golor:

Traneparency: () o 1N

; [7] tide background graphics J
%
!
]
|
|

|
|

|
|
i
|
|
i
|
|
|
i
|

o ) [ romun )

\ 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

S | Fi
iﬁ:m:e(r.\rre:ﬁ.\'\s‘ ) sobd &6 .
, | O soias Picture or

| Picture Calor
|

| Artetc Effects
|
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Insert from

- Bl

Different |
es of .
exture

Fig. Displaying Texture Fill
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5. Select the desireq Texture

6. Click on Close byt

on to
All button to apply this Textuy

from the ligt.

apply thig Texture
€ on al] the slideg

Pt Coreciiang il ‘] Fi"
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Fig. Format Background Dialogue Box

7. The selected texture will be applied to your slide/slides
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@ 4.7 ADDING TITLE AND SUB TITLES, TEXT,
BACKGROUND, WATER MARK

CHANGING THE BACKGROUND STYLES
und colour of selected glide or all the slides i,

You can change the backgro ‘
kground style are :

a presentation. The steps to change the bac

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

Orawing Toals
« -
.
- Peview e Format
E Cola

P¥3 e

o ¥ fan v

2 oD

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

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

Drawing Tools
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2 The Headetr and Voter dialog has ten tahs the Shde tab and the Nt

and Handouts tab The elide tab ie appear in the figure
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- ] e
L L e
L T -
B X 1w
Rt 1y erbee
Faote:
e emmey ey
Dot ghow on title ghde

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

. o
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" Footer

Header : Add the header information for every page on the ——
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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
n see the location where the detail is inserted in the preview section.

ca

Hesder ot R
Skde | Notes and Handouts | ;‘
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. | ]
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i i
i e
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.

'Hrnml;};s;ntationls- Microsoft PowerPoint ,.;. ' P L:o
| , S tuad B8

Jeert  Design  Transitions  Ammations  SlideShow  Review View For

...

......

i “ : arnat
e B ol ¢ e
s il m T s | g Ky o N
S e w PR H¥ALUB4EIT QO S
‘ pogre  Cip  Sereenchor Photo  Shapes Smardn Chart  Hypedink Action s £

o Text  Headsr Wonian

A7 - Altwirn = Box &Footer - E('lu?( o0 ol Video  Auo
b rves _ images W‘,__,.W.m_wj ustrat ons _ Links faxt Synioad ’ .
& ) QYOGS e Media
| psen £ip AR ko the document,
+ Incuaing drawings, movies, sounds
Agtphy 10 Hiustrate 5
SoeCic concent.
* .
Fi ‘ '
g Displaying Clip Art meny,
(9th)
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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 yoy

are looking for.
4. Press Enter button or click on Go button.

e —

5. Select the desired picture.

The selected picture will be inserted in your slide.

R R —

B e
' N'm ’ ’fe;’ Yol Uriate T U she $-E4

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.

e ,J Microssft BowerPoint B

¥

fogery i;ﬂem- ﬁ»iu. f«a
9 z",u‘e‘h ot sig haly. : & 1 3
Fig. Insert Ribbon
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2. On the Insert tah, click on Puture opton in lllustrations group. The

[nsert Piture dialog box will appear

o - g

Y A e sy Srpon

e s !:—r - o
maeT

Fig. Ingzert Picture dialogue box
5. 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 TEM PLATES
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.

1. Create s 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.

‘ p-————
th) 13¢
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2. Go to the Edit Theme group under the Slide Master ribbon.
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3. Navigate to Edit Themes > Themeg > Séve Cﬁf;cent Theme
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4. In the Save Current Theme dialog, enter the Theme name and click Save.
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& 4.11 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.

¥l 2@

Insert  Design  Transitions  Anmations  Siide Show  Review View {
b Stan - nimation
- ::_; Animation Pane BoSta Reorder A
X, o
- 3 { ‘ Uog Moys farer
[ 4" A " }
) 5 o Gainter - B Dela © ' w Move Lited

TIONG sl

Fig. Displaying Animations ribbon
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ect on which animation has to be applied.

2. Select the obj
d select the type of a

3. Click on Animation an

onu.honl Microsoft powerPoint

nimation.
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Fig. Animation Scheme

The selected animation scheme will be applied on your slide

(i) Slide Transition : Slide transitions are the visual movements a5
one slide changes to another. PowerPoint has different transition effectg
like blinds horizontal, blinds vertical, box in, box out, dissolve, fade smooth]y

etc.

Perform the following steps to insert transition effect :
1. Click on Transition ribbon.

2. Select the transition type.

{ .:‘-H j \
4 L‘: & . g} : ‘!* ¥ Smae -
L ! 0 \ Presentationl - Microsoft PowerPoint =k
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Fig. Displaying Transition ribbon,
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3. Select the transit;
1on sound, transition g
peed and adv ' lon.
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1. Movie from File....
9. Movie from Website

3. Movie from Clip Organizer...

Insert Object
. ) S
v H9-0u - Microsoft PowerPoint e [ 27
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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.

9. 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. .
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Flg Showzng Vzdeo is mserted

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
e e & O
> B I | e
H9-01 - - Microsoft PowerPoint e B &%
m Home  Insent  Design  Transitions  Animations Slide Show  Review  View 5 e
. o
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Video from Yeb Site.. ¢

L ) Hp" \dm o
Fig. Showing Video from Web Site... under Video option
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 Organizc! . !'h“ Office tool that helpg
clips like nninmt.e(‘i clips, videos and photos ¢ you organize

Gallery is collect.ion of animated Clip Art

The steps to
1. Open the slide in Normal view.

te stored on y ML of the medis
Your o ’

OImnptite ¢

r. (]

insert Video from Cli
from Clip Organizer are vi |
P piven H-l(,q
W

kOll lle] Lert a Select i I ,r
t Il Ls ’ )i ’. (,UII 'hf’n (l
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9. Clic
, on Clip Art Video option.
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3. Then Clip Art search box will appear. From here - )
. . | Her
you can search the desired video clip. [ty potero . G
e v

4. Select the clip, the selected clip will be inserted

in the slide.
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@ { Just Remember - 3

o ‘ Fig. Displaying

L, PgwerPomt is presentation program developed by  Clip Art dialogZe

Microsoft. ho
%

werPoint e.8. Blank

create presentation in Po
d sample template-

rs, fonts and effects.

2. There are many methods to
presentation, recent template an

3‘ . "
A theme is a set of predefined Jayout colo

4, L1 . :
Aslide is a single or :ndividual page of 2 presentation:
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ot

fovi § llection of individual glides that contain mformati()n
A presentation is a collect
on a topic.

: ~re arranged on a slide,
6. Layout refers to the way things are arr g‘ i e
| - : jdes in different waysg,
7. PowerPoint allows you to view your slid

the selected slide or 4y i

‘ und color of he

8. You can change the backgro
slides in a presentation.

9. PowerPoint offers the ability to add header and fo.oter to the slideg
10. PowerPoint has picture gallery which is called ClipArt gallery,
11.  Animation scheme is used to add preset visual effects to text on slides
12.  Slide transition are the visual movements as one slide changeg t
another.
13.  Clip gallery is collection of animated ClipArt.
14.

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

. 4

EXERCISE "}

& Multiple Choice Questions

1. PowerPoint was developed by :
(@) Dennis Austin (b) Thomas Pudkin
(c) Both (a) and (b) (d) Name of above
2. The way to open PowerPoint is
(a) Through start button
(b) Through search box
(¢) Through shorteyt on Desktop
(d) All the above
3. The method to create Presentation in PowerPoint is
(a) Blank presentation (b) Recent templates
(¢) Sample templateg (d) All the above
146
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The mpthml to save a presentation i«

a) By ])r(‘smn}{ Ctrl + 5 on kevhanrd

(

(b
» Through file menu

) By clhicking save button on Quick Accea. i

vt

(d) Al the above

A p(,werl’nim offers the ability to add

() H,eader (b) Footer
(C) None Of ﬂbOVO (d) }‘()‘h (il) “ n(i (h)

ClipArt is a single piece of ready made art.

_‘\

You can also create a presentation by recently used template

f:J'J

A theme helps you easily to create professional and well

o)

presentations.

10. After making presentation you cannot save 1t 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.

130 e, used to enter speaker notes.
14,

1

=

View is way of displaying the contents OF 8 soccncrmarensssinss :

PowerPoint offers the ability to add header and footers to the

T

v
ery Short Answer Type Question

1‘ .
What ig PowerPoint ?

(9th)

PowerPoint does not allow you to create lively and effective presenszep-

designed

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



b,
N\

[—y

, Whint o Chicgrie

¥ Whist se tny tenplontes ”

Whisst aes 59 sliees

o~

Whisst iu prrescnibabion 7
£ Whisst s lnyout 7
Whisst, 15 53 vieew 7
Whisst, 15 Cliphrt, 7
® Short Answer Type Question

Nesrniee Vhe thiree yiays o O Powe
I'uwur!‘r;int f,hr(,ugh “tart bhutton

rPoint.
"/

|
;

2 Haow you will start,

Y How you will creste presentation by pample template
4 How you will save presentation through file menu ?

b, Name the various type of view.

6. What in slide shorter view ?

7 How you can insert picture in a2 presentation ?

i What are the steps to insert, transition effect, ?

® l.ong Answer Type Question
What are the methods to create presentation 7 Desceribe them.,

Whant are the different way to save a presentation ? Describe them.

Describe the different type of ribbons and their function ?

-

4 Describe the different types of views of 3 ) des,

Write: the steps to change the pattern and texture.

—>PP PP Answers Key €< E—

{ (%8 ey ¢
L ) Both (5) and (h), 2, (d) All the above, 3, (d) All the above, 4. (d) Allthe
v, 5. () Both (s) and (b), 6,True, 7, False, 8, True, 9. True, 10. Falsé:
anged, 12, menu, 15, Thumbnai i 13 '
e, i, 1%, 1ail, 14, slide, 15, slides
’ e E ; o _/
(95

-

arr:

e e.e
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