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Introduction to MS-PowerPoint

Objective :

v Discusses the Microsoft Power-Point Environment.
v Explains the various componerits of Power Puint

v Explains the different way:s of saving and naming
Power Part Shows.

Structure :

1.1 Introduction

1.7 Uses of Ms-PewerPoint

1.3 How tc create a good piesentation
1.4 Invoking a Power Point

1.5  Components of a Power Point

1.6 Three different ways of creating a presentation
1.7 Inserting a slide inadocument
1.8  Moving aslide

1.9  Dupiicating aslide

1.10 Deleting the slide

1.11  Components of a slide

1.12 Saving afile

1.13 Saving afile to another format
1.14 Copying a Presentation

1.15 Renaming afile

1.16 Opening a Presentation
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Unit 1

Introduction to MS-PowerPoint

1.1

1.2

Introduction

PowerPoint is a component of Microsoft Office that is used to create
professional-quality presentations. MS-PowerPoint is a software package,
that helps in presenting the given information in a visual and systematic
manner through the medium of a presentation. A presentation can be pre-
pared on any topic. Two or more slide saved in a single .ppt file makes a
presentation. The slides are incorporated wiir graphics, movies, sound,
graphs, etc. Which can be displayed on the screen .The incorporation of
the sound and graphics make the topic more interesting and clear.

Uses of PowerPoint Presentation
PowerPoint can let you create any or all ¢f the feiiowing:
On-screen presentations :

You can use tae entire PowerPoint speciai effects like slide transition,
movies, sounids, animaticn and hynerlinks to make an online (elec-
tronic) presentaiions exiting and complete.

Web pages for web use :

You can brcadcast presentations, including video and audio, over the Web,
in that case, vour slides become Web pages used for broadcasting pur-
pose.

Color and B&W paper printouts :

You can design your presentations so that it looks great both on the
screen in color and when printed in greyscale or pure black and white on
a paper.

35mm slides :

A service bureau can transform your electronic slides into 35mm slides
which can be used for quite interesting purposes.
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1.3

Overhead Transparencies :

You can create presentations that use overhead transparencies by printing
your slides as black and white or color transparencies.

Notes, handouts, and, outlines :

To support your presentation, you can give your audience handouts,smaller
versions of your slides that are printed two, three, or six slides to a page.
You can also print your speaker notes tor the audience.

How to Create a Good Presentation

As you know that effective use of graphics is very important aspect of
successful presentations. For this purpose you need to keep in mind a few
principles.

Know your audience :

You must be aware of the audience level of the knowledge what they
expect and whether they are familiar with the concept or not

Keep 1t simple -

You must be clear about the rmessage you need to and want to communi-
cate.

Use space efficiently :

The positioning or elements in a slide should be done with care. Use white
space to sei things off and guide the eye.

Balance the information :

Ensure that, in a slide, the text and the images are well balanced.
Use text judiciously :

There should be enough text on a slide to be self-explanatory.
Use color judiciously :

Use only a few colors. Avoid colors that clash with each other
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1.4

Invoking PowerPoint
1. Click the Start Button on Task Bar
2. Select Programs option from Start Menu

3. Select MS-Power Point
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Figure 1.1 Start Menu Option
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1.5 Components of a PowerPoint Window

1.

Title Bar It shows the title of .ppt file ( ) followed by the name of
the program.

Menu Bar - It displays the name of the Main Menu.

Standard Tool Bar- Standard toolbar consist of buttons frequently
used such as open, close, save etc.

Formatting Tool Bar- Formatting toolbar consist of buttons fre-
quently used for applying different formatting iv a slide.

Drawing Tool Bar-- Drawing toolvar censist of butions frequently
used for inserting objects like Auto shapes and Word Art to a slide and
format them

Status Bar-It givzs the information about the view in which presently
the work is going on. Infcrmation lii<e the number of the current slide
and the total number of siide.

Tesk Pane —
e Steps to view Task Panz 2] @ » slide Layout [~]
Mews Presentation
1. Select Insert Menu, SlpbearE ~
. - Search
click on the Task pane Imeert Clip Art
0pt|0l‘ Zl Slide Lawouk
. i slide Design - Design Templates
2. C“Ck t:’le dl'Op down sSlide Design - Color Schemes
menu as !n (Flg 13) and Slide Design - Animation Schemes
—uskom Animation
choose the task pane of e Traraition
your choice | NEEE
HE & =g | B
=1 R = e| |l
Eg =2 [ED
b=y [ 2| | ([E 2 (b
Figurel.3 Task Pane

VEIS /



Introduction to MS-PowerPoint

Unit 1

Views :

Microsoft PowerPoint comes with different views to help you while you
are creating different slides.

o Normal View - Normal view contain three panes.

1.

[ElMicrosoft PowerFPoint - [Presentation1]

@ Fle Edt View Insert Format  Tools  Slide “oow  Wirlow  Help

Outline Pane — Use the outline pane to organize and develope the
content of your presentation.

Slide Pane- It shows how your text and obiects inserted looks on
a slide

Notes Pane — Presenter mayv use the notes in the notes pane at the
time of giving nresentaiion as reference

=lelx|

Type 3 question for help |« X

DB ELY iBR S o-o- OB |TEAHE R o NS
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-1 - BT U G|EEE SE A A EE A @Hpesin Dlewsio.

& % New Presentation b5

[ Presentations. ..

New
[ Blank Presentation
From Design Template

:5]_] Choose presentation...

New from template
\Q] General Templakes. .

jirl Templates on my Web Sites...

Click to add title

O ut I i ne Pane 777777 @] Templates on Microsoft. com
Click to add subtitle
Click to add notes B
(5 Add Metwork Place...
[3) microsoft PowerPoint Help
Show at startup
EE= | ¥ -

Slide 1 af 1

Dief ault Desigr English (11.5.)
'

Notes Pane Slide Pane

Figure 1.4 Normal View
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Unit 1 Introduction to MS-PowerPoint

o Outlines View — Switches to Outline View where you could watch the
structure of your file.

o] Slide View - Switches to slide where you can work on one slide.

o Slide Sorter View — In this view all the slides at a time are shown to-
gether in a miniature form.

| Ble Edt Vew Inset Fomat Tools 3ideShow Window Help Type & question tor help [+

P8 5 B% L BRY v, Eﬁ B e 5 @ il Notes... [z Teanstion (21 Desian =] New Slide:

Waalley Expetices

Fretrdf

Figure 1.5 Slide Sorter View

Note :

e Different views can also be viewed by selecting the required option
from the View menu

e Normal view is the default view, which opens when a PowerPoint
presentation is opened.

VEIS 9



Introduction to MS-PowerPoint Unit 1

Microsoft PowerPoint - [Presentation1] _-

D File Edt Wiew Insert Format  Tools  Slide show  ‘window  Help

lEEHER SRV LBR Y | vo-a- OB %|1E

wrial
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1.6 Three different ways of creating Presentation

a) Auto Content Wizard — It is a step by step process to create a pre-
sentation through some basic questions.

b) Design Template — The design template of Power Point is a set of
predesigned formats and color that you can use to design a presenta-
tion but it does not include content.Bsiii the above will be discussed
in detail in the coming units

c) Blank Presentation — This option leaves the user 1o design a presen-
tation using his/her own creativity as on a blank presentation user can
place the text and objects according to their choice

1. Choose Blank Prasentation opticn from the Task Pane .

==l

Type & question for help = 3

d O o - i
~18 - B J U 5 |[E=E == i= w | EELE év [ Desion TlMew Slide

4 % New Presentation e

Open a presentation

[ Presentations...
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=Rl »

"J Templates on Microsoft. com

Click to add subtitle

[ add Metwark Place. ..
Microsoft PowerPoint Help

Click 1o add notes E [l Show at startup
=

JLaw'@ autoshapes . 2 [J O E 4l Bl d-Z-A-=E=g 8@ .

Slide 1 of 1 Defaulk Design English {U.5.)

Figure 1.6 Power Point Window
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2. From the Slide Layout task Pane under Content Layout,click on
blank layout.

3. The New Slide dialog box appears it shows the different auto lay-
out .

4. On selecting a particular layout the name of the layout appears as
a screen tip.As in (Fig. 1.7)

[€] Microsoft PowerPoint - [Presentation2] . _|&] %
File Edit ‘iew Insert Format Tools  Slide Show  Window  Help Type a question for help = X

NEHRE SRV |+ 2B o-c-|OHG Fas B -0,
- ridl - 18 -B IUus _ S A a7 A - Hpesion Cllewsioe |

Outine ¥ Glides x ‘_‘ @ 1) Slide Layout . x

. Poply slide layout:

| v

Text Layouts

Content Layouts
.|| E 4
iy <
bk | (—— —
= s e
O 1 8
. 2E2 || B2 B2
| | e

Text and Content Layouts

Click to add notes B
e |0 E T
B L
W show when insetting new shides
E=z i I
ED[aw'EF\gtoShapes' NWOOE 4l S E b-I-A-S=EERE.
Slide 1 of 1 Default Design Englishi (L1.5.) G
1 - 1 - 1 - ~ e i § B ppepeneons s

Figure 1.7 Power Point Window(Slide layout Task Pane)
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1.7 Inserting Slide in a Presentation

1. Select the Insert menu and click on the New slide option

2. From the Slide Layout task pane under Content Layout click on
Blank layout.

3. The inserted slide will appear in the slide layout view.

1.8 MOVING SLIDES

1. Click the view menu and <elect Slide Sorter.
2. Now, select the slide you want to move

3. Click the Edit men.: and select Cut. Or, click the Cut button on the
standard tooloar. Or, press Ctrl+ X together on the keyboard.

4. Now, click 2t the place you want to move the slide. Then, click the Edit
men. and select Paste. Or click the Paste button on the standard
toolbar, Or press Cirl+v togetrer cn the keyboard.

1.9 DUPLICATING TRHE SLIDES

To make a duplicate of the slide, do this -
1. Click the View menu and select Slide Sorter.
2. Then, select the slide you want to make a duplicate of.

3. Click the Edit menu and select Duplicate. Or press Ctrl + D together
on the keyboard

1.10 DELETING THE SLIDES

1. Select the slide you want to delete

2. Click the Edit menu and select Delete. Or, just press del key.
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1.11 COMPONENTS OF a Slide

Power Point slides can contain any or all of the following visible
components:

Title and Subtitles
Graphs

Drawing objects

Clip Art and Pictures

Title :

A descriptive heading identifving a slide. it gives ine auaience an idea of
what the slide is trying to say.

Subtitle:

A descriptive message or brief description of the slide data. A subtitle
emphasizes the slide’s centra! idea.

Drawing Objects :

You already kncw drawing objecis. These include Auto shapes (i.e., a
group of ready-madue shapes available for use), curves, lines, word art etc

Clipart and Pictures :

As yau know that pictures are graphics that are created from another file
-oirice suiie comes with its own set of pictures in the Clip Gallery . These
pictures aie callec clipart.

However, at times information is not displayed on the slide. Therefore,
the following components of a slide are used for reference purpose :

Handouts
(Speaker’s) Notes
Outlines
Handouts

Handouts are compressed versions of the slides of your presentation.
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Speaker’s Notes

During the presentation, a set of notes is required to aid the presenter.
They are know as (Speaker’s) Notes .

Outlines

Outlines are a summarized version of your slides, which display only titles
and main text. This can be used to organize the flow of your presentation.

1.12 Saving a Presentation
Power Point Presentation can be saved using different methods
1.12.1 Using Key Board Shortcut Ctrl +s
1.12.2 By clicking cn the save q icon presern ¢n te Standard toolbar

1.12.3 From Fite Menu, choose Save opiion.

=18] x|
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Save ! I![. My Documen.s ﬂ = @ O Too[s'
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2 | E—J'My' Music J
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| & My videos i
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[ st
My Documer ts

i

.
= 2 |||([E2)E2
i = ||| ey

= File name: |Electrnint_Data_Interthange ﬂ Save -
Iy Netwark — o
Places Save as bype: IPrsssntatiDn ﬂ Cancel |
il L
Text and Content Layouts
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[« ¥

Ee= i
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Figure 1.8 Save as dialog Box
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1.13 SAVING A FILE TO ANOTHER FORMAT

To save a file in another format, do this-

1. Select File Menu and click Save As. Save As dialog box appears
2. In the File Menu name box, enter a new name for the file

3. Click the name box, enter a new natvie ict the file

4. Click on Save as type drop-dovvn list, and then click the file format
that you want the file saved in.

savens 2| |

Save in: IFf My Docurnents L—[ g - :*‘-:l @ X !=_| FHE

« Todls =

J Google Talk Rzceived Files
.E:[}‘My Music

rf_;_' Iy Pickares

!ﬁ My Yideos

| Elecivoine_Cata_Inkerchangs

&

My Documents

m

Desktop

N

Favorite: |
|

File Eahesentatiuﬂ - Save I
My Metwork, : \ J —

Places Save as bype:

F‘ﬂesentatiun - Zancel L

il

P esentation s
Wieh Page
ieb frchive

PowerPoink 97-2002 & 95 Presentation
Design Templake ¥

Click 1o add notes

vl

Figure 1.9 Save as dialog Box
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A pps is just a ppt file with a different file extension that tells Ms-
PowerPoint to open the file in the slide show view, and not the editing
view.

You can “convert” from one to the other simply by renaming the files, or
you can use the Save As option. Open your presentation, then choose File-
Save As from the menu bar.

Choose PowerPoint Show (*.pps) from the Save as type drop-
down list box at the bottom of the Save As dialog box.

1.14

COPYING THE FRESENTATION

At times, you reed to copy vour original document for various purposes
like making changes in the copied file or tiansferring your document
somewhere else. For that you should follow these instructions-

1.

Select File Menu and click Open option or press Ctrl+O together.
You can alternatively apen by clicking open button on the standard
toolbar.

in the Look in box click the drive or folder that contains the file you
want to copy.

Right click tiie file name you want to copy and then click copy on the
Pop-up menu

In the Look in box, click the drive or folder you want to copy the file
to.

Right click in folder list (make sure a file is not selected), and then
click Paste on the Popup menu.

16
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You can copy a file in one more way.

To copy in another way, do the following -

1. Open the file you want to make copy.

2. Click File and select Save As

3. Type the new name of a file in the File name text box

4. Click Save.

1.15 RENAMING A FILE

1. Select File Menu and click on Open option.

2. Inthe Look iri box, click the drive or 10lder that contains the file you
want to reniame

3. Right ciick the file you want to rename and then click Rename on the
PGo-Lb menu.

4. Type the new name, press ENTER
1.16 Opening a Presentaticn
You can open an already saved presentation in the following ways:

1. Using Key Board Shortcut Ctrl + S

2. Click Open [ icon on the standard toolbar.

3. From File Menu, choose Open option.

4. Select the name with which you want to open Click on the Open
button
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Self Assessement Questions

1.

What do you mean by a Power Point Presentation state its ben-
efits?

Explain the components of a Powei Point Window.?
Write about the different types of views of M.S. Power Point?

Explain in brief the two aifferent metiiods of saving a power point
presentation

LAB SESSION:

Open a Power Point Preseriation and save a presentation with the
name “MY FIRST POWER POINT PRESENTATION”

Insert five slide in the same Power Point Presentation

Close the power point file you have created

18
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Unit 2 Adding Text and Backgrounds

2

Adding Text and Backg_jrounds

Objective :
v Discusses the ways of adding and aditing txet.

v Explaining the various ways of applying different types
of backgrounds.

Structure :
2.1 Introduction
2.2 Adding Text 1o Stide
2.3  Editing Text
2.4 Furmatting Text
2.5 Applying Slide Backgrounds

2.6 Adding Bullets and Numbering to the Text
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Unit 2 Adding Text and Backgrounds

2.1 Introduction

MS-PowerPoint provides a very easy mechanism to add text and back-
ground to your slides. There are number of ways by which you can edit
your text and background making them complementary to each other
whicn makes your slides and presentation look more attractive.

2.2 Adding Text to a Slide

1. Open a Blank Presentatior cr existing bresentation (e.g.
Electronic Data Intrerchange)

2. Click the Text Box on the Drawing toolbar. Thz rnouse pointer
changes to (+) vlus.

[E] Microsoft PowerPoint - [Presentation1] _-l ==

[@ Fle Edt Wiew Insert Farmat  Tools  Cade Show  ‘Window  Help Type a question for help [+ X
DR S_RY §BAY oo MO G| 1F A4 Bl o -3,
arial -8 - B I ([ 8 E]E = (== A 4 |iE4E é - [F Desion “FIMew Slide |
Slides '_X \ N\ / / 4 # shide Layout - x
' Apply slide layout:
¥ % Text Layouts =
—
—
0 R0, ’f//zlf////////// S, GG
/?’ A 4 s Pl |
»
Content Layouts
Plaze
Holder = 4
A blank text box where data is to be s
inserted with a place hoider
(e N e e
LU | L5 [
Text and Content Layouts
Click 1o add notes El
= || | =
¥ Show when inserting new slides
Bz« ] =l
Dgaw' AutoShapes = ™. DO “ﬂ &4 ﬂ &'J'A‘E e E‘ .
Slide 1 of 1 Default Design English {11.5.) E7)
:‘Startl J @ powe paink - ... | | images I PPE - Microso..,, I ankit - Micros. .. I ﬂ: Wy Documents | @ Electroine_Da. .. “ Presen tatio... J @| '? |a@'gj‘ (})) 5:47 PM

Figure 2..1 Text Box with a Place Holder
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Unit 2 Adding Text and Backgrounds

3. Holding the mouse button drag the mouse pointer to the point on
the slide where you want to add a text box.

4, Release the mouse button when the text box is of the desired
size.

5. Enter the text.

E File  Edt View Insert Format  Tools  Slide Show  Window  Help Type a guestion for help - X
NEHARGRY tBREY o - - |IEHQ Faf e |3,
£ Lrisl - 28 v|B iu S|§.§§‘§E E|A A'|£;§£;§|£_“iv||§jbe§ign-’\Eﬁewsnda_

Sides %

I — i
. Apply slide layout:
I——] .

[r—

Hl

E Conte’ .t Layouts
& Electronic Data Interchange o ‘ & &
— [ |

2

FH
£t
EH

ES
[

ent Layouts

\ \ N \/ /

Click 1o add nates =]

[# Show when inserting rew slides

- E R ol v
ED[h.“v.h‘ALjﬂShapES'\ \DO%‘E‘:}@E|£'£'§‘vETE. P: ), @ Secury |@R‘|w,§|-©gﬁ &
Slide 1 of 1 Default Design English {U.5.} (E% |

—igure 2.2 Text entered in the text box

2.3 Editing the text
PowerPoint includes all the basic editing features.
— copy, move, insert, delete.

1. Select the text to be edited by dragging mouse button, or by
using the following key combination (Shift + Cursor keys)

2. From the Edit Menu, choose any of the following options for
editing (cut, copy, paste etc.) as required
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2.4 Formatting the text

1. Select the text to be edited by dragging the mouse or by using
the following key combination (Shift + Cursor keys()).

2. From the Format Menu choose the Font option

= )

Fonk: Font skyle: Size: Ok
Arial Reqular 28

H Arial ~ |Regular = _E”EEI

T Arial Black — |cald IS?

B Arial Marrow Itavic I_/ = Presigw

B Bookman Old Skyle - | +4
—EFffects - Color:

N

™ Underline (" Superscript |_;|

[ shadow Offsec: |0 3: %

r EI'I:I':IDSS I~ Subscript | '™ Default For new objects

This is a TrugType fonk,
This same rank will oe used on bokh your printer and wour screen,

Figure 2.3 Feit Dialog Box

The Font Dialcg Box has five different options :

a) Fonu: This option provides variety of font which you can apply to
your text.

b) Font style : Use to change the style of text

c) Font size : It helps in increasing or decreasing the font

d) Effects : It has six options which can be used according to the
requirement.

e) Color : Using this option we can change the color of the text.
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2.5

3. Click on the arrow in the list box

ik Font skwle: Sizes Ik
imes MNew Roman IReguIar |24
= Canccl
T SylFaen :I 14 a
T Symboal Eald 16 T
':ﬂ_" Tahoma Italic 15
Timnes Mew Roman m
Effects Culor:
—~——p=]
™ Underline ™ Superscript N_— e
——v _ o e
[ shadow Offset: IIII =] % IE ik ki _:|

[~ Emboss [ Subscript

I OmErEZC Do

This 15 & TrueType Font, Mare Calars, .
This same Font wil be used on both wour prints—ere—r ==

Figure 2.4 Eight automatic Font colcrs

4. Click cn the the More Colors option
Slide Background

Siide background is one of the features on the slide, which helps in the
fuither enharnicement of a slide.

The four difteireri types of background which can be applied on a slide
are:

e Shaded or Single color scheme
e Texture Background
e Patterned Background

e Inserting Picture as a Background.
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Steps for applying different types of background

2.5.1 Changing Slide Background Color

> W npoE

From the Format Menu, choose Background option.
The Background dialog box is displayed
Under Background Fill, click the down arrow

To change a color in the color scnerie, click one of the eight colors
below Automatic.

To change to a color that is not in iie coler scheme, click More
colors and then click on Custom tab to mix your own color and then
click OK,

Click Apply buttei to apply the changed coici to the current slide
or click Apiiy *o all, to apply the change to all slides in the pre-
sentatiori

NSNS

_ustom I

Colors: ik |
_Concel_|
\ 2

Cancel

e

Current

Figure 2.5 Color Dialog Box
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2.5.2 Applying Shaded Background

A LW DN

iackground Fill

From the Format Menu, choose Background option.
The Background dialog box is displayed.
Under Background fill, click the down arrow and click Fill Effects.

The Fill Effects dialog box appears on the screen. Click the Gradi-
ent tab.

App e kool I

< Title of Slide
= Bullet text

—
- =l

o

Cance: | |

e
Fresiew |

LI__' AU

; ] s
Eornatic

|)ker
CI'A--D-L‘D"

Fore Colars, ..

Eill EFfects...

F-igure 2.6 Choosing Fill Effects
m'-m

Tex.we | Patten

rColors—

n | Picture )

©) Gan sty
= Two colors
= Preset

-
-

Sample:

[~ Rotate il effect with shape

Figure 2.7 Fill Effects Dialog Box
5. Click the options you want and then click on it.

6. The background dialog box is redisplayed.

1. Click Apply the change to the current slide or click Apply to all to apply

the change to all slides.

28
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2.5.3 Applying Patterned Background

1. From the Format menu, choose Background option.
2. The Background dialog box is displayed.
3. Under Background fill, click the down arrow and click Fill Effects.

4. The Fill Effects dialog box appears on the screen. Click the Pattern
tab.

Fill Effects

Cancel |

Foveground: ‘ Backoraund:
[(—— B

Sample:

[T Rotate fill effect with shape

Figure 2.8 Fill Effects - Pattern Tab
Click the option you want and then click OK.
The Background dialog box is redisplayed.
Click Apply button to apply the change to the current slide or

© N o o

Click Apply to All button to apply the change to all slides.
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2.5.4 Applying Texture to the Background

1.
2.

© N o o

From the Format Menu, choose Background option.
The Background dialog box is displayed.

Under the Background fill, click the down arrow and then click Fill
Effects

The Fill Effects dialog box is displayed on the screen. Click the Tex-
ture tab.

Click the texture you want and then click OK.
The Background dialog box is redisplayed.
Click Apply buticn to apply the change to tive curient slide or

Click Apply to all to apply the change to all the slides.

(AR, ==

Gradient TEk*urEI Patten I Picture I

1 =xture: LI
Rk B NG & ] Cancel |

| Sample:

Qther Texture, .,

™ Ratate Fill effect with shape

Figure 2.9 Fill Effects - Texture Tab
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2.5.5 Inserting a Picture as a Background

=

From the Format Menu, choose Background option.
2. The Background dialog box appears

3. Under Background fill, click the down arrow and then click Fill
Effects

4. The Fill Effects dialog box is displayed.
5. Click the Picture tab.

6. Select Picture and find the tolder that contains the picture you want
to insert.

7. Double-click thz Fite Name and then click GiK.

Select Picture ‘-l-_

Look in: Iﬁ Sample Cickures j &= o T | @ > ﬁ ~ Tools ~
q
My Dacurments Blu= hill= Sunset Wister llies

Desktop

Favorikes | eeeemmmss -

Ll File name: I ;I T— ,I
Places Files of type: IFI.II Pictures j Cancel |

Figure 2.10 Fill Effects - Picture Tab
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8. The Background dialog box is redisplayed.

9. Click Apply button if you want to apply the change to the current slide
or

10. Click Apply to all button to apply the change to all the slides.
11. The slide will appear as in (Fig 2.11 ) after inserting the picture.

Figure 2.11 Slide after Inserting Picture as a Background

2.6 Adding Bullets and Numbering to the text

It is a feature, which automatically generate numbers whenever any part
of information is required to be written in points. If user desires then
he/she can even insert bullets in place of numbers.

2.6.1 Steps to insert Bullets and Numbering

1. Take a new text box and write the two points written on the slide as
in (Fig 2.12) on which you have applied the background.
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Figure 2.12 Enter Text to apply Bullets

2. Selects the lines by cragying on which you want to apply the bullet.

W Transiation & Processing

3 Application Programming Link
software

Figure 2.13 Selecting the text
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[€] Microsoft PowerPoint - [Electroinc_Data_Interchange] = x|

E@ File Edit Wew Insert Format Tools  Slide Show  window  Help Type a question for help = X
DEEHEE SRY|(IBRABY o-o- | OHQ[Fas @™ (0,
- Times Mew Roman 2 =i A A 5 iE A - [FDesicn SlMewside |

1[5
z @
3 @
+ B2
L |

% Draw ~ _ AutoShapes

Shide 1 of 5

Y——— AMPERSAMND Character code: |0026 From: IUn\code (hne) |
ick to add notes ==

oo I |
““ S Cancel “A

Bullets and Numbering 3

Bulleted I Numbered |

o
| Qg

.

oz

Z
Z

7 Picture... |
Subset: IBasic Latin ’v‘l | Customize... |

1| "]#]5 IEEAseg-
o[1]2]3]4]s|6]7[a]o] T [<[]>]>
elals clole|e|gla 1] g|xlc]ladao
PlQIRIS| TNV VWX Y Z] [\ ] "]
Recently used symbols:
(el el¥ [ele[ s [F1= [z = [ [olalals]

I~

[

“

=r—v- =r= — A =
Default Desie: English {U.5.} 27§
J

f"startl J @ ankick - Microsoft _: g IndigResuns § Mo . i@ powe aint - Mic .. Ankit - Microsoft _'EJ [y Documents | Microsoft Powe... J @ | 'f' |@ @[G)) 12:03 AM

Figure 2.14 Bullets and Numbering Dialog Box

From the Format menu, choose Bullets and Numbering option.
The Bullets and Numbering Dialog Box appears(Fig 2.12)

It has two tabs “ “Bulleted” and “Numbered”.

Choose Bulleted Tab to apply bullets.

You can choose any of the bullets you require or

You can click on the Customize button, the Symbol dialog Box will
appear

You can insert a different bullet from here.
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Figure 2.15 Slide after apriying bullets

10. Select the Bullet of ycu: choice and click on OK button.
11, The text will appear as in (Fig 2.15)

2.6.2 To add numbers to the slide

Selects the text that is to be numbered.

Selects the Bullets and Numbering option under the Format menu.
Selects the Number Format needed.

Click on the OK  button.

After the numbers are added, the slide looks like (Fig 2.16 )

o & W e
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=lalx

Type a question for help [+ 3¢

Microsoft PowerPoint - [Electroinc_Data_Interchange]

E Eile Edit Miew [nsert Format  Tools  Slide Show  Window  Help

DeHAR EGRY iR Y|(c-o- OHQ|IFadE» -|@.
CTimesNewRoman ~ 24 | B Z U 2 |[E|E =i A &= A | oeson Duenside |

1[=]
z B2
3 @A
4 B2
5 B

Click to add notes

[lx

EHe==
;EDLaw'|Agtoshapes' T :IO&C’- @IZSH’xi'&'ET =l ijv

Slide 1 of 5 Default Desigr. cnglish {1.5.) G

o Startl J anlitk - Micrasaft ... | G "ndiaRes ks : Ma ... | @ Lwe paint - Micr. .. | Ankit - Micvosoft _; E My Documents | Microsoft Powe... J @ ? @ @[{})) 12:13 M

Figure 2.16 Sliae after applying numbers

Self—Assessiment Questions

1. Explain the use of bullets and numbering and write the steps for apply-
ing them ?

2. Write about the different type of backgrounds, which are applied, on
a slide ?

36 VEIS



Unit 2 Adding Text and Backgrounds

LAB SESSION

e Open an existing power point presentation named “ MY FIRST POWER
POINT PRESENTATION”

e Add the following text to the second slide

Contents

Different Types of Computer Prephericals

Input Devices

Output Devices

Format the text by applying a differrent color and style

o Apply different types of backgiound on five slides in presentation "My
First Power Point Presentation” as mentioned

e Clide 1- picture background

e Slide 2 - texture background
e Slide 3 - colored background
e Slide 4 - shaded background

e Slide 5 - patterned background
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Unit 3 Inserting Objects
Inserting Objects
Objective :
v Explaining the different ways of inserting objects
v Disscussing the methods of formatting the objects.
Structure :
3.1 Introduction
2.2 Inserting Clipart
3.3  Working with ‘Woeid Art
3.4  Inserting Autoshapes
3.5  Components of a Chart
3.6  Qrganisation Chart
3.7 Embedding Word Table
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3.1

3.2

Introduction

PowerPoint gives you a facility to insert objects on a slide like WordArt,
AutoShapes, Clip Art pictures, pictures from different files and motion
clips. All these help in giving visual effects to the slide and are of a great
help in explaining certain things which cannot be explained with the help

of text.

Inserting Clipart

Steps for inserting Clipart to the slide.
Display the slide on which you want ic iiisert ClipArt.
Click on insert clipart bution on Drawing Toolbar.

An Insert ClipArt dialog box will open.

> W e

5. You can place this picture anywhere on tne slide by dragging it

ot oo Yeeane ol P el
:@ File Edit Yiew Inset Format  Toaols  Slide Show  Wirdow  Help Type a question for help - X
Dedea' @Ry 2RI - - |[DHR| =404 | - 8.

[ S Hvroe|sEl=E|Es 4 regian 5 tlew Shide aw OT OBt G| A= R S YT,

| @ & Insert Clip Art v x

1 . Results:
2 = il
3 @3 o] ﬁl
4 = E S E ‘;4
5k ;
N
m‘ o o
=
See also
=[] clip organizer...
@ dlips Online

[2) Tips for Finding Clips

™|
=

Slide 1 of 6 Default Design English (11.5.) car
L7 start| | & Gooe Talk | 887 powe paint - Micrasoft... | || Google Talk Received ... |[[E] Micro: erPoi... & abhishek khandehwal | @ | 0 B G 1134 am

Figure 3.1 ClipArt View

Click on the picture of your choice, it will be inserted on the slide.

VEIS
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3.3. Inserting Picture from a File

e Click on Insert > Picture >From File option.

e Click on drop down arrow next to look in list box and select the
file from the displayed list and click on insert button.

3.4. Working with Word art

The Word Art feature allows you to create special text effects.

It gives a unique look to the text. Using Word Art you can make the

text curved, wavy, and shaaowed, 3 dimension etc.

1. Click on Insert WardArt button on the Drawing Toollbar
wordartallef N N 2l

Selest a Wordart style:

';‘j:?:cm%l worﬂﬁ"; IIqwrM.-, i"ﬂ-‘l'! rwnmrt j w

iﬁ"{»mﬁ WordArZ (1142 1+ |\ordBt :w

| _!-ﬂ&‘dﬂﬂl wordar||-WordArt [WordA rt

Mordaet [t Hardbot | s | §
=]

Figure 3.2 Word Art Gallery

2. WordArt Gallery dialog box opens up on the screen, choose the
required Style and Click on OK.

3. In ‘EDIT WORDART TEXT’ dialog box, type “Electronic Data
Interachange  in ‘Text Area’.

4. Apply formatting effects like changing the font size and style.
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SN EE|

Type s question for help =X

icrosoft PowerPoint - [Electroinc_Data_Interchange]

‘@] Fle Edt Vew Insert Format Took Sideshow Window Help

DU SRY|& BB T oo

Fi
Edit WordArt Text
Font:

I'ﬂ'Mnnntypa Corsiva

Text:

ok | cancel e

Es==. [Click to add notes
ED[aw‘lE”AgtnShapEs' N W OO E 4 @;&v LA ==

slids 1 of 6 aefault Design nalish (11.5.) e
L start| | £ Googs Takk | 1 owe poine_mizrosoft .| || Gongle Tak Received Fies |[E] | vicrasaft PowerPeint .- | @| & B 6D 11e9 am

Figure 3.3 Edit Word Art dialog box

o The option on the toei bai can be used to give Shape to a word art.

[ 1ics oot Rower oiXy - [eectroine_bathnterchanlg I8l
@] Ble Edt Wew Llwsert Fomat Inok SldeShow Window Help Type a question for help [+ X
DEHER &Y e L E e 2@,

£ e rusi=E= | S A - Hoedon Dtiewside

B
1 [E] |

2 =
3 B3
4 ™
s B2
LR |

fany

eoMUmaumDS
PUAVSN Y
gv 0

@582 [cClick to add nates
EDgawv\ngtushapesv NNOCEAdERE &2-L-A-==e0a.

Slide 1 of 6 Default Design English {L1.5.) g

£ "start J G2 Google Tak | ] powe: pmnt-MltmsnFtW.ul J @‘ Y 5 % GP 12:00pM
Figure 3.4 Giving shape to Word Art
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3.5 Auto Shapes

There are several categories of shapes: lines, connectors, basic shapes,
flowchart elements, stars, banners and callouts. More shapes can be
found in the Clip Organizer as well. You can add text to shapes. The text
you add becomes part of the shape — if you rotate or flip the shape, the
text rotates or flips with it. Text boxes can be treated as shapes.. Many
have an adjustment handle (adjustment handie: A diamond-shaped handle
used to adjust the appearance but not the size of most AutoShapes. For
example, you can adjust a rounded rectangle to be mare or less rounded.)
That you can use to change the most prorniiient feaiuie of a shape — for
example, you can change the size of the point on an arrow.

3.5.1 Adding a shape

1. On the Drawing toolbar, click AutoShanes, pointto a category, and
then click the shape yol: want.

2. Click the nlace where you want te insert the AutoShape.

— 7
L‘;’%’j Lines b
:ﬂ Conneckors k
| _ﬁasic Shapes 3
o m— HEFAVES:
% BNOCH, AFrons »

Flowchart b i O AR
L | _D'-"'-Il: ar
” OO oo
% Stars and Banners » El 80
Eﬁ Callouts b @ =
_“E Action Buttons 3 (::;., Q‘h 1:.:::5. ['i
futoshapes = | ™ Cw [ ™)

[ R AR &

Figure 3.5 Autoshapes
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3.5.2 Formatting Auto Shape

After inserting a Auto shape right click on the

as in the (Fig 3.6 ) appears

e

auto shape the pop menu

0
i i o<

ol
-

Cub
Copy
Paske

Add Text

Grouping [ ]
Crder 2

Sek SutoShape Cefauiis
Format Autoshape. ..

Hynerlink. ..

Figure 3.6 Moving Aulashzape

e The Cut ,Copy .and Paste opticns are use to move the Auto shape.

e Add Text option heips in adding text to auto shape. The text entered

can be formatted in a similar

manner

as the normal text.

e Grouping - This feature is very useful when more then one Auto
shape on the slide is required to be moved together.We can first
group them and then very easily change their location.

7

& Cut
Capy

2 Paste

| Garouping

Figure 3.7 Combining AutoShape

1=
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e Order —This option can be used when a portion of auto shape overlaps
a portion of another auto shape, through this property we can adjust

both the auto shape beautifully on a slide

]
%o ‘
Copy ‘
@, Paste
Grouping 3
| Cirt Ll‘ '-I_% Eiing to Fromy
==t AukoShape Defaults '1-_'& Send to Back
&j Farmet Autoshape.., O3 Bring Forwerd
% [, =end Backward
E} Bring in Feonk of Text
Bl send Behind Text

Figure 3.8 Setting the order of AutoShape

Format Autc Shape - By clicking on this option theFormat auto
shape dialoy box appears as ' the (Fig 3.9)

frofvachuinsiore S N 21
Colovs amd Lines | Size : Layout | Ficture I Text Box I ‘Web |
Fill ———
Color: | vl
Transporency: Mo Fill 0% =
Line———........
EEEEEEERN
Color: [y .- —
Dashed: I— EfEEEEO ID.?S pt 5‘
EDOC0OE B
Artows ———————
Mare Colors. ..
Beain style: | Fil Effects... I =
Beqin size: I j End size: I j
o] 4 | Cancel |

=g

Figure 3.9 Format AutoShape
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It is use to change the fill color, style and thickness of border lines,

e Hyperlink option is used to create link using Auto shape, Hyperlink
has been discussed in detail in the next unit.

Insert a slide in the same Presentation (Electronic Data Interchange)
and draw the following graph using different Auto Shapes

P ol 1)

Suppliers ' :
Orders /s

Figure 3.10 Graph created using AutoShape
3.5.3 Change a shape to another shape
1. Select the AutoShape that you want to change.

2. On the Drawing toolbar, click Draw, point to Change AutoShape
then point to a category, and click the shape you want.
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3.5.4 COMPONENTS OF CHARTS

1. Chart Area 2. Chart Title

3. Category Axis 4. Data Series

5. Value Axis 6. Category Name
7. Plot Area 8. Legend.

3.5.4.1 CREATINGA CHART

To Create a chart on a slide, follow these steps

1. Choose New Slide optiori, from the Insert menu.
2. A New Slide Dialog Box appears.
3. Click on Chart slie.
4. A new slide appears with a Title and Ciart layout placeholders.
5. Click cn tiile placehcider. The cursor wiil blink at the center.
6. Type “Weekly Expenses”.
tew - B -lw sy s|EE=EE L | E =] A B e

Slides ", %

L

Double click to add chart

|Chck 10 add notes E [# Show when inserting new slides

n=IER=ARN | |
e Iy [atoshepes- W N COCEACHE - L-A-S=SW 7 ) esoy. [HR| w0 D EH=c@EE »
slide 1 of 1 Default Design English (U.5.) 5]

Figure 3.11 Title and ChartL ayout Slide
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7. Double click on Chart Layout Placeholder i.e. on the icon.

8. Chart will be displayed with a Datasheet that contains default data

{# Presentation1 - Datasheet

C

D

1st Qtr

Znd Qtr

3rd Qtr

4th Qtr

East

20.4

27.4

90

20.4

West

30.6

38.6

4.6

31.6

o E

North

459

46.9

43.9

45

1st Qir

2ad Qtr

Zrd Ctr

4th Qtr

m East
H West
H North

7

10.

11.

12.

Figure .12 Bar Graph for default values

You can enier your own data in a datasheet.

Click on cell

immediately below the Column A. Type Monday,

press Tais Key. Type Tuesday, press Tab Key and type Wednesday.

Press Enter. Click on the cell immediately to the right Row 1. Type
Ice-Cream, press down arrow Key. Type chocolates, press Down
Arrow Key and enter Biscuits and then type Juices in next row.

Click on cell A1. Type 200. Press Tab key. Type 100. As you enter
the data, the chart is automatically plotted. Similarly, Type the entire
data as shown in the datasheet.
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Fie Edt ‘“iew Insert Format Tools Data  Chart  Window  Help Type aguestionforbelp «» _ A X

DwBAgr [ | @|[E]s e e E]roj===% %, W86 .

Outine 3 Slides X

! 1
B C D
Tuesday Wednesday
afiChocolate 100 90
28 Biscuits k7] 123
afliJuices 789

1
2
3
4
|

Monday Tuesday Wednesday

] Click to add notss N
Ji=f==R=JR0 v

141y

Slide 1 of 1 Default Design Enaglish {U,5.) &

f-igure 3.13 Bar Craph of the data entered by the user

13 To ciose the datasheet, either click on close button on Title bar of
datasheet or Click on Grey area outside the slide. The chart will
be dispiayed on the siide.

e YOU CAN ALSO INSERT A CHART USING INSERT CHART BUTTON
ON STANDARD TOOLBAR.

3.5.3 EDITING CHART DATA
You can make changes in chart date after creating a chart.
1. Right Click on the chart present on the first slide.
2. Shortcut menu will appear. Click on CHART OBJECT> EDIT

3. Datasheet menu will appear .Click on the cell immediately to the right
of Row 2.
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3.54

3.5.5

4. Type toys Press Tab key Type 300.

5. Similarly you can change the other data. The modifications that you
make in a datasheet will be applied automatically to the chart .

6. Select Format > Font. Font Dialog Box opens. Change Font Size to
14 and Font from respective list boxes.

7. Choose Blue color from color List box. Click OK. The formatting
effects will be applied to the entire datasheet.

FORMATTINGACHART

Formatting improve the appearance of a chart. You car format the chart
to add Titles, change tre text, font, chiange the line color, width, border
style of a chart, lzgends, data seriez etc.

FORMATTINGALEGEND

Legend is a box that 1dentifies the patterns or colors assigned to the data
series in a chart. Legends mostlv aprear to the right of the chart. You can
place them left or below the chart also. It helps in reading the chart
accurately.

1. You can format the text, background, boundary and color of the
legend.

Double Click on the Legend boundary.
The Format Legend dialog box will open.

Click on Patterns Tab, if it is not activated.

o & W DN

Click the Custom option button in the Border section. Click on the
Style list combo box.

6. Select the desired style from the list .Similarly, click on the color List
box and select the shade.
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Format Legend

Fatterns {| Font | Placement
—Biorder —hrea
% automatic " Automatic
" Mone % None
€ Custom EEEEEEEE
. I j EEEEEEER
N EEEPFP=nNE
Color: I Aukomatic j BEREd-m4N
, EECICOmEO
Weight: I j | |
L7
I chadow INRENB LN
N\JHEENE B R |
(
' Fill EFfects. . |
—sample
M
ik _' Cancel |

Figure 3.14 Format Data Series dialog box

7. Click 9n the Weigint list nox and select the thickness of your choice
and view the New legena Border in Sample Section.

8. 7o position the legend on the chart, Click on the Placement tab in the
Foirm Legend dialog box.

9. Press the Boitom option button. Click OK. The Legend will be placed
at the Bottom of the chart.

Note :

o Similarly you can change Data Series, Value Axis etc. Double clicking on
text can modify text font, size, or border.
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3.5.6 Changing background colors and, patterns
You can modify the chart by changing its colors, patterns and background.
1. Double click on the Plot Area.

2. Format Plot Area dialog box as displayed.

wls  Data  Chart  Window  Help Twpe a question for help

T — e LR AT S LT W I
[/
Weakley Fxpenses h
Patten s I
800+ - Dorder Area
700 " fukomatic " pukomatic
" Mona % hang
600 % Custom

EEEEEEEN
500 o — | NEEEEEEE
e | S apEmEmmm

400 4 cobri [ automatic =) [ M)W E H MW
300

200 4

100 J,L‘ ‘

0

L/
Weight: | — - DDDDDDDE
EE(ENEN[]
: HEEEEN
ue Wi

aMIe
Mon T ’—|S— | ‘

RS ESEES

oK | Cancel |

L\

rigure 3.15 Format Data Series dialog box
. Select the suitable border style, color and weight.

Press the Fill Effects button.

. Click on Pattern tab.

3

4

5. The Fill Effects dialog box will open.

6

7. Select the pattern and click Foreground and Background color.
8

. Click OK and observe the change.
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3.5.7 APPLYING NEW CHART TYPE

1. Double click on the chart, the data sheet will appear.

2. Right click on any bar of the chart, click on the chart type option.

A B C D E
i Monday :Tuesday Wednesday

1231 Chocolate: 200 100 90;
2 @8 Biscuits 600 324 123
3 mfJuices 400 789 567 .
1 ;

5 |
800 —/
700
600 Q Format Data meries.. i

500 I ™
400
300
200
100

m Chocolates
m Piscuits
—| | Juices

D]

Monday Tuesday Wednesuay

Figure 2.16 Changing the Chart type

e NN/ /T X

Standard Types | Custom Types !

Char bype: Chart sub-tvpe:

BT Bar

|4 Line

| |G Fig
|+ WY (Scavker)

iy

@ Doughrut

@ Radar

@ Surface

#: Bubble

| Stock LI
roptions
[ apply ko selection
[~ Default Formatting

IClustered calumn with & 3-0 visual effect,

Press and Hold ko Yiews Sample |

Set as default chart | (a4 I Cancel |

Figure 317 D ifferenttypes ofC harts
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Some of the most commonly used charts are :

BAR - This chart displays data in the form of long rectangle rods also called bars

that are placed vertically or horizontally on the Chart Area.

Pie - This chart displays data in the form of circle.

Line - This chart is in the form of lines. It is very similar to plotting a graph on

3.4

the graph paper that read its values on the X and Y-axis Column Chart is
also commonly used chart that displays data in the form of bars.

Organization Charts

The organization chart is used to {llustrate hierarchical relarionships, such
as of department, managers and employees within a company.

3.4.1 Add an organization chart

1. You can use the diagramriing tool f::" on the Drawing toolbar

2. The Diagram galiery dialo¢ box appears on the screen

| Seleck a diagram Svpe:

—

—

EN P
| I At o ||| 1%
| =

A & O©

Crganization Chark
| Used to show hierarchical relationships

1 O, Cancel

Figure 3.18 Diagram Gallery dialog box
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Microsoft PowerPoint - [Electronic Data Interchange]

File Edit “iew Insett Format  Toolz  Slide Show  Window  Help Type & guestion for help - X
FEEHFR ESRY tRRAY o (TRl SV N -m.
ET\mes MewRoman - 18 - B F U 8 EE E = i= A‘ & é - | = Degion 45w Slide .

2 4 % sSlide Layout v x

Apply slide layout:

. f‘é Subordinate

Fa  Coworker

2, Assistant

Text and Content Layouts

; 3 io E,‘a ,‘a o
= \E ]| =
¥ Click o add qotes — ¥ show when inserting new slides
EET |
ioewe [ Auoshepese N\ WO E 4 @& P-L-A-S=BW 7 ) gwity. R @, & Ve oeEE ?

Slide 14 of 14 Nefault Desiqn English (U.5.) 5 4

Figure 3.19 Inserting Shapes to Organisation Chart

3. Seiect any chart and click on OK button

4. If you want to add a shape, select the shape you want to add from
Insert Shape option on the Organization Chart tool bar.

If you want to add a preset design scheme,

o |
1. Click AutoFormat | =2 on the Organization Chart toolbar.
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int - [Electroinc_Data_Interchange] = = =181 x|
Insert  Format  Tools  Slide Show  Window  Help Crganization chart - X
&ﬁﬂx,h@lﬂ c1 - I&D@@h-u EE - 0.
| i T

@Deswgn “TIMew Slide |

% 3elect a Diagram Style:

Default
Cutline

Double Qutline
Thlck Outllne
Firir

3D Calor
i Gradient
.| |Brackets
. |Braces
. |Bookend Fills
Stripes
|| |Beveled
Bewveled Gradient
Square Shadows

Apply | Cancel |

notes ﬂ
spes T N \DO«‘&?}.Q&'&'&E:E!iv

Figure 3.20 Orgariisation Chart Gallery
2. Select a styie from the Organization Chart Style Gallery.
3. Chick outsice the drawing when you have finished.

e Superior shape: In an organization chart, a shape that is placed
above and connected to any other shape, such as an employee (sub-
ordinate, coworker or assistant shape.)

e Assistant shape: In an organization chart, a shape that is placed
below and connected to any other shape with an elbow connector.
This shape is placed above any additional subordinate shapes for
the particular superior shape it is attached to.
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Note :

e Subordinate shape: In an organization chart, a shape that is placed
below and connected to a superior or manager is employee of the
superior shape

e Coworker shape: In an organization chart, a shape next to another
shape that is connected to the same superior (or manager) shape.
This is also a subordinate of the sunerior shape

1. Click on the box in which you want to add text.

2. Text cannot be added to lines or ccnncetors in arganization charts.

superor |
st vitant

Subordinate | | Suborcinate | | Subordinate

Figure 3.21 Organisatioin chart with different shapes

When you add or change an organization chart, the organization chart
appears with drawing space around it, outlined by a non-printing border
and sizing handles. You can size the organization chart by using sizing
commands to make the drawing area larger so you have more space to
work, or you can get rid of extra space by fitting the border more closely
to the diagram.

VEIS 96



Unit 3 Inserting Objects

Format the entire organization with preset styles; or, format pieces of it
like you format shapes — add color and text, change line weight and style,
and add fills, textures, and backgrounds. Add shapes — such as manager
(superior), employee (subordinate), assistant, or coworker — or change
branch layout options with the Organization Chart toolbar, which appears
when you insert or select the diagram

CREATING AN EMBEDDED WORD TABLE

1. To create an embedded word table, do this-

2. Click Insert Menu and Select Objeci. After that insert object dialog
box appears as shown in (Fig 22)

3. Inthe Insert Object dialog box, select the Creaie New radio button.

4. In the Object Type box, click Micresoft \Word Document, and then
click CK

5. Afier that slide chariges to some difierent look similar to that of Word
as one n figure.

ot

m- 1 Image

alendar Conkrol 10.0 Cancel |
_LDEMokiaControl Class

Microsaft Excel Chart

Microsaft Excel Waorksheet : :
Microsoft Graph Chark I Display as icon
Microsaft PowerPaoint Presentation

Microsoft PowerPoint Slide ;I

=
v Create now

" Create fram file

Result
2 E Inserts a new Bitmap Image object into vour presentation,

Figure 3.22 Embedding Word Table
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Table | window Help

_ & DrawTable G == ’E‘ B 73 - @ 2

G o= - B 7 ©
a

Delete | B

Select v | B

i

5  Table AutoFormat...
AukoFit L R S I S S A I Rl R R IR S AT I
Conyert >

éi Sott...

Formula. ..

Hide Gridlines

Figure3.23 lirserting a table
Table size —

Muznber of colurmns: IS

Muriber of rows: [2

Sukosit behawvior —

¥ Fixed colurn width: lauto
™ AutoFit o contents

£~ BUbaFiE b windos

Table stvle: Table Grid autoFormat. .. I

l I Rewmember dimensions For new tables

| (o] 4 I —ancel

~.

Figure 3.24 Insert table dialog box

As in Figure you will see one more change that on the menu bar Table
menu has appeared to facilitate table creation in your presentation.

Click Table, point to Insert and select table After that Inset table dialog
box. appears as shown in fig 3.24. Select number of rows and columns in
Number of columns and Number of rows spinner text box respectively

under Table size, and click on OK.
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Self - Assessment Questions

1. Explain briefly different types of objects, which are inserted on the
slide, mention at least two uses of each?.

2. What type of objects can be embedded on a slide ?

LAB SESSION

e Open the existing presentation “MY FIRST POWER FO'NT PRESEN-
TATION”

e The first slide cin which you applied picture as background using word
art write "COMPUTER PERIPHER!CALZS" as the topic of your presen-
tation. Format it using ‘Word Art and give the word art an appropriate
shape.

e On the third slide using Organization Chart prepare the following :

C(imputer Periphericals )
NV I

_\ |
{Eput Devices {Output Devices }
— |
I I I [ |
[Keyboard] [ Scanner ][ OMR ] [ Printer ] [ Monitor ]

[ Impact ] [ Non-Impact }

e On the fourth slide, insert pictures of any two input devices.

e On the fifth slide, insert pictures of any two output devices.
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A

Creating Links

Objective :

v Explaining the various ways by which links can bz
inserted in a powar point preseritation.

v Disscussing the use of action Button in Creating Link.

Struccure -
4.1 Introduction
4.2 Inserting Links Using Text
4.3 inserting Links in the same Show
4.4 \ncerting Links Using Objects
45 Change the Hyperlink destination
4.6  Changing the display of Hyperlink
4.7  Convert Hyperlink to regular text

4.8  Using Action Button to create link
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4.1

Note :

4.2

Introduction :

In Microsoft PowerPoint a hyperlink is a connection from a slide to another
slide, a custom show, a Web page, or a file. The hyperlink itself can be
text or an object such as a picture, graph, shape, or WordArt. An action
button is a ready-made button that you can insert into your presentation
and define hyperlinks for.

¢ Hyperlink
¢ Action button

If the link is to another siide, tire destination slide is displayed in the
PowerPoint presentation. If the link is to a Web page, neiwork location,
or different type of filg, the destinationn page or file is displayed in the
appropriate apgiicauon or in a Wert browser like Internet Explorer or
Netscape Navigator.

e In Power Point, hyperlinks becorie active when you run your presen-
tation, not when you are creating it.

e When you point to a nyperlink, the pointer becomes a hand, indi-
cating that it is something you can click. Text that represents a hyperlink
Is displayed underlined and in a color that coordinates with your
color scheme

Inserting Links using Text
1. Select the text or picture you want to display as the hyperlink.

2. Click Insert Hyperlink on the Standard toolbar or choose Hyperlink

Option %%, | from the insert menu. Under Link to, click Existing File

or Web Page
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\Translation &4 Processing

software
Application Programming Link

Figure 4.1 Selecting test for creating link

B i e NN

Link to: Text tr display: [& ScroenTip,..

(7] tookin: [ Khushbookl |
Exist ng File ar ‘ J J J
“Web age |"4! A Jourr 2y Throue!s Programming Language Generations Baokmark. ..

B Abhihek_Khar elwal_Resume
l?—‘:k Fizctronic [ 4ta Interchange
| Khushbr . Final

F'ace in This : C "
L Jcument Lrowsed @4 Startig Ms L
Pajes !ﬁ * udent_Information e
) [#] Stu.'ent_Result —
@ ol [wrddacume ¢.doc
ngiai_"\-"lﬁ:v Réﬁzgt Mate: Cusom ScreenTips are supparted in Microsoft
" Interne. Explarer version 4.0 of later.
<

Cancel

E-mai Address

N

Figure 4.2 Selecting the file to be linked

Do one of the following:

= |If you know the address you want to link to, type it into the Address
box or else.

= Click one of the locations under Look in, and then locate and select
the link you want.
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Note :

4.3

1. To assign a ScreenTip to be displayed when you rest the mouse
over the hyperlink, click ScreenTip and then type the text you want.

2. Click on Ok Button

1. ScreenTip is displayed when you rest the mouse over the hyperlink.

2. The file to be linked can be a word dccument , Ms-Excel Sheet another
Power Point Presentation or any other file. The screen Tip appears at
the time of Slide Show View.

Inserting Links in the Same show

1. To link to a place in the current accument, you can use bookmarks
2. In the current document, do one of the following:

3. Select the text or object you want to represent the hyperlink.

4

On the Standard toolvar, click !nsert Hyperlink. Under Link to,
click Existing File or a Web Page

ook NN

Link to: 1 =k bo display: | < <Selection in Documer’.>> ScreenTip, .,
Look in: ||_|J khushbookl j @ ﬂ
Existing File or %
Web Page E’ A Journey Through Programming Language Generations
i{lﬁ‘;t E‘ Abhishel_Khandelwal_Resume
o Pa Electronic Data Interchange
Fizce in This |"_3 RN seicct Place in Document
Docun,=nk Bro.vsed Ih_Ei Starting M5
Pages E. Student_Infq Select an existing place in the document:
2] student_Res| [ side Titles
Create New Recent -1, Slide 1
Document Files -2, Slide 2
-3, Slide 3
Address: Electronic Data I ide: 4
E-mail Address -
- 7, Slide 7
Llnk sc -8, Slide 8
-9, Slide 9
--10, Slide 10
- 11, Slide 11
- 12, 5lide 12
- 13, 5lide 13
- 14, Slide 14

OK | Cancel

Figure 4.3 Selecting the slide to be linked
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5. In the list, select the bookmark you want to link to. (Slide 5)
4.4 Creating Links using Object

1. Select the text or object you want to use as hyperlink.

2. On the Standard toolbar click on the hyperlink icon ,or click Insert
Hyperlink option from Insert menu..

3. Under Link to, click Place in This Document.

meermperie N N NN\ T X
N\ _ \
Link to: Texk to display: I::::Selectil:un in Document == . ScreenTig.. . |

Select a place in this documek; Side preview;
Existing File or | 51- Slide Titles 4 |
Web Page -1, Slide 1
- 2, Slide 7
-3, Slide 3 "-_]
Place in This -, Slide & ‘ [ INTERMET NRACE PR OVIDERS
Dl:ll:leErlt “ : ;‘.I-;.::;Lll.':rélj'l-ﬂ"‘."I:.-’.T‘I:".' FROTOL .
- 6, Slide & ; e
i) % Slide 7
Create Hew -, glide &
Docurnent .0, 5ide g
-0, Side 10 ‘
- 11, Slice 11 * . [ show and return
& \ Vs
£ mail Addres=s
(] 4 I Cancel

Figure 4 4 Selecting the slide to be linked using object
4. In the list, select the Slide you want to link to. (Slide 3)

Note :

e You can also copy and paste text as a hyperlink to achieve the same
effect. Copy the text you want to the Clipboard, click where you want
to insert the text, and then click Paste as Hyperlink on the Edit
menul.
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4.5

4.6

Note :

4.8

e You cannot drag and drop drawing objects, such as AutoShapes, to
create hyperlinks. Use the standard hyperlink procedure to create
hyperlinks for drawing objects.

e In (Figure 4.4) an object on the slide has been selected to insert an
hyper link

Change the Hyperlink destination

1. Right-click the hyperlink you want to change, and then click Edit
Hyperlink.

2. Enter a new destination adadrass for thie hiyperlink.
Change the display text of a Hyperlink
1. Select the hyperiink text.

2. Type the new text in the "Text to display" text Box.

You can also right-click the hypeilink, click Edit Hyperlink, and then
type new text into the Text tc display box.

Convert a Hyperlink to regular text
e Right-click the hyperlink, and then click Remove Hyperlink.
Use of Action Button to create links

Use action buttons when you want to include buttons with commonly
understood symbols for going to the next, previous, first, and last slides.
PowerPoint also has action buttons for playing movies or sounds. Action
buttons are most commonly used for self-running presentations — for
example, at a booth or Kkiosk.
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Insert an action button

4.8.1 Insert an action button on a single slide
1. Select the slide you want to place a button on.

2. From the Slide Show menu, click on to Action Buttons, and then
select the button you want — for examnle, Home, Back or Previous,
Forward or Next, Beginning, End, ci Return

P File Edt Wew Insert Format Tools | Side Show | Window  Help

DEeden Sy | B iew Show F5

=
: TimesMew Roman = 24 - B

na ey Bl T - 3,
A & EDESIQH "\:IN v Slide |

Set Up Shaov. ...
Rehear-.e Timings
Record Mar,ation..

Online Broadcas!

|_ Actlon Buttons
Action Seftings...

EE  Animstion Schemes...

@% Custom Animation...

[Z3 Slide Trar.sition
Hidr Slicke

Custom Showes

».I_ 4 |

Figure 4.5 Inserting Action Button

3. Click on the Action Button

4. Click on the Slide, take the mouse pointer where you want to place
the action button and drag the Mouse, the home action button will
appear.

Action Button to go on the first slide (Home)
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Action Settings

Mouse Click | Mouse Cver

Action on click,

" Mone
% Hyperlink bo:

First: Slide ;|

¢ [First Slide ™

Last slide

Last slide Wigwed D

End Shiow

Custom Show, .,

Slide. .. il
—

I

" Object ackion:

| |

[T Play sound: - - '
I[Nu:u Sound] ;l |

¥ Highlight ok I
I_ o I Cancel | ‘

Figure 4.6 Linkirg slide using Action Button

5. Maie cure that Hyperlink te is selected.
6. Select the slide from thic drop down list to be hyperlinked.
insert an action button on every slide

If using one sitde master, you can insert an action button on the master
and the button is available throughout the presentation.

Note :

e |If you add action buttons to the title master, they will only be
displayed on slides with the title layout.

e To change the size of a button, drag the shape to the size you want. To
maintain the shape’s width-to-height ratio, hold down SHIFT as you
drag one of the corner sizing handles.
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Self-Assessment Question

1. Briefly explain the uses of Hyperlinks
2. Write the steps for creating links using text and objects
3. What is the significance of Action Buttons?

4. What is the use of screen tip?

LAB SESSION

e Open the existing power point presentation “MY FIRST POWER POINT
PRESENTATION

e Open slide 2 havirg the title “Conitents” in the normal view. Link the
topic “Lifferent tvpez of computer Peripheries” to slide number 3

e Place the action button “Home” on every slide and link it to slide 1

e Run your presentation in the slide show view and check whether the
hyper iinks created are working as required
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5

Custom Animation and Slide Transition

Objective :

v Discussing the concept of Slide Transition

v Explaining the ditferent types of animaticn which can
be applied to ithe object & text

Structure :

51 Introduction

ol
o

Slide Transition

o
w

Custom Animation
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5.1

5.2

5.2.1

5.2.3

Introduction

Custom Animation and Slide Transition are the unique feature of this
application. These two help in giving visual effects to various objects on
the slide and the slide itself.

Slide Transition

It adds or changes the special effect thac introduces a slide during slide
transition

Adding transitions betwezn slides

Add the same transition to all slides in a slide show presentation
1. On the Slide Shcw menu, click Slide Transition.

2. From the list, click the transition effect you want.

3. Click Apply te Aidl Siides.

Adding dirtferent tranzitions between slides

Repeat the following process for each slide you want to add a different
transition 19.

1. On the Siides tab in normal view, select the slides you want to add a
transition to.

2. On the Slide Show menu, click Slide Transition.
3. From the list, click the transition effect you want
4. The transition will be applied to the selected slide.

e Speed option is used to set the speed of the slide transition as
Slow, Fast or Medium.
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Sound option is used to apply a sound which can be heard at the
time of transmition.

Using the On Mouse click option the user has to click the mouse
for transacting between slides

Through automatically after a certain time is set after which the
slides change on their own.

pll Slide Transition - X
Apply to selected slides:
Uncower Right-Dowven o ﬂ
Uncowver Right-Uia
wWedge

wheel Clockwise, 1 Spoke

wheel Clockaise, 2 Spakes

wheet! Clockwise, 3 Spokes

wheel Clockwise, 4 Spokes

Wwheel Clockwise, & Spokes

e pown /N
“Wipe: Left

wWipe Righk

W'ipe Up

LF{andn:-m Transition
-

MMuadify Eransition

Speed: |SI-:|I.-'-.I | ""l

Sound: |Hammer | ""l

I+ Loop until next sound
Ao~aonce slide
I+ on mouse click
™ automatically after

| =
d | apply ta Al Slides |
: | » Play | [ED side show |
3 W AutoPreview

Figure 5.1 Slide Transition dialog box
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5.3 Custom Animation

Animate is to add a special visual or sound effect to text or an object. For
example, you can have your text bullet points fly in from the left, one word
at a time, or hear the sound of applause when a picture is uncovered.

5.3.1 Animating Text and Objects
Open the presentation you want to add an:mation

Apply a preset animation scheme

1. If you only want to apply tire animatich scheme (animation scheme:
Adds preset visual effecis to text on slides. Rangirig from subtle to
exciting, each schzme usually includes an effeci for tne slide title and
an effect that s applied to bullets or paragraphs on a slide.) to a few
slides, click thz Slides tah, and seiect the slides you want.

2. On the Sliae Show inenu, click Animation Schemes.

3. Inthe Slide Design, under Apply to selected slides, click an anima-
tion scheme in the list.

4. If you want to apply the scheme to all slides, click the Apply to All
Slides button.

Apply a Cuctom Animation
1. Create a slide as shown in (Fig 5.2)
2. You are required to put any image in center as in the slide

3. Make three different text boxes and enter any data to them of your
choice place all these object in the same manner as they are placed
in the (Fig 5.2)that will help you to understand the concept of ani-
mation clearly
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4.

5.

6.

% Collect the informati

% Format into a fixed

% Pass this file to

#APPLICATION LINK TO THE

| # Access internal’
applications .
| % Accept Kev— [|

Read validate
nd Interpret
received

from the above

Length File

the EDI translator

Document

Figure 5.2 A Siide

In normai vizw, displav the slide.
Select the first text box which you placed on the slide
On the Slide Show menu, click Custom Animation

If you want to maka the text or object enter the slide show presen-

tation with an effect, point to Entrance. | =

S Snkrance Pl Ek 1. Blinds
.3 Emh;sis ¥ | Ey 2 Box

= Exit ¥ | Z 3. Checkerboard
77 MotionPaths v |3k 4. Diamond
% Object Actions » | ¥ 5. FlyIn
m More Effects. .,

Figure 5.3 Entrance Effects
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7. Choose an Entrance option for the First text box then click and
from the start option choose After Previous an effect. Set the speed
as medium

If you want to add an effect to text or an object that is on the slide,

point to Emphasis and then click an effect ==

8. Choose an Emphasis option for the first text box and then click
an effect,from the Start option choose After Previous.Set the
speed as Medium

If you want to add an eifect to text or an object that makes it leave
the slide at same point, point to &xit and then click an effect.

9. Now choose an Exit effect for the text box ,from the Start option
choose COn Ciick.Set the sneed as Very Fast

v £ Entrance 3
= Emphasis 3
Exit b

“. 1. Diagonal Down Right ﬁ{' Mation Paths  »
| ° 2. Diagonal Up Right i

Object Actions  »

[}

. Do

— 4, Left

I
11

. Right

I

Up

) Draw Cusktom Path 3

More Mokion Paths. ..
B

Figure 5.4 Motion Paths
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If you want to change, the location of a picture at the time of

slide show point to Motion Path E} and choose the required.

10. Select the image which you have placed in the center and choose a
motion path “Up” for it and from the Start option choose With
Previous.Set the speed as Fast.

Now perform the following steps for applying effects to the Second text
box.

1. Choose an Entrance option for the Second text box,from the Start
option choose On Click.Set the speea a5 Very Fast.

2. Choose an Exit effect for Second text box, from tne Start option
chooseWith Previous.Set the speed as Very i-ast.

3. Select the image which you have nlaced in the center and choose a
Motion Path “Left” for it, from the Start option choose With
Previous.Set the spezd 25 Medium

Perform the following steps for applying effects to the Third text box.

1. Choosa an Entrance cption for the Third text box,from the Start
option choose On Click.Set the speed as Very Fast.

2. Now choose an Exit effect for Third text box, from the Start option
choose Aiter Previous.Set the speed as Very Fast.

Note:

The effects appear in the Custom Animation list (Custom Animation list:
The list of animation sequences for a slide. Items are listed in the order
they are added, and include icons that indicate timing in relation to other
animation events.), top to bottom, in the order you apply them.

The animated items are noted on the slide by a non-printing numbered tag
that correlates to the effects in the list. This tag does not show up in
the slide show view
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If you preview animations for a slide using the Play button on the Custom
Animation, you do not need to click to trigger any animation sequences

Self Assessment Question

J <R Custom Animation

|§s§ hange v| |’{_{3 Remowe |

Modify: Ease In

Stark: | With Previous
FPropertsy: Spead:
| | _-I i.Medium
i n} % Rectangle 2:  Access inkernal E‘EEEEEEHF .ﬂ.ccgpt pey — Enkters
1-H 'hr* Rectangle 2: Access inbzrnal applications Accept Kew — Enkters
|  object 16
*ﬂ*’ Rectangle 3: Collect the irformabion From Ehe abowe Foemat inko a
z~8 ¥ Rectangle 3: “ollect the information  from the abowe Format inko a
— Ohject 16 FF
*ﬂ' Rectapgle 4: Conwerts bEhe received File irto standard EDI data
3-H '*5;,, Rectangie 4: Conwvercs the received Fle inko standard EDCI data

Figure 5.5 Custom animaticn Task Pane

1. Define slide transition

2. \Write the steps for applying custom animation to the various objects
and text on a slide

LAB SESSION :

® Apply a different transaction to all the slides of the presentation”My
First Presentation”

® Apply custom animation to the objects and text on the side of the
presentation” My First Presentation".
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6

Inserting Sound

Objective :

v Discussing the ways to insert audio and videe.

v Explaining the method of adding Narration

Structure :
6.1  Introduction
6.2 Inserting Sound
6.3  Animation Souird
6.4  Inserting Video to a slide
85 Animation Video
6.6 Reccrding a Sound or a Voice Narration
6.7 Recording a Voice narration
6.8  Pausing or Stopping Voice Narration during recording
6.9 Recording Sound on a single slide

6.10 Deleting Sound & Narration from a slide
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6.1 Introduction

Power Point facilities inserting of sound to are slides we can record are
own narration for explanition and even a video clip

6.2 INSERTING SOUND

1. Select Insert menu.

2. Under the Insert Menu, click Maovies and Sound as highlighted
below.

[£] Microsoft PowerPoint - [Electronic Data Interchange] _- = |E| 5'

E File Edt Wiew | Insert | Format Tools  Slide Show  indow  Help Ty e a question For help [=) 3¢

02 g || D tewside bl
Duplicate Slide

i Ml 73 - .
- Times New Roman = A - A Desig. SMew Slide _

Slides Slide: Mumber

Date and Time. ..
Picture
¢ Diagram...
Text Bowx
Movies and Sounds_b—l Mavie From Clip Organizer..,
g Chart,., Mavie From File. ..
[ Teble... Sound from Clip Or yanizer...

n Souy, from F'z,..

Play €D #udio Tracl...

Re~ord Sound

Click to add notes

[l

=

EHaz= < 1+
EDBW'@ Autoshapes > . w [ O E] 4l o8 [T 2-L-A-E=c8Ba.

Slide 12 of 12 Default Design English {L1.5.3

i Startl J @ ankitk - Microsaft Word I Microsoft PowerPoint ... J @ | @Q, - @ (})) 10:32 AM

Figure 6.1 Inserting Sound

3. The Movies and Sounds submenu should appear.

4. Click Sound from File as highlighted in the (Figure 6.2)
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5. The Insert Sound screen appears. If you are not already in the Media
folder,

6. Click the down arrow button which is located to right of the Look in
text box.

e
Lock in: ||_|.l viden 1 ﬂ F & X 5 E - Toos-

iﬂ 05 Dear Ben

&

My Docurnents

Favarites

File naine: [ ﬂ fol'4 |
Files of tyoe: |5.:,._,,-,.:| Files j Cancel

Figure 5.2 Choosing thr sound file to be inserted

7. In the C drive, go to the Windows directory and click the Media
folder. The screen should look like the one displayed above.(the path
in your computer may be different .)

8. There are two different ways to select a file. You may double-click
start.wav or you may type the name in the box next to file name and
click OK. You can tell that start.wav is a sound file because it ends
with .wav.
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9. After you have double- clicked start.wav, a sound icon E@ﬁ

should appear in the center of your screen.

6.3 ANIMATING SOUND

1. Click on the Sound icon. Continue to hold the mouse button right
corner of the screen. Now, the icon is not blocking any words or

graphics.

4 % Custom Animation + X

&%  Change j if_{& Rermoys |

Modify: Play
Skart: @ #fter Previons -
=
Property: Speed:
|/ | N
L N |4
1] "" lmgo_edi
* Shape 1
N THANKS

= 05 Dear den.mp3 E|

EI Re-Order EI

> Py | (B

Slide Show

ﬂ(@a ¥ AutoPreview

Figure 6.3 Animating Sound
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Click the sound icon using the right mouse button .Click Custom
Animation.

This option will allow you to move the sound object from its present
location. in the animation order list to the location of your choice by
moving it up and down using “Up and Down arrows”.

Once you are finished, click OK.

6.4 Inserting video to a slide

1.
2.

In the Main Menu, click Insert
Under the Insert menu click Movies and Sounds

The Movies and Souinds sub menu should agnear. Ciick Movies from
Files.

The Insert Movie Screen appears..

Seaich and Select a movie file by clicking on its name then press
on Ok Button.

After you selecteua the mevie icon should appear in the center of your
screen.

. Yau can double-click the movie icon to see the movie.

6.5 Animating Viceo

1.

Click on the Video Icon. Continue to hold the mouse button down and
drag the icon to the top right corner of the screen. Now, the icon is not
blocking any words or graphics.

Click the video icon using the right mouse button. Click on Custom
Animation.

The Custom Animation screen should appear.
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4. This option will allow you to move the sound object from its present
location. in the animation order list to the location of your choice by
moving it up and down using “Up and Down arrows”.

5. On the right side of the screen, click the box next to Hide while not
playing. This will hide the video icon at all times expect when the
computer is playing the video.

6.7 RECORDINGA SOUND OR AVOICE NARRATION

You can record a narration befare you run a slide show or you can record
it during the presentation. Yaou can also record separate sourids on selected
slides or objects

NOTE :

\oice narration takes precederice over all Gther sounds. If you are running
a slide show that includes both narration and other sounds, only the nar-
ration wil! be playeu

6.8 RECORD AVOICE NAKRATION

You need a microphone to record a voice narration.

The steps aie:

1. On the Slide Show menu, click Record Narration. A dialog box appears
showing the amount of free disk space and the number of minutes

you can record

2. If you are recording for the first time, click Set Microphone Level
and follow the directions to set your microphone level.
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3. Now do one of the following:

To insert the narration on your slides as an embedded object and to
begin recording, click Ok

Or

To insert the narration as a linked object, select the link narrations in
check box and then click Ok to begin recording.

4. Advance through the slide show &nd narration as you go

Nt T
—iCurrent recording qualiby _I:]K
Cuality: [unkitled] | G
Disk uze: 10 kb)second ‘ Zancel

Free disk space: 5433 MB (on DY)
Max record kime:  §613 punutes

J Set Microphone Level. .

Change Quality. .

~Tip i

recardig qualivy uses more disk space. Lavge parrations should be linked For betker

s Adiasy quality sethings ba achieve desired souiod quality and disk usage, Higher
@ perlarmance,

[ Lirknarrations in: D, dOwneriiee Docunrants) Browse, .,

Figure 6 .4 Record Sound dialog box

5. At the ena of the show, a message appears

To save the timings along with the narration, click Yes to save only the
narration, click No. a sound icon appears in the lower —right corner of
each slide that has narration.

NOTE:

When you run slide show, the narration will automatically play with the show.
To run slide show without narration, click Set Up show on the Slide show
menu and then select the Show without narration check box.
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6.9 PAUSING OR STOPPING VOICE NARRATION DURING
RECORDING

To stop voice narration during recording, right- click and then click
Pause Narration on the Shortcut menu. To resume recording, right-
click and then click Resume Narration

Mesk Mexk
S
Prewvious Drevious
=0 - L] -

Meeting Minder. .. Mezging Mindar. ..

Speaker Mokes Srcaker Mokes

Fointer Opkions (8 Fointer Options 2
Screen [ Screan S
Fause Marracior, | | EESLImE'Narratinn
Help Helo

- I Frd shrwa

Fiqure 6.5 Pop-Menu (o Pause and Resume narration

6.10 RECORDING SOUND ONA SINGLE SLIDE

You nzea a microphone (o record sound on a slide. The steps
are :

1. Display the slide to which you want to add a sound.

2. Choose insert- Movies and Sounds — Record Sound
3. The Record Sound dialog box appears.

4. To record the sound, Click Record

5. When you have finished recording, Click stop

6. In the Name box, type a name for the sound and then click OK.
A sound icon appears on the slide
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Mame: IFLEu:u:m:Ie::I Sound Ik I
Tokal sound length: 0

i—ancel |

>[[=] o]

Figure6 .6 Record Sound dialog box

6.11 DELETING VOICE NARRATION OR SOUND FROM A SLIDE

To delete voice narration or sound from a slide, select the sound icon
and then press Delete. Repeat sieps for each slide for which you want
to delete the narration or sound.

SELF ASSESSMENT QUESTION

1 Mention the two aifferent ways by which you can add sound to your
presentaticn

2 Wiite the stens to add a video clip to your presentation

LAB SESSION :

® Record voice narration your presentation.”My First Power Point
Presentation”

® Add a video clip to your presentation "My First Power Point Pre-
sentation”
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Power Point Wizards and Templates

Objective :

v Discuss the steps for Creafing Power Fuint Bresentation using
Wizards and Templates

v Explain the Concert of Slide Master and Custors Shows.

Structure :

7.1  introduction

7.2 Auto Content Wizard
7.2 Deasign Template

7.4  Custora Show

7.5 Slide Show

7.6 Printing Slides.
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Power Point Wizards and Templates Unit 7

7.1 Introduction

Both Templates and wizard provide a very easy way to apply backgrounds
to the slide giving them a very attractive look

7.2 CREATINGAPRESENTATIONWITHAUTO CONTENT
WIZARD

To create a presentation with the help of Auto Content Wizard, follow the
steps ahead -

1. Click From Auto Conterit Wizard button under New in the New
Presentation task pane. On the screen. Select the Auto Content Wiz-
ard and click OK.

2. After this Autc Centent Wizard aialog nox as in opens. Click the next
button agaii.

21|

The SukoCortent \Wizard gets vou skarked by

providing imeas and an organization For your
presentation,

@ | ancel = Back Mext = Finish |

Figure 7.1 Auto Content Wizard
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3. Select the type of presentation you want to create, for example, gen-
eral and select the topic like Recommending a Strategy

4. Click the next button.

AutoContent Wizard - [Generic] 1%
Skart
= 1 |Recommending a Strateqy
Presentation bype Gengral Carm.ricating Bad News
raining
Presertatin _orporate J Br s ]gtnrming fEssiln
— 5 |Certificate
Prajects
Presentatio —_—
Sal=s | Matketing
r" —
. Carnegie "oach
3 AutoContent Wizard o T

Press a category button far the type Add... | Remave |
af presentation you're going 40 give ‘
and then select the presontation that
best fits your neads. vou van add A
ane of your own presentations by @J A < Back T Firich
thoasing a cateqary and then I\
nressinn A,

Figure 7.2 Selecting the type of presentation from the auto content wizard

5. Specify the mode of output for your presentation .Different options
are as foilows:

e  On- Screen Presentation

e Web Presentation

e Black and White overheads
e Color overheads

e 35 mm Slides
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Unit 7

Start
Presentation type
Presentation style

Presentation options

Finish

g

AutoContent Wizard - [Genetic]

What kype of output will wou use?
(¥ (n-screen presentation

(" Web presentation

(" Black and white overheads
(" Color overheads

(" 35mm slides

2

/5 N N\ |

Cancel ‘ < Back J| Mext =

Finish ‘

Figure 7.3 Selecting the Mode of output from Auto Content Wizard

e Select On- screen Presentation and click Next.

e The next diaiog box of wizard appears .Type title of the Pre-
sentation in the Presentation title text box. Type footer in
the F-ooter text box.

DATE LAST UPDATED - This option is used to display Last
Updated Date in the slides.

SLIDE NUMBER- To display the serial no.of slide select the
check box.

6. Click the Next.

7. The final dialog box of the wizard appears. Click the Finish.

90

VEIS

Computer Education



Unit 7 Power Point Wizards and Templates
utoContent Wizard - [Generic] 2| =l
- Presentation title:
Skart |
Presentation type Items to include on each slide:
Presentation style Footer: |
¥ Date last updated
Presentation options
v Slide number
Finish
/N~ \\ |
@ Cancel ! < Back | Mext = Firsh
Figure 7.4 Specfyiing nresentation title in the dialog cox
2%

Finish

AutoContent Wizard

Those are all the answers the wizard needs
to create your presentation!
Choose Finish to view the document,

O

‘ Finish |

Cancel | < Back |

Figure 7.5 The Final Dialog Box of Auto Content Wizard

7.3 CREATE APRESENTATION USING A DESIGN TEMPLATE

1. Click from Design Template under New in the New Presentation
task pane. After that Slide Design task pane appears as on one in (Fig

7.6)]
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a1 ¥ Slide Design b

Design Templates
==z Color Schemes
[ Animation Schemes

Apply a design template:

Used in This Presentation el

L A A —

ll [, rnwse...
Figure 7.6 Slide Design Task Pane

2. In the Slide Design task pane, click a design template that you’d like
to apply

3. If you want to keep to the default title layout for the first slide, start
working on the slide
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Power Point Wizards and Templates

Eile Edit Wiew Insert Format  ools  tlide Sho

=== é@imqagﬂnvn IﬂD':E%| 1% A0 i W es™

- arial

S ourne ¥ sliacs X

EEASEN | I3}
EDaw -lntshp

If you want a different layout for
the first slide, click Format and
select Slide Layout after select-
ing that Slide

Layout task pane appears. Click the
layout you want

To insert a new slide, click New
Slide on the standard toolbar, anc
click the layout you want for the
slide.

To apply an additional design tem-
plate select the drop down arrow
and point to dzsig: template.

Select the required design Tem-
plate.

P =T TIF L= -y Y EITTH . —

Apply slide layout:

Text Layouts 1=l
N
N
R
Conktent Layouks
| bl €E
=zt I O | M [ = e
G =y |||l @eTs
|| = | i—
B3| [ES| ) [ﬂs‘:a ES
o = | [
o=
a2 [ 52
o Toxt and Content Layouts
= ’Fg‘ B2 (B2 [z 2=
||-M o ol! - -

: [“ Show when inserting new slides

Figure 7.7 Slide Layout Dialog Box

= |

Type a question For help = 22

==,

= @ % slide Design - x
Design Templates

M4

N OO E 4

slide 2 of 2

Click to add notes

Ba
Bl
@
Js.
>

-==maaa.

English {L1.5.}

[ 1]

(== ]

Figure 7.8 Slide after applying Design Template
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Power Point Wizards and Templates Unit 7

7.3.1 OPENING THE SLIDE MASTER
Choose View Menu - Master- Slide master

Formatting of the slide master can be done as you format any other text.
You can add any graphics text etc.

’L_?m F‘A E| Cloze Master Wiew

Inzert Mewy Tnla

Figure 7.9 Slide Master

Title Master — By using title master in Power point slide, you can apply
it to slides in your presentation. It uses the title slide layout. You can use
it, when you wish to give same format to your title. You can create this
slide different form the other slides of yourpresentation

e Choose View Menu - Master- Slide Master

e Slide Master view toolbar — Insert new Title Master

94
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You can format the title and subtitle text boxes as your title.

You can add any graphics, media clips or background patterns or color you
like.

7.3.2 HANDOUT MASTER

With the help of handout master your audience can easily follow your
presentation. The handouts master works just like the slide master but
instead of slides, it lets you print forrnated handouts

7.3.3 OPENING THE Handout MASTER

e Choose View Menu - Master- Handout Master

[&] Microsoft PowerPoint - [Electroinc_Data_Ink: change] m_

§ File Edit Wiew Insert Format  Tools  Slide Show  Window  Help
DEEAR|SRAY|SBRRS | o-c- (DB |IE%E B 5 18
E = |§E = |AA & | *;E EE & - | [ Design 4] Mew Slide o

- Times New Roman - 24 v| B F U 3

” : : odateHmes
jl : Date Area
= | B ! Close Mas’.er Viey, |

Show positioning of 4-per-L = Je handouts

Mumber Area
e

BET 1
iptaw~ [y | sutostepes - . W DO Bl dl:2 B & - SF-A- === 8B @ -

Figure 7.10 Handout Master
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7.3.4

For printing handout you can choose many different layouts from the
print dialog box. Power point has preview options, which helps you to
design handouts perfectly. You can also use handout master toolbar, The
boxes in the main body of the Handout Masters represent images of slides.

e Handout Master view include

Print layout includes — 2 slide per page 3 slide per page — so on
up to nine slide per page or no siides ber page-only the outline.

e You want to make any other changes- you do-like-if you want to add
text, graphics background etc. — will apnzar on every handouts.

e When you finished witih the formatting — click close on the Master
Toolbar.

To print Hand cut - choose file- Print and then Choose Handouts from
print what list box in the print dialog bex after finishing within the
options -- click- OK

NOTES MASTER

Note master the most mare useful feature; it can be used to provide
additional information about individual slides. Notes master page contains
image of an individual guide with a text area underneath. You can enter
notes in normal view in the notes pane directly under the slide view pane.
Notes master enakles you to set default format for the text you enter into
notes, relocate o/ change the size of slide image that appears on each
notes page and add any other graphics fills or background, you want.

e Choose View Menu - Master- Notes Master
e A small box appears at top of Notes Master.
e You can change the size and format the text, the way you want.

e Add any graphics if you want to appear on all notes pages with
borders, fills or backgrounds.
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deader: date d fme:
........................................ Date Ares
Hotes Master View
E Close hMaster Wiew
! Clickto edit Metertotstgles :
Secorud lewel
Thiird laral :
Fonartt larel
Fiith lewel
___________________________________________________________ Motes Body Area
"""""""""""""" Footer Area’ T Number Area

Figure 7.11 Notes Master

e |f you have finished click close on the master toolbar.

e Print your notes pages by choosing File- Print and after that
notes pages from the print what list box in the print dialog box.

7.4 Custom Show

It is a presentation within a presentation. When you create a custom
show, you group slides in an existing presentation so you can show that
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section of the presentation to a particular audience. For example 3/4 within
a presentation for both students and teacher, and the remaining 1/4 only
for teacher you might create one custom show having just half of it
for the Managment.

2]

Custom shows: Mew, ., I
=rlies,
REnOE
e|ef
Close _i S

Fiqure 7.12 Custom Show Dialog Box

Siide shaow name: iCustu:um Shiow 1

Slines in precenkation: Slides in cuskom show;

, Slide 1 1. Slide 3
. Weaklew Experices 2. Slide 4

. Slide 3

Slide 4 Add > | 4

, Slide &
. Slide & Remove | . 4
, Slide 7

ISRl -Fe Lo Ny

5] | Zancel |

Figure 7.13 Customizing Shows
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7.5 SHOWING SLIDES
1. Open the file you want to show
2. Click Slide Show and select View Show. Or, prees F5

3. To end the show right click on the screen and from the pop-up menu
Click End Show.

Figure 7.14 Slide in slide view

7.6 PRINTING SLIDES

Click File and select Print. Or Click Print icon on the standard toolbar.
Or, press Ctrl and P together from the keyboard.

Select slides from Print what. Click the radio button of Current slide in
Print range section to print current slide print a specific slide, type the
slide serial no. in the Slides text box.
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To print more than one copy of slides, select the number of copies from
Number of copies scroll box.

Click OK
print 2
—Prinker
Mame:  |HP Deskjet D2300 series >|  Properties |
Skatus; Idle ——
Type: HF Deskjet 02300 series Find Prinker. .. |
Where: |JSBO01
Camrment: [ Print to file
—Prink range N [ Copies N
o Al  Current slide  © Selection | | Miuper of copies:
€ Custam Show; I j 5
i~ slides: I ’_Ll_il "‘-Ll__"j
Enter slide numbers srdfor slide ranges, Sor examp'e, Elil I::lz
pu |
1,3,5-17
v Callate
1
Print what: Hamdnuks
ISH':IES j ’7€ild85 LER pane; IE 'I %
i (357 EREEEEIN , ‘ Oraery & Horizontal € Werticall | [5][F
!Z:ulnr d
[ 5cale ta fit naper I | Prink hidden slides
[ Frame sdes
[~ Inch.de cozament pages
Pre wigw J (] 4 I Zancel

Figure 7.15 Print Dialog Box

Self Assessement (Questions

1 Explain the concepts of master in detail

2 Write the steps of creating a presentation using auto content wizard
LAB SESSION :

Using the slide master insert a object like a picture on your slide

Insert slide number on every slide
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