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Achieving a better future by individual students and their families, communities or the nation
as a whole, depends on the kind of curriculum and the way it is delivered.

This course is a part of the new Flexible, Open and Distance Education curriculum. The
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the knowledge, skills, attitudes and values that students should achieve.

This is a provision by Flexible, Open and Distance Education as an alternative pathway of
formal education.

The course promotes Papua New Guinea values and beliefs which are found in our
Constitution, Government Policies and Reports. It is developed in line with the National
Education Plan (2005 -2014) and addresses an increase in the number of school leavers
affected by the lack of access into secondary and higher educational institutions.

Flexible, Open and Distance Education curriculum is guided by the Department of
Education’s Mission which is fivefold:

To facilitate and promote the integral development of every individual

To develop and encourage an education system satisfies the requirements of Papua New
Guinea and its people

To establish, preserve and improve standards of education throughout Papua New Guinea
To make the benefits of such education available as widely as possible to all of the people

To make the education accessible to the poor and physically, mentally and socially
handicapped as well as to those who are educationally disadvantaged.

The college is enhanced to provide alternative and comparable pathways for students and
adults to complete their education through a one system, many pathways and same
outcomes.

It is our vision that Papua New Guineans‘ harness all appropriate and affordable
technologies to pursue this program.

| commend all those teachers, curriculum writers, university lecturers and many others who
have contributed in developing this course.

UKE KOMBRA, PhD
Secretary for Education
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UNIT INTRODUCTION

Unit 3 is Presentation Graphics where you will learn about the basic concepts of
PowerPoint Presentation. The Unit consists of the following four Topics which will help you
understand what a computer is.

Topic 1: Designing an Electronic Presentation
Topic 2: Adding Basics to Preesentation
Topic 3: Enhancing Presentation

Topic 4: Printing and Saving

By the end of this Unit, you will be able to use a presentation graphics application, design
and create graphic presentations for a range of purposes, use ethical practices when
dealing with information and computer technology. This understanding of the fundamentals
of PowerPoint will enable you to move a step higher in gaining the necessary knowledge,
skills and attributes in computing.
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STUDY GUIDE

Below are the steps to guide you in your course study.

Step 1:

Step 2:

Step 3:

Step 4:
Step 5:

Read each lesson in the Unit Book carefully. In most cases, reading
through a lesson once is not enough. It helps to read something over
several times until you understand it. You are not expected to
memorise the information in the Unit Book. You should use it as a
reference and to learn from the examples given to illustrate important
points.

After reading the summary of the lesson, start doing the Practice
Exercise. You must do only one practice exercise at a time. Then mark
it according to the following instruction.

CHECK YOUR ANSWERS AT THE END OF TOPIC 1.

After marking your answers, go back to the lesson and correct any
mistakes you may have made. Then move on to the next lesson.

After completing all the Practice Exercises, do Assignment 1.

Now send the completed Assignment booklet to your FODE Provincial
Centre for marking.

Follow all these steps 1 - 5 when completing all Unit Books.

Be honest with yourself when you are doing and marking your Practice Exercises as well
as completing your Assignment Booklets.

This Unit has a separate assignment booklet for you to use. The information at the end of
the last lesson in every Topic will let you know what to do with the assignment exercises.
Whenever you need help and advice, contact your tutor or your Provincial Coordinator for
assistance. If you are in the NCD or Central Province, we are available on Mondays to
Fridays. You can call in anytime between 8 a.m. and 4 p.m. We would be glad to help you.
The following icons are used in each Lesson in this Unit. Icons are the symbols used in this
book to indicate the parts of your lessons. The following are the meanings of these icons.

Whenever you need help and advice, contact your tutor in the Information Technology
Department at FODE.

We hope you enjoy learning this course. All the best!

Your Tutor

Information Technology Department, FODE
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TOPIC 1

DESIGN AN ELECTRONIC PRESENTATION

Lesson 1: Planning the Concept of a Presentation
Lesson 2: Creating a Presentation Story Board

Lesson 3: Customising Toolbars and Menus of a
Microsoft PowerPoint Presentation

Lesson 4: Creating an Outline for a Presentation
Lesson 5: Saving a Presentation

Lesson 6: Viewing a Presentation
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TOPIC 1: DESIGNING AN ELECTRONIC PRESENTATION

In this topic, you will learn the basic concepts of PowerPoint. The Topic is designed to
familiarise you with the terminologies and icons used in PowerPoint. It also aims for you to
gain basic understanding of creating a PowerPoint Presentation.

In the previous units you have studied the Computer Basics, and the Introduction to Word
Processing. In this unit, you will be studying how to create a PowerPoint Presentation, and
the importance and uses of PowerPoint.

In this topic, you will study about the following:

Lesson 1 is all about the definition of PowerPoint. You will be introduced to the PowerPoint
Screen and be familiar with the function of each element.

Lesson 2 is all about creating a Presentation Story Board. You will learn how to prepare
your presentation using the Story Board technique.

Lesson 3 is all about the Menus and Toolbars. You will learn the use and location of Menu
and the Toolbars.

Lesson 4 is all about Creating an Outline for a Presentation. You will learn the proper way
of outlining the topic for your presentation.

Lesson 5 is all about Saving a Presentation. You will learn the proper way of saving a
presentation.

Lesson 6 is all about Viewing a Presentation. You will learn the different ways of viewing a
presentation.
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Lesson 1: Planning the Concept of a Presentation
e Welcome to Lesson 1 of Unit 3. In the previous Unit you learnt how to
7 create and modify documents using Microsoft Word.

v
| 4
' jf{,f@ In this lesson, we are going to learn another application called
\ N4 Powerpoint. You will be asked to explain the meaning of powerpoint. You
- will also learn the short history of PowerPoint Presentation. Later in the
lesson, you will discuss the purpose of PowerPoint Presentation and
enumerate the steps in planning the concept of a PowerPoint
Presentation.

Your Aims:
@ e define PowerPoint Presentation
‘ e plan the concept of a Power Point Presentation

Let us now start our topic, firstly let us look at the definition of PowerPoint and then learn
about its origin.

PowerPoint is a presentation program developed by Microsoft. It is | P."-'_i

included in the standard Office suite along with Microsoft Word The PowerPoint Logo
and Excel.

PowerPoint is often used to create business presentations, but can also be used for
educational or informal purposes as well as a presentation is made up of slides (see picture
of a slide on the next page), which may contain text, images, and other media, such as
audio clips and movies. Sound effects and animated transitions can also be included to add
extra appeal to the presentation.

Before we move on, let us look back and see how PowerPoint has come to start. Did you
know that before Powerpoint came along, anyone who wanted a visual aid for their
presentation would have to spend a lot of time writing on a board?

It was Bob Gaskins and Dennis Austin from the University of California-Berkeley who
developed the first version of PowerPoint in the year 1984 and it was called Presenter; it
was later improved by Microsoft and renamed as MS PowerPoint.

Starting the PowerPoint Program

Now that we have learnt a little about the background of PowerPoint let us now try to start
the program. The following steps are recommended for beginners. Keep on reading and
following. Do not skip any page or part of the lesson.

1. On your desktop, click the Start button to display the start menu.


http://www.techterms.com/definition/excel
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Start

2. Point your mouse pointer to All Programs and browse to

Desktop

10
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3. You have done it, if you have followed the instructions well, you will see the
PowerPoint screen just like the one below. If you got lost, you can go back to Step 1
and start over again.

Hp- R ——a =]

Click to add title

The PowerPoint Screen with one slide

/ Activity 1: Write a brief explanation on the following questions.

1. Seeing the PowerPoint screen for the very first time, can you identify some
differences between POwerpoint and Microsoft Word which you covered in in Unit 2.

2. If PowerPoint was never invented, how do you think the people of today would create
their presentation? Give at least two examples.

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Parts of the PowerPoint Screen

On the earlier part of this lesson you learnt to open the PowerPoint program for the very
first time and saw what it looked like. Now, we are going to identify the different parts that
make up the PowerPoint program window.
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These are the parts of the PowerPoint Screen. Study them.

m— =
Bl ?-8 Gl Prscatiations - Mokt FousPaint
o mri | Dogs  Trembn e . T —- =

Click to add title

Click to add rates
Trevet- | 52 \

- Title Bar
| | Ribbon Bar IE

Quick Access Outline/Slides Notes Pane Task Pane
Toolbar Pane Status Bar

The PowerPoint Screen and its Parts

The figure displays the different parts of a powerpoint screen. Let us identify, and describe
the functions of each part.

1.

Title Bar - displays the presentation‘s name followed by a program name.

. Ribbon Bar - contains a list of options to work with and or customise presentationts.

2
3.
4

Quick Access Toolbar - contains shortcut buttons for the most popular commands.

. Outline/Slides Pane - is located on the left side of the screen. Click on the tabs to

view an outline or a slide of your presentation. The tabs render differently based on
the size of the pane.

Status bar - shows the current slide number and position of the insertion point in the
document

Task Pane - located on the right side of the PowerPoint window, this pane allows
you to select tasks in different categories and allows you to quickly enhance your
slides in a few steps. It provides quick access to the most common actions and
features in PowerPoint.

. Slide - is a single page of a presentation. This is where all the presentation objects

are placed when creating a presentation.
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8. Notes Pane - appears at the bottom of the screen. Click on the notes pane to add,
edit, or delete notes that relate to each slide's content. The notes on this part can be
printed together with the presentation.

/ Activity 2:  Select the best response. Circle the letter of your answer.

1. Which of the following parts of the PowerPoint program window displays all slides in
the presentation as a miniature or as a small image?
A. slide pane
B. standard toolbar
C. slides tab
D. ribbons
2. Every slide in a presentation has a notes section, which contains:
A. space for speaker notes
B. slide image

C. both of the above

3. When you create a new, blank presentation, PowerPoint:
A. adds one slide to it with the Title Slide layout applied
B. allows you to select different layouts or formats
C. both of the above

4. A new slide can contain which of the following objects:
A. chart, table or movie.
B. chart, movie or formula.
C. movie, picture or function.
D. formula, function or picture.
5. In the PowerPoint window, what is the main area for adding slide content?

A. The notes pane.
B. The Slides tab, on the left of the PowerPoint screen.
C. The slide pane, in the middle of the PowerPoint screen.

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.
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Planning the Content of a Presentation

You are now becoming good in PowerPoint. At the start of this lesson you learned the
definition of PowerPoint, on the earlier topic we have identified the different parts of the
PowerPoint program window. In this part of the lesson we are going to learn how to plan a
presentation.

Planning is the most important step in creating a successful presentation.
Planning helps you decide on what text to put and the order in which the
information will be presented. Use the following steps as a guide in planning
the presentation.

1. Decide the Purpose of the Presentation
o Is this presentation about a product for a client?
o Is it a business presentation about the latest sales figures?
o Is it about a new idea you are introducing?

2. Find out the Presentation’s Audience
e your staff
e anew future client
e agroup of small children

3. Collect Your Information
« Remember the KISS principle (Keep It Simple Silly) when designing your
presentation.
e Focus on three or four main topic only
« Know everything about the topic so you are ready for questions after the
presentation.

4. Plan Out the Slides on Paper

e Make sure the slides emphasize the main points to be made in the
presentation.

« Try to have only one main idea on each slide.

o List no more than four points per slide.

5. Decide the Order Of Your Slides
« Although this can be changed later, having a rough idea of the order of your
topic points, will help you plan the order of your slides.

6. Create the Presentation
e When creating the slides, be consistent in your choice of background colours,
fonts, transitions, and animations.

Transitions are the animation-like effects that occur in Slide Show view when you move from one
slide to the next during a presentation.



http://presentationsoft.about.com/od/powerpointinbusiness/tp/bus_pres_tips.htm
http://presentationsoft.about.com/od/presentationtips/qt/110513-audience-analysis-for-presentations.htm
http://presentationsoft.about.com/od/powerpoint101/ss/background.htm
http://presentationsoft.about.com/od/powerpoint101/ss/change_font.htm
http://presentationsoft.about.com/od/t/g/transition.htm
http://presentationsoft.about.com/od/a/g/animation.htm
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/ Activity 3: Write a brief explanation about the question.

1. What do you think will happen to a presentation when there is no planning done?

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answer. Make sure you do the necessary corrections before moving on to the next part
of this lesson.

Summary

You now have come to the end of Lesson 1. In this lesson you have
learned the definition of PowerPoint. You also read a brief of PowerPoint
history and identified the parts that make up PowerPoint. Finally you
gained information on how to plan for a presentation.

NOW DO PRACTICE EXERCISE 1 ON THE NEXT PAGE
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Practice Exercise: 1

A. Identify the term that best matches the definition given. Write your answer on
the space provided before each item.

1. This is the part of the PowerPoint Program Window that shows
the Outline and Slide view of your presentation.

This helps you in arranging your presentation.
This lets you create presentations of any kind.

This is what you click on the desktop to see the Start Menu.

o > e

This is the part of the PowerPoint program window that shows
the title and subtitle of your presentation.

This was the original name of PowerPoint.

This part of the PowerPoint program window contains —Mrosoft
PowerPoint — [Presentation 1]” if the PowerPoint Presentation
has not yet been saved.

8. PowerPoint is part of this Microsoft Program Suite.

9. This is the pane that helps you enhance your slide.

10.  This is the toolbar that helps you create objects in your
presentation.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.

Answers to Activity 1

1. PowerPoint screen differs from Microsoft Word's screen in several ways. Firstly,
instead of documents, there are slides. There also the Slide Pane and the Notes
pane which are not part of Microsoft Word.

2. If PowerPoint was not invented people today would still be writing all their work using
the board. Theywould still be cutting up or drawing pictures and pasting them on a
system board before putting it up for people to see.

Answers to Activity 2

1. C 2. C 3. C 4. A 5.C
Answer to Activity 3
1. If there is no planning on how topics will appear on a Presentation, the presentation

might become difficult to understand for the audience, therefore, making the
presentation ineffective.
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Lesson 2: Creating a Presentation Story Board
c Welcome to Lesson 2 of Unit 3. In Lesson 1, you were introduced to
G Microsoft PowerPoint. You were able to define its meaning, identify its

,parts and discovered how to plan a good presentation.

)j FIn this lesson, you will learn about the purpose and features of a

// Presentation story board and list down. You will also describe the steps to
take in creating a Presentation Story Board. Finally, you will create a
presentation story board using the given steps and appreciate the
importance of creating a Presentation Story Board.

Your Aims:

° define Presentation story board

N ® identify the parts of a Presentation story board
o create a Presentation story board

Storyboard

In Lesson 1 we had a first look at PowerPoint, we defined what PowerPoint is and identified
its parts, we also learned how to plan a PowerPoint presentation.

Storyboard is a sequence of drawings, typically with some directions and dialogue, representing
the shots planned for a movie or television production

£ = Storyboard is a simple technique for planning a presentation. After you
(W2 decide what you are going to present and what your presentation purpose is,
use a flowchart to plan how you are going to present that information in order to achieve
your goal.

Flowchart is a diagram of the order of operations in a computer program.

Creating a Storyboard has the following advantages:
« Storyboard promises you that the information you present will finally lead you to your
purpose.

o Storyboard help you to organise the information that you are going to present and
make it easier for you to decide what you're going to say and when you're going to
say it.

o A storyboard also makes it easy to start planning slides - all of the boxes on the
storyboard are going to go into the presentation, so all you have to do is work out
how to spread them throughout a PowerPoint presentation.

« Storyboarding saves you time by avoiding guesswork.


http://www.smartdraw.com/encyclopedia/flowchart.htm
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A storyboard has two main parts, the images or pictures and the explanation of the picture.

The Image or picture

...told me that her sixth grader's scores
were much higher than all the other

That's what it takes to make the

The explanation of the world a better place.

Picture

An Example of a Storyboard

explanation should create a story between the images. Put

/ Activity 1: Create a caption/explanation for the following images, your
your caption in the box provided below each image.

FPAPUA AlZW SGUNIEA

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Steps in Creating a Storyboard

Let us now look at the steps in creating a Storyboard using the PowerPoint program. It is
recommended that you have a working computer with a PowerPoint program during this
lesson.

1. List down the parts you need for the first slide in your frame. You will make one
PowerPoint slide for each storyboard frame. For example in this lesson, we will put in
our first frame a person exiting a house. You can write "person," "man" or "woman,"
"house" or "flat."
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2. From the ribbon bar, position your mouse pointerover the "Insert" Menu tab and then

TOPIC 1 LESSON 2

left click, under the Images group, click "Clip Art" button.

Clip Art is a pre-made images used to show any forms of objects.

3. After clicking Clip Art, the task pane (remember that task pane is located at the right
side of the PowerPoint screen) will open the Clip Art tools pane.Type the name of
one of the subject you listed earlier into the tool box in the text box labelled "Search
for". Refer to the image below to see if you have identified the task pane from your

powerpoint screen.

The image here is the taskpane. This is normally located on the right side of the

PowerPoint Window.

Clip Art
Search for:

halise

Results should be;
All mediz file types

[ Indude Office.com content

Type the name of the subject you
listed on the first step. For this lesson,
type house’. Click the Go button to
show the images.

&) Find more at Office. com
@ Hints for finding images
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4. Click the "Go" button to perform the search.

5. Select a picture from the images found in the search then, click and drag the image
onto your slide. Using the example of this lesson, you would click and drag a house
icon from the search results onto your slide.

6. Size the picture to your liking by dragging on any of the graphic's bluish square or
circular handles. Rotate the graphic to the orientation you need by dragging the
graphic's green circle above the graphic. Use the figure below to help you.

Size by clickihg and
dragging these circular
handles found around the
image. Rotate image by clicking
and dragging this
circular  handle that
appears green in colours
in the actual PowerPoint

Screen.
7. To insert an image from a USB (Universal Serial Bus) or Flash Drive or a camera.
Position your mouse on the Insert Menu and browse option.
8. When a pop-up menu opens, click the Fom File‘ (earlier we used Clipart) command.

The insert Picture window will appear. There might be several or few pictures
appearing in your screen. It does not matter but what matters is the name of the
folder these pictures are located in. By default PowerPoint searches for pictures
directly from the _M Pictures® folder. Locate the picture from your desired location to
insert it in your slide.

r.'ﬂgerr Pictur I-ér
Lock in: E ] j a - | ,d_ - s ‘_I: = Tooks -
Folder name, PowerPoint /:M Date Typr Size Tags
automatically searches for | 417 wygecen: :
Pictures in the My Pictures Bl o . ﬂ
folder. r GIP.gE  12liza xljpg 12CIE-KTTC. 48-SEAT-KI. O7&5-LAL.  hutljpg
Cmshibop
If your phOtOS are located My Coouments magespg  imagqestA,.  imagesCa.., LivingHome  prefab_hm.,  staic_amatn..
on another folder or drive A
click My Computer‘ to see [ sy compuse L E
full list of other drives. n m ﬁ—-‘ S
E, Fie name: =
Wiy Mebeork j
Places Fiesof bype: Al Pictures (%, emf; v = ipg; = pegs . 1 “doe; ‘-I:mizl canzel |
= o

The Insert Picture® Screen
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10.

11.

12.

13.

14.

Once you have found the picture that you want for your Storyboard, click the image.
Then click the insert button (found on the lower right corner of the Insert Picture
screen) Resize the imported pictures the same way you did the Clip Art graphic in
Step 6.

Click the _Irsert Menu tab® and then click the "New slide" command on the "Slides"
panel to insert a slide for the next frame in your storyboard.

Repeat the previous steps in inserting Clipart or picture from files for each remaining
frame in your storyboard.

Click the "View" menu heading and then click the "Slide show" button in the
"Presentation” panel to view your storyboard.

Insert a textbox below each image to add a caption.

Your work will look similar to the image below. Do not worry if there is a slight
difference between your work and the one illustrated below.

{.

'\ e
Ferrpday rmy big sister wwould go out of
our house at f in the moming to fAe to
wark, Shee works in e Bank of South
Pacific

1.

Activity 2: Write a brief explanation on the question given.

How does storyboard add excitement to your presentation?

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.
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Summary

You now have come to the end of Lesson 2. In this lesson you have learned
the definition and purpose of storyboard. You also went through the step by
step procedure in creating storyboard for PowerPoint.

NOW DO PRACTICAL EXERCISE 2 ON THE NEXT PAGE.
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Practical Exercise: 2

A. Create a Storyboard using PowerPoint Presentation.

1. Open PowerPoint application and create a 3 slide storyboard about a boy
coming home from school.

2. Use the clipart to choose the images for your storyboard.

Provide a caption at the bottom of each image to describe what the image
represents.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.

Answers to Activity 1

(Possible answers only. Answers vary on the students imagination)

PAPUA JIEY GUEA -Kavieng

HIEWETRAE [SAT{ D

= T Witiis(Ends o @
epic Ramub FeBrina Rabaul
% & Madang Kimbe
B . . Bay
Mount. Walindi’ Haskins

Hagen . HEW BRITIAN
Fly T Markham s BT

e .Lae

NIUGINI

Port Moresby
Bootless Bay
Loloata Olatau Chertan
*Milne Bay

This is my country, Papua Our most famous Our most famous
New Guinea. flower is named Bird bird is named Bird of
of Paradise. Paradise as well.

Answers to Activity 2

1. Storyboard adds excitement to a presentation because it uses images to enhance
the presentation. It does not use plain text but tells a story with a corresponding
images.
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Lesson 3: Customising Toolbars and Menus of a Microsoft
PowerPoint Presentation

Welcome to Lesson 3 of Unit 3. In Lesson 2, you defined Presentation
e story board, identified the parts of a Presentation story board and created
a Presentation story board.

and Menus. You will also locate toolbars and different menus and
enumerate and explore the Toolbars from the computer. Moreover you
will learn the proper use of Menus in MS Power Point and enumerate the
steps in customising toolbars and menus.

Finally, you will learn the importance of customising toolbars and menus.

)j Y‘/ __fln this lesson, you will learn about the meaning and purpose of Toolbars

Your Aims:
} o define Toolbars and Menus
xﬁ.,o customise toolbars and menus
M, identifiy the different tool bars for Presentation creation
e identify the proper use of menus in Microsoft Power Point

The Menu Bars and Toolbars

Read the following explanation of Ribbons and Quick Access Toolbar then answer the
questions that follow.

A Rlbbon is a horizontal strip that contains lists of available Tabs, Groups, & Commands
for a program. In PowerPoint, the ribbon bar resides at the top of each window. When
PowerPoint starts, the Ribbon displays the full range of tabs, groups, & commands. Look at
the image below and see how a Menu bar looks like.

Note: The ribbon bar which is new with Microsoft Office PowerPoint 2007 and 2010 has replaced
the menu bar of Microsoft Office PowerPoint 2003.

Prasertatized « Mxroocft PowerPomt -‘d

The Ribbon Bar

A Quick Access Toolbar is by default found across the top (it can also be re-positioned, so
it appears as a vertical bar on the sides of the PowerPoint screen), that contains buttons
that execute the most frequently used command. Look at the image below for an example
of the Quick Access Toolbar.

d9-0)

1]
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The Quick Access Toolbar is located beside the Office Button

@ 400 Dt Mt e o 7@ -K_EJ‘

The Quick Access Toolbar

Select Chevron ( & ) to see all of the possible buttons which are available for the Quick
Access Toolbar. Those with ticks actually appear on the toolbar (some of them might be
hidden).

Chevron is a "V"- or ">" marking that indicates more. Chevrons might appear in different ways,

it can be like this @ or like this %

We have already defined the meaning of ribbon bar and Quick Access toolbars, we have
also seen how they look like, but you might be wondering, what could be the purpose of the
ribbon bar and quick access toolbars? Let us take a closer look now.

The ribbon bar's purpose is to provide a place for PowerPoint menu tabs to group comoon
functions together. Tabs provide access to functions as opening files, interacting with an
application, or displaying help documents.

The Quick Access Toolbar's purpose on the other hand is for ease of access to most
commands. Instead of searching for a command option on the Menu tabs. As an example, if
you want to save a file, you can directly click on the toolbar buttons to accomplish the task
rather than going to the Home Menu tab to look for the save command. That way is quicker
hence the Qiuck Access Toolbar.

: Activity 1: Based on your readings, list the importance of the ribbon bar
and the Quick Access toolbar.

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Purpose of the Menu Bar and the Toolbar


http://en.wikipedia.org/wiki/Computer_file
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Read the following information and be prepared to answer the questions that
follow.

Based on the previous section, we defined and discovered the purpose of a Ribbon bar and
the Quick Access toolbar. Now, we are going to learn about the different Tabs and
Commands usually found on the Ribbon bar.

Take a look at the image of the PowerPoint screen shown below. The ribbon bar is located

at the top of the screen just below the title bar. The Title Bar

EIEE 3 = d:hl
== &= Layout . ENNO0O - B & Find
9 EJ B Reset AL LS G- —d 7 2 Replace ~

A
CIRTA D 4 i [ Select -
Drawing Editing

Click to add title

The Ribbon Bar

Home Insert Dresign
| =| Lay
B

Move your mouse pointer over the word Insert and click with the left mouse button to make
the Insert Tab active.

You will notice that some of the commands appear very light in colour. This means they are
not available for selection at the moment. Arrows appear at the bottom of the list and will
expand the command if clicked on.

Try the next tab. Move your mouse pointer over the tab Design and click with the mouse
button to open the Design tab. Now let us move on to the other tabs. How about you try to
move your mouse pointer over Transitions tab, and click with the mouse button. Go on and
explore the other tabs by clicking on them.

By now, you should be familiar with tabs and know how to open them in the ribbon bar.

Click on the Slide Show tab to open it. Click the Set Up Slide Show option to display the
Set Up Show dialog box. The Set Up Show dialog box looks like the image on the next

page.
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i N
Set Up Show [ P e
P Lok . .
Show type Show slides
@) Presented by a speaker (full screen) @) All
"1 Browsed by an individual (window) “ From: || 2 To: =
1 Browsed at a kiosk (full screen) Custom show:
Show options Advance slides
[ Loop continuoushy until ‘Esc’ _) Manually
|:| Show without narration @) Lsing timings, if present
[ show without animation Multiple manitars
Pen color: I -
Laser pointer color: | |_— IE‘ Primary Monitor
[7] show Presenter View
To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse
button.
[ Ok ] I Cancel

A dialog box is a small window that allows users to be provided with more information
about a particular command. In most cases, it offers a more detailed set of command to
perform a task.

/ Activity 2: List what is being asked on the following items, for this test
you must sit infront of the computer and open your
PowerPoint application.

A. List the nine menu tabs found in the ribbon bar.

© © N o a bk~ N~

B. List the possible command buttons that you can add to the Quick Access
Toolbar.
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o2 © 0o N o o bk~ ow

- O

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Customising Ribbon bar and Quick Access Toolbars

You have done well with the Ribbon and Quick Access Toolbar, but, we are

not yet done. Now that we know where to look for tabs and quick access

toolbar and how to make them appear, we will now try to customise the ribbon
bar and quick access toolbars.

However, before we do that, let us first find out why there is a need to customise them. The
following are some of the reasons for customising the ribbon bar and Quick Access
toolbars:

1. To help you work very well
2. To allow you to spend less time searching through menus
3. To give you more time on doing your presentation

Now that we knew the reasons for customising the ribbon bar and quick access toolbar. Let
us learn how to customise them.

Adding Buttons to Quick Access Toolbar

You will recall that the Quick Access toolbar as the bar across the top, that contains buttons
which execute commands when you click them. We will now learn how to add buttons to a
Quick Access Toolbar. Follow the steps and never skip an action.

1. Position your mouse over the chevron ~ button on the quick access toolbar and
click your mouse, after clicking a pop-up menu of possible buttons will appear. If you
have done the right thing you will have a screen that is similar to the image on the
next page.
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B = - 3 [+
Haome | Customire Quick Access Toolbar
oy Rleww
_'] Open \
Poste : W | Save
Clipboard E-mall The list of possible Quick Access
Slides Outlir Quick Print Toolbar button.
§ Print Preview and Print Note that active commands have a tick
Spelling >_ (v ) next to them, so they will appear
v | Unda on the Quick Access Toolbar.
¥ Redo
Slide Show From Beginming
Dpen Recent Fllg
., Pldore Commamads...
N L]
Lowok ¢ the: b Show Below the Rlbbaﬂ/

2. If it is not yet selected click on the Quick Print option, your Quick Access toolbar
should now look like the one below.

BIEERY]

The Quick Print button now appears on the Quick Access toolbar

Well done! You have just added a new button to our quick access toolbar. But what if you
do not need the button anymore and it only occupies space on your toolbar? The next set of
steps is going to show you how to remove a button from the toolbar. Follow the steps and
do not skip any item.

1. Put your mouse over the chevron of the quick access toolbar and click it.
2. Click the name of the button that you wish to remove from the quick access toolbar.
3. Notice that the button is no longer on the Quick Access Toolbar.

We have done a good job in adding and removing button on the quick access toolbar. Let
us now try to customise the ribbon bar by deleting a tab from the ribbon bar. Follow the
steps and do not skip any item.

Step 1 Right-click anywhere on a tab and a pop up menu will appear, select
Customise the Ribbon

W View

|- v i

= 23 @ T & @
i J ,(‘-El By L] | e )
Header Wordart Date  Slide  Ohbje Customize Quick Access Toolbar..,

& Footer o & Time MNumber

Teut Show Quidk Access Toolbar Below the Ribbon

Customize the Ribbon..,
/ Minimize the Ribbon

Select the Customise the Ribbon
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Step 2 The PowerPoint Options dialog box will appear. Select the Customise Ribbon

option.
PowerPoint Options -
| -
: General "'E‘E\l Cud
Praoofing
Lhoose og
Save
Popular o } -
oot / Select this option
e A
. ol
Advanced /i/-“::
) e N
[ customize Ribbeon - iﬂ ::_:'::I
Quick Access Toolbar kg Bring
Tl Bring
Add Inz = Bulld
i3 C
Trust Center ...;-] l_:::fy
A~ Deer
.j Drrany
- Dupl
Ij=) E-ma
Font
A Fant
Font
'\'}!] Form|
)3:,. F'arm)
e 2

Step 3 On the Customise Ribbon group, untick the Home under the Main Tabs by

clicking inside the box.

Ak - F A

@ Customize the Ribban

Choose commands from: Custemize the Ribbom:

Fopular Commands El Kain Tabs E
Attiom - Blain Tabs -
444 snimatinn k F Sadome
Animation Fane F ] inse

Animation Styles v H Tables

Being Forward = Imapes

Bring ko Front A Musliations \._

Bullets b H Links —

com . Imm Remove the tick on the box
Cu L ; . < b
Decrease Font Size i H Media beside the HOME by C|ICkIng
Drawe Takle _ = Earcode the box.

Duplicate Selected Slides F ] Design

B ] Transitions
B [F] Animations

E-mail

Font I* |;|
Fent Calar ' B ] slide Shawe

Font Size I- < Bemave | | @ ] Redew l - ]
Format Eackgraund.., B ] view

Fonmat Oljedt ., = _| Davelaper

Format Fainter ] tdd-Tng

Froem Eeginning E ] Merge

Froen Current Slide & ] Grayscale

WhoD~ li=EmReEbdasrs > TUhlmocdiie & gafs

Group

Hyperlink...
Increase Fart Size
layout

Kacras

N

Hew Slicde

Open

Open Recent File...

& [F] Black 4nd White
B ] Ehde Master
[E | Handout Master
| Mates Masker

T T A rkarngind Damevral

[ hew Tab I ﬁmhmup] [ Aename...

Customizations: Reset = i
Impart/Expart *

[ ox
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Step 4 Click OK.

/ Activity 3: Write a brief explanation.

1. Based on what we have covered and the practical exercise that we have done in
customizing the quick access toolbar and ribbon bar, the Customise option is
always part of the steps. What do you think is the purpose of the Customise option?

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Summary

You now have come to the end of Lesson 3. In this lesson you have learned
the definition and importance of Ribbon bars and Quick AccessToolbars, You
have also learned to customise their settings.

NOW DO PRACTICE EXERCISE 3 ON THE NEXT PAGE
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Practice Exercise: 3

Complete the following sentences by filling in the missing word.

A indicates that there are more quick access toolbar options in the list.
The menu appears when you right click the ribbon bar.

The command can be used to add or remove a button from the ribbon
bar.

There are nine on the ribbon bar, that can be used to add, enhance and

control a PowerPoint presentation.

What is the name of this icon ~ ?

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.

Answers to Activity 1

1.

Ribbon bar holds a place for all the tabs in PowerPoint. Clicking on a tab reveals a
list of commands. The Quick Access toolbar on the other hand serves as an easy
access to regularly used commands. Toolbar contains buttons of commands that can
be activated by a single mouse click.

Answers to Activity 2

The nine Tabs The eleven button for Quick Access
1. File Toolbar
2. Home 1. New
3. Insert 2. Open
4. Design 3. Save
5. Transitions 4, Email
6. Animations 5. Quick Print
7. Slide Show 6. Print Preview & Print
8. Review 7. Spelling
9. View 8. Undo
9. Redo
10.  Slide Show from Beginning
Answer to Activity 3 1. Open Recent File
a. The customise command contains the list of commands that can be added or

removed from quick access toolbars and ribbon bars. If the customise button is not
opened before adding or removing commands, the action cannot be done.
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Lesson 4: Creating an Outline for a Presentation
Welcome to Lesson 4 of Unit 3. In Lesson 3, you were introduced to
@ toolbars and menu bars. You learnt their importance, and the the purpose

of customising them. You also had hands-on practice on how to customise
% the toolbars and the menu bars.

g 4
9‘ In this lesson, you will learn about creating an outline for a presentation,
and identifying the steps in locating and learning how to create an outline
for view and editing using identified steps. Finally, you will enumerate the

importance of creating an outline for view and editing.

o

Your Aim:
e create an outline for view and editing

e

Outline for Presentation

An outline is a blueprint or plan of your presentation. The following are the
reasons why it is important to outline a presentation:

1. It highlights the key logical elements, for example, what points are being made to
logically support the core message.

2. It highlights the key structural elements of the presentation such as the introduction,
body, conclusion and high-level concepts.

The outline can also map out the transition between elements of your presentation.
It allows you to better structure your ideas
It allows you to move the text around your presentation when necessary.

o 0 bk w

It helps you to quickly develop your presentation.

An outline within a PowerPoint presentation simply means, -all the text that can be found in
the presentation that are inserted within any of the text placeholders.”

Although pictures, music, and other slide objects can play an important role within a
presentation, a proper outline is still the main frame on which the body of a presentation
can be sustained. Without a solid outline, everything else is likened to a movie that has the
great music with talented cast but no story everything together.

Placeholder is a box with a dotted outline. It designed for the placement of content on the slide. This
placeholder is most commonly used for text.
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I —————— ™~ Placeholder

/ Activity 1: Answer the following:

1. What is a presentation outline?

2. State the six (6) reasons why an outline is important when preparing a presentation.

-~ 0 o 0 T p

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Creating an Outline

The next part of our lesson will be hands-on. It means you need to have a working
computer with PowerPoint installed. We will follow a step by step procedure. The topic that
you will be putting on your presentation is prepared for you as well. Do not skip any reading
and follow each step very well. If you get lost in the process, you can always go back to the
previous step. Let us now begin our hands-on lesson.
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Open PowerPoint application on your computer. The first time you open PowerPoint
a new blank presentation is opened. You can see it on the slides pane.

Pld9-0&E- Presentation]. - Microsoft PowerPoint = |3 |

X

/ Click to add title

Outline/Slides
Pane

2.

N\

Slide Pane

Click to add notes

Side1 of 1 | Office Theme | B2Es 3L

In the Slide pane, click on to the -€lick to Add title” placeholder.

A selection box surrounds the placeholder, and a blinking insertion point appears
in the center of the box, indicating that the text you type will be centered in the
placeholder.

Insertion Point cursor is the short flashing marker which indicates where your next typing will
begin.

Type The Taguien Cycle (please take note, that text appears in bold in this lesson
to stress the text you are to type on your slides, but text should all be written in
normal font on your slides).

PowerPoint's spell-checking feature indicates with a red wavy underline that
Taguien is a possible spelling error. This word is a proper name and is correct. So
you can just simply ignore this error. Compare your work to the image on the next

page.

The Outline/Slides
pane showing the
Outline tab, with Iagui@m

the —Fhe Taguien The CyCIe
Cycle” that we

v

typed on the slide. Click to add subtitle
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4. In the Outline/Slides pane, click the Outline tab, and notice that the text you typed
also appears there.

sides | Outline X

A 4

The Outline Tab

1) The Taquien Cycle

ki Ea e

5. In the Slide pane, click on the —@k to add Subtitle placeholder.”

The title placeholder is deselected, and the subtitle placeholder is selected. Type “A
New Series for Young Adults”, and then press ENTER to move the insertion point

to a new line in the same placeholder.

Deselect means to un-select something.

Slides | Outline X
1 The Taguien Cycle The Taguien Cycle
“]ﬂl NEW SEHEE]CEH' Yﬂung A New Series for Young Adults
Adults"
N— —

v

|

The image here shows you the output
for Step 5. The image on the right is the
Outline/Slides pane, and the left image
is the Slides pane.

6. Type “Judy Lew, Project Editor”, on the next line, you should now have three
lines of text on you first slide as shown in the diagram on the next page.
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Slides Outline |

1 The Taguien Cycle
A New Series for Young Adults
"Judy Lew, Project Editor”

The Taguien Cycle

A New Series for Young Adults
“Judy Lew, Project Editor”

N—

4

The image here shows you the output
for Step 7. The image on the right is
the Outline/Slides pane, and the left
image is the Slides pane.

at the end.

Please remember: As you type titles and bullet points in this entire lesson, do not put a period

7. In this step you will first save your work before you proceed with your
Presentation. You need to save your work in cases of black outs, or accidental
shut down of the computers. Your work will not be lost. Follow the sequence of
letters for instructions of saving your PowerPoint Presentation.

a. On the menu bar, move your mouse pointer over the File Tab, and click it.

b. From the drop down menu, click save, the images below will show you how to
do it correctly.

Home

| H Save
[ save As

L_",F Open

[ Close

Recent

Mew

Print

Left click on File
Tab.

Save As

Save in:

.

My Recent
Documents

Desktop

|
L

My Documents

A

-

My Computer
w

My Network
Places

A=)
| My Documents |Z| ) ‘l_.ﬁ |Q P (=] j ~Tools -

MName Date medified Type Size

Fax

MSP
My Data Sources
[z My Music
@ My Pictures
(@ My Videos

Scanned Documents
L Il Tog ien Gy oo []
Save as type: | presentation (*.ppt) IZ|

Left Click the

Save button.

The Save As screen will open, after you click Save.
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c. On the Save As Screen, go down to the filename box and type Proposal.
Look at the Save in: which is located at the top. This shows you in which
folder you will be saving your work, as a default the Save in: contains My
Documents. Remember the folder name, so the next time you open your
computer you will know where to look for your file. Look at the image below
and compare your screen to it. They should be similar.

Save in:
/]
Save As / I. T ——
Save i_n:/ | My Documents |E| i) ",_jj | Q P ("] j *Tools -
Marne Date modified Type Size
|
My Recent Fax - - -
Documents MSP This is the Save in: box My
[=5] My Data Sources Documents is the default folder
! @ My Music where your documents will be saved,
Desktop (= My Pictures remember this folder.
@ My Videos
Scanned Documents
_i
My Documents This is the Filename, type Proposal
here for this lesson. The Save Button
P _
My Computer
P
| o ]
My Metwork —
Places Save as type: |presentation {*.ppt) Izl

Microsoft PowerPoint - Presentationt] | Microsoft PowerPoint - [Proposalpptl |
The Title Bar before Saving the file. The Title Bar after Saving the file.

You will note that the title —Presetation1” was now replaced with —Propsal”. If you are
seeing —Propsal” in your title bar, then you have followed the steps correctly. If you still see
—Presmetation1”, kindly go back to the previous steps and self check where you made a
mistake or skipped a step.

8. The next step is to Add a new slide with the Title and Content layout. This will open
our second slide for this presentation.

Move your mouse pointer over the Slide/Outline pane and right-click, a pop-up
menu will open. From the pop-up menu select New Slide, on the slides pane you will
observe that a new slide has been created, and on the Outline/Slides pane a
thumbnail of the new slide appears. Check your work with the image on the next
page, to make sure you have done the right thing.
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Shdes Outline x| _——| Slidenumber1
1 The Taguien Cycle

"A New Series for Young
Adults"
Judy Lews, Project Editor

2 :! The new slide

9. Without clicking anywhere with your mouse, type Rationale

If you start typing on an empty slide without first selecting a placeholder,
PowerPoint enters the text into the title placeholder. The title appears on both the
slide and the Outline tab.

Slides Cutline x

1 The Taguien Cycle Rationale

"A Mew Series for Young
Adults”
Judy Lew, Project Editor

* Click to add text

2| Rationale] The Slide Pane

The Outline Tab

10. On the Outline tab, click to the right of Rationale, and then press ENTER on the
keyboard.

PowerPoint adds a new slide to the presentation, and an icon for Slide 3 appears in
the Outline pane. You can refer to the image below to see if you have done the right
thing.

Slides Outline >

1 The Taguien Cycle
"A New Series for Young
Adults”

Judy Lew, Project Editor

2 Rationale

3 (] |

Clicking on the right of the Rationale text and then pressing
enter created Slide number 3.
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11. Press the TAB key on the keyboard.
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The Slide 3 icon changes to a bullet on Slide 2. The bullet is gray until you enter
text for the bullet point.

CAPS LOCK key.

Please remember: The TAB key is located on the left side of the keyboard, just above the

Slide number 3 disappeared and was
replaced by a bullet in gray colours.

Slides Cutline

1 The Taqguien Cycle

"A MNew Seriesfor Young

Adults”

Judy Lew, Project Editor

Rationale
\{A |

12. Now go ahead and type in the following text after the bullet point Lucerne
currently has no offering for young adults (Please note that text are not written
in bold), and then press ENTER.

PowerPoint adds a new bullet at the same level.

13. Type this next text on the second bullet that appeared Fantasy series have been
hits in this hard-to-please market (Please note that text are not written in bold),
and then press ENTER.

14. Type this next text on the third bullet that appeared: Customers are turning to
other publishers to meet demand (Please note that text are not written in bold),
and then press ENTER.

Slides

Adults"

2 Rationale

adults

Cutline

1 The Taquien Cycle

"A Mew Series for Young

Judy Lew, Project Editor

« Lucerne currently has
no offering for young

= Fantasy series have
been hits in this hard-
to-please market

= Customers are turning
to other publisher to
meet demand

we have typed it.

This is how the text will look
like at the Outline tab after

This is the third slide that appeared
after pressing down SHIFT+TAB.
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15

16

17

18

19

20

Press SHIFT+TAB (This is a special key), to do this press and hold down the SHIFT
key and the TAB key together.

Please remember: The SHIFT key can be located on the left side of the keyboard, just below
the CAPS LOCK key, and the other SHIFT key is located on the right side, just below the
ENTER key.

On the outline tab, the bullet changes into an icon for Slide 3. The new slide is
displayed in the Slide pane.

Slides CQutline >

1 The Taguien Cycle
A Mew Series for Young
Adults”
Judy Lews, Project Editor

2 Rationale
= Lucerne currently has
no offering for young
adults
= Fantasy series have
been hits in this hard-
to-please market This is the third slide that appeared

- Customers are turning __— | after pressing down SHIFT+TAB.
to other publisher

meet d

Type Characteristics of a Good Fantasy Series, press ENTER, and then press
TAB.

This slide title is too long to fit in the title placeholder at its default font size, so
PowerPoint decreases the size to make it fit. This is because Autofit is enabled.

Type A teacher, press ENTER, type An adversary, press ENTER, type A hero, and
then press ENTER.

Press TAB key from your keyboard. PowerPoint creates a subpoint, a subpoint
indicates a list within a list.

Type Innately sympathetic, press ENTER, type Reluctant rebel, press ENTER,
and then type Untested Potential.

Press CTRL + ENTER.

Instead of creating another bullet, PowerPoint creates a new slide.
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21

Shdes Cutline »

1 The Taquien Cycle
"& Mew Series for Young
Adults" \
Judy Lew, Project Editor

2 Rationale
= Lucerne currently has no
offering for young adults
* Fantasy series have been
hits in this hard-to-please

market > This is how your Outline Tab

» Customers are turning to should look like after we have
other publisher to meet finished typing all the text.
demand

3 Characteristics of a
Good Fantasy Series
= Ateacher
= An Adversary
= A hero

— Innately Sympathetic
— Reluctant Rebel j
— Untested Potential

Put your mouse pointer over the File menu and click, and on the drop down
menu click save. Since we have already saved this document before, we were
not asked to provide a filename again. All it did is update the file by saving the
changes you made.

Always save your work to avoid loss of your work. You can click File menu, and browse to Save
and click it, or press CTRL+S for keyboard shortcut of Save.

Activity 2: Complete the following sentences by filling in the missing
word.

The shows an outline of the title and text of each slide in
the presentation.

The shows the current slide.
The is a region of a slide reserved for inserting text.
The shows a column of numbered slide thumbnails so

you can see a visual representation of several slides at once.
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5. Pressing the TAB key in front of bulleted text will

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Summary

You now have come to the end of Lesson 4. In this lesson you have learned
the importance of doing an outline for a presentation, and created your own
presentation by using an outline.

NOW DO PRACTICAL EXERCISE 4 ON THE NEXT PAGE.
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Practical Exercise: 4

A. This is a hands-on practical exercise. You must have a working computer that
has PowerPoint application installed. In this practical exercise you will create a
five slide PowerPoint presentation in outline method. The subject of the
Presentation will be given to you. It includes all the text and the corresponding
slide numbers were they should be located. Do not forget to save your file
under the filename “PP Practical 1.”

Slide 1:
Title: PAPUA NEW GUINEA
Subtitle: REFORMING THE PUBLIC SECTOR (press Enter)

PRESENTATION TO THE MANAGEMENT AND STAFF OF
THE BURNET INSTITUTE BY BILL KUA

Slide 2:
Title: Purpose of Presentation
Text (take note of the bullet points):

o To provide an overview of the approach taken to public sector reform in
PNG
o To explain how public sector reform underpins PNG economic and
development goals.
o To outline the initiatives undertaken to date by the Government.
Slide 3:

Title: Introduction
Text (take note of the bullet points):
o PNG gained independence in 1975 (16/9/75).

o The population is about 5.4 million and the people speak over 800
languages.
o Adopted a Westminster style democratic system of government, with

the Queen as the Head of State.

o The three (3) arms of government constitute — the Legislature, the
Executive and Judiciary.

Slide 4:
Title: Why Reform Is Needed?
Text (take note of the bullet points):

o Rapidly declining capacity in the budget to provide services-we cannot
afford the current level of spending.

o Declining capacity to promote development and growth because so
little of the budget is available for these purposes.
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o Critical budget situation that will deteriorate even further unless there is
widespread reform.

Slide 5:
Title: Some Key Public Sector Reform Issues
Text (take note of the bullet points):

o Failures in policy and its implementation.

o Weak coordination across government.

o Failures and weaknesses in provincial and local level government
service delivery.

o Poor levels of accountability and continuing concerns about corruption
and fraud.

o Red tape constraining business.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.

Answers to Activity 1

1. An outline is a blueprint or plan of your presentation.
2. The following reasons why it is important to outline a presentation:
a. It highlights the key logical elements, for example, what points are being made

to logically support the core of the message.

b. It highlights the key structural elements of the presentation such as the
introduction, body, conclusion and high-level concepts.

C. The outline can also map out the transition between elements of your
presentation. An outline allows to better structure your ideas.

d. It allows you to better structure your ideas
e. It allows you to move the text around your presentation when necessary.
f. It helps you to quickly develop your presentation.

Answers to Activity 2

Slide/Outline tab
Slide Pane

Place holder
Slide/Outlin tab
Create a subpoint

abhwn -~
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Lesson 5: Saving a Presentation
c Welcome to Lesson 5 of Unit 3. In Lesson 4, we had a hands-on
4 application in creating our very first presentation using the outline method.

/“.; . %/ _We also enumerated the importance of outlining a presentation.

\ )ﬁ':_-*x-/fln this lesson, we will learn how to save a presentation. We will be

\ ({/ identifying the process on how to save a presentation and enumerate the
o

importance of saving a Presentation in different locations.

Your Aim:
e properly save a Presentation in different locations

I

N

Saving a Presentation

Read the following information and be ready to answer the questions that
follow.

Saving your PowerPoint presentation is very important. After you create a new
presentation, always save it. And save your presentation from time to time as you work on it
as well. Until you save your work, it stays in the computer's (RAM) memory which is an
unsafe location. If a power blackout occurs or your computer freezes, you lose all the work
you did since the last time you saved your presentation. Make it a practice to save files
every ten minutes or so or when you complete an important task.

RAM refers to the parts of a computer that keep hold of data for some period of time, possibly even
after the computer is turned off.

My Documents is a folder that stores documents, program settings, and other files. For example,
when saving a file in PowerPoint, the standard folder will often be My Documents. Saving all your
personal files into the My Documents folder makes backing up and locating your personal files
easier.

In Lesson 4, you saved the presentation that you created in My Documents folder. We will
have a revision of that, then you will learn how to save a presentation in other folders. But,
before you do so, you will first create a three slide presentation, that you will use to practice
saving with. Let us now begin.

1. First, open PowerPoint application on your computer. The first time you open
PowerPoint, a new blank presentation is opened. You can see it on the slides pane.

2. In the Slide pane, type this title: The Provinces of Papua New Guinea to the —({xk
to Add Title” placeholder. (Please take note, that text appears in bold in this lesson to
stress the text you are to type on your slides, but the texts should all be written in
normal font on your slides).


http://encyclopedia.kids.net.au/page/co/Computer_hardware
http://www.computerhope.com/jargon/f/folder.htm
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In the Outline/Slides pane, click the Outline tab. You will notice that the text you just
typed also appears there.

In the Slide pane, click on to the —@tk to add Subtitle placeholder.”

The title placeholder is deselected, and the subtitle placeholder is selected. Type
the following Papua New Guinea is Malay for frizzled, referring to Native’s hair.
The island New Guinea was named by Ortiz de Rez, from the native’s
resemblance to those of Guinea in Africa, and then press ENTER to move the
insertion point to a new line in the same placeholder.

In this step you will first save your work before you proceed with your Presentation.
Follow the sequence of letters for instructions of saving our PowerPoint Presentation
on the My Documents folder.

a. On the menu bar, put your mouse over the File Menu, and left click.

b. On the drop down menu click save, the images below will show you how to do
it correctly.

Home 1 .
. L2 [

‘ Iﬂ Save i .
T Save in: | E| My Documents El @ ~@ @ X i B3 +Tooks -
[ﬂ save As l Name Date modified Type Size

\4

i} ) J Fax
7 Open My Recent )
= Documents i MSP

My Data Sources

\ --I = My Music

I__f Close

" 2 My Pictures
Desktop | 3% My Videos

J! Scanned Documents

Left Click Save. ”|

Recent My Documents

Left
Tab.

click on File iy

My Computer

| Fie name: ] [ se ]
My Network

Places Save as type: |Presen13ﬁor1 (*.ppt) E| Cancel ],
4

The Save As screen will open, after you click Save

C. On the Save As screen, go down to the filename box and type The Provinces
of PNG, look at the Save in: which is located at the top. This shows you on
which folder you will save your work, as a default the Save in: contains My
Documents, remember the folder name, so the next time you open your
computer you would know where to look for your file. Look at the image on the
next page and compare your screen to it. They should be similar with the
picture on the next page.
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Save As | ? £2 |
Save in: | E| My Documents -— |Z| @ ~Ch | ta X O E ~Tooks -
, Marme Date modified Size
My Recent b Fax
Documents b MSP My Documents Folder
My Data Sources
-I @ My Music
e @ My Pictures
Desktop @H My Videos
./ Scanned Documents
”fl B Proposal ppt File name: The Provinces of PNG

My Documents
L")

My Computer
@' File name: The Provinces of PNG Sa

My Metwork | Izl [ 2ave J
Places Save as type: |p tation (*.ppt Cancel

| resentation (*.ppt) Izl 1yl ),
The Save As Screen
5. Put your mouse pointer over the Slide/Outline pane and right-click. A pop-up menu
will open. From the pop-up menu select New Slide.
6. Without clicking anywhere, type Papua New Guinea is Divided into Twenty Two

Provinces.

7. On the Outline tab, click to the right of Provinces, and then press ENTER from the
keyboard. PowerPoint adds a new slide to the presentation, and an icon for Slide 3
appears in the Outline pane.

8. Press the TAB key on the keyboard.

The Slide 3 icon changes to a bullet on Slide 2. The bullet is gray until you enter text
for the bullet point.

9. Now type this text after the bullet: Bougainville, press ENTER from the keyboard
and the next bullet will appear, type. Central press ENTER, type Chimbu press
enter, type Eastern Highlands press ENTER, type East New Britain press ENTER,
type East Sepik press ENTER, type Enga press ENTER, type Gulf press ENTER,
type Hela press ENTER, type Jiwaka press ENTER, type Madang.

Refer to the image on the next page to see if you have done it right.
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Slides

Cutline

The Provinces of Papua New Guinea
Papua is Malay for frizzled, referring to Mative's hair.

from the native’s resemblance to those of Guinea in
Africa

Papua New Guinea is Divided into Twenty
Provinces

= Bougainville

= Central

= Eastern Highlands

= East New Britain

= East Sepik

/

This is how your list of
provinces should look like.

10.

11.

12.

Press SHIFT+TAB (This is a special key). To do this press and hold down the SHIFT

key and the TAB key.

On the outline tab, the bullet changes into an icon for Slide 3. The new slide is

displayed in the Slide pane.

Type Continuation of PNG provinces, press ENTER, and then press TAB.

Type Manus, press ENTER, type Milne Bay, press ENTER, type Morobe, press
ENTER, type National Capital District, press ENTER, type New lIreland, press
ENTER, type Northern, press ENTER, type Sandau, press ENTER, type Southern
Highlands, press ENTER, type Southern Highlands, press ENTER, type Western,
press ENTER, type Western Highlands, press ENTER, type Western Britain

Slides Cutline x

1 The Provinces of Papua New Guinea
Papua is Malay for frizzled, referring to Mative's hair

from the native’s resemblance to those of Guinea in
Africa

z Papua New Guinea is Divided into Twenty
Provinces
- Bougainville
- Central
- Eastern Highlands
= East New Britain
- East Sepik
= Enaa
- Gulf /
* Hela,
3 Continuation of PNG Provinces
= Manus
= Milne Bay
- National Capital District
= New Ireland
- Northern
= Sandaun

- Western Highlands
= VWest New Britair]

Your Outline/Slide pane should look
exactly the same as this image.
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13.

Put your mouse pointer over the File menu tab and click it. On the drop down menu
click Save. Since we have already saved this document before, you were not asked
to provide a filename again. All it did was update the file by saving the changes you
made.

Activity 1: Write a brief explanation on the question given.

1.

Explain why we should save our PowerPoint Presentation document every 10
minutes or as frequently as possible?

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Saving a Presentation
We have done a good job on that revision topic. Now we will try to open the Provinces of
PNG Power Point Presentation (.pptx) file and save it in another location or folder.

The file extension for a PowerPoint Presentation is .pptx. A .pptx file can only be opened in a
PowerPoint application software.

File extension is the suffix (separated from filename by a dot), which shows what kind of file it is.
Example, .docx (Microsoft Word document), .xIsx (Microsoft Excel document)

When you attempt to save a presentation for the first time in the Save As dialog box,
PowerPoint shows you the contents of the My Documents folder. In this next exercise we
will save our presentation to a different folder. Follow the steps in this exercise and never
skip any reading.

Let us open the Provinces of PNG file, which we have saved earlier on the My
Documents folder. You need to open PowerPoint Application. Put your mouse
pointer over the File tab and left click it. Move your mouse down to Open and left
click it, the Open screen will open. The results of your actions should look like the
image on the next page.
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Look in:

Home Ing
IH Save Looki_n/| E| My Documents El @ -3 | Q X i *Tools ~
Save As \ l - :
- . . : F
| L5 Open \ | Click on File Tab. MyRecmt | o o
. Documents b MsP
[ Close (] My Data Sources
.j B MyMusic
Desktop @ My Pictures
28 My Videos
Recent \ f J1 Scanned Documents
”_I- @Propo;al.ppt
MyD 1] -
MNew Browse down to L @Provmces of PNG.pptx
open and left click. o
Print L&!
My Computer
[ |
@q L F—T—
‘ File name: 0 g
My Network ] | El | =
Places Files of type: |AJ\ PowerPoint Presentations (*‘ppt;*.pps;*.pct;*.hhﬂ;*.lzl [ Cancel ]/
L 4

A

The Open Screen

From the Open dialogue window, direct your attention to the Look in:. Check to see
if My Documents is shown (remember this is the folder where we saved our PNG
Provinces document). If you have the same image as the one below, then you
should see your Provinces of PNG.pptx file. Double click on it, or left click on it and

press

the open button.

Pl X

Cpen
Look in: ‘| My Documents E & ~Ch | Q 2 EF <Tooks -
Marme °
f Fax
My Recent
Documents MSP
My Data Sofirces
@ My Music
Desktop [@ My Pictures|
[ My Videos
5 Scanned Documents
;’[u @Pruposal.ppt
llE s Dﬂ Provinces of PNGyppt
"
My Cofputer
t 1 [ 1 =
t-., File name: - E Open
My Nefwork | This is the file that 1
Plafes Files of type: | a| PowerPoint Presen we need. double E Cancel
click it, or left click it
then click Open
This is the Mv Documents button.
Look in. y Open Button
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If My Document is not beside the Look in: box just click on the My Documents folder
found on the left side of the Open dialogue window.

Cpen E.L

Look in: |£ Local Disk (C:) |Z| @ -~ | a > Ci *Tools -
l MName a

e a ﬁﬂecg..rcle.E.m

Dacuments Config.Msi

3 Documents and Sett

-J MSOCache

Desktop Ju PerfLogs
1 Program Files

ProgramData

Recovery

Systern Volume Information
1 Users Shows Local
Disk (C:) instead

L Windows
of My Documents

JJ xampp

|
Press My Documents | El |
folder found on the
left side of the | All PowerPoint Presentations (*.ppt; ®.pps; *. pot;® him; =, |Z| i Cancel di

h_ screen. —

Qpen *|

3. Now that you have opened your file, let us save it to a different folder or location, or
better yet into a folder under your name. With your Provinces of PNG file open,
click the File Menu, and then click Save As.

We click the Save As command instead of the Save command, because our existing
file has already been saved, what we will do is just to save the same copy in a
different location, if this is the action you wish to do, remember it should be the Save
As command and not the Save command you should use.

Rl - IR,
“Hume Insert Design Transitions Animatio

bout The |

kshophThe Provir

[ Close . c
Product Activatiq
Click Save As Microsoft Office Pr
i Activate your prody
Activate
Recent Product

Mew

o Permissions
Print u? I?J Anyone can open, {
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After the Save As command has been clicked the Save As screen would open.

CSave A =)

SN

Savein: Nﬂmments |E| @ -~ |¢a >( D E =Toolg -
l Mame & modified Type Size
My Recent b Fax
Doaments | 4 MSP You see here
My Data Sources
;| : the word
@ My Music
! : Save As.
Deskiop @ My Pictures
= My Videos
1. Scanned Documents
E I-L Proposal.ppt
My Domants Provinces of PNG.pptX |
|
LY
| |
My Computer ‘
@' e N ovinces of PNG. ppth) Save
My Netwark | |E| [ — ]
Places Save as type: |p tation (*.ppt Cancel
| resentation (*.ppt) |Z| P
This is the Save As screen it looks just like the Save Screen.
4. In the Save As screen, you should see this —p Savein: \ £ My Documents E|

setting.

If not you should change the Save in box to My Documents, go back to Step 3 if
you have forgotten how to transfer to a different folder.

5. Our Save As screen should still be open at this time and our Save in should have
the My Documents, we will now create a new folder inside the My Documents
folder. Observe the image below. Each setting should be the same. Look for the
Create New Folder icon. The image below will show you where it is located.
Compare it with the one in your screen.

SaveA) EIL
| Save in: i My Documents @ @ Q@ X |E|E| *Tools -
l MNarme Date modified Type Ze Create New Folder|
My Recent b Fax

/

This is the New Folder icon. Position your mouse over this icon and a pick box will
appear, telling the name of the icon.

Once you have found the Create New Folder icon, click on it with your mouse.
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6. After you have clicked the Create New Folder icon, a New Folder Screen will
appear. Put your mouse pointer inside the box. When you start to see the insertion
point. Type your last name, your last name will be the name of the new folder.

Refer to the image below.

Mew Folder
Lok |
MName:  |Kilal \\ | / Cancel |
AN / 4
AN Vi
Type your last name here, in this example Click the OK button once
the last name Kila is used. you are done typing.
7. After clicking Ok, the folder under your name would open. You would see it beside
the Save in:, just like sayein: Kila E this image.
8. On the Save As screen, check that the filename is Provinces of PNG.pptx, and

then press the Save button.

Now we have the Provinces of PNG.ppt file in the My documents folder and the
same file inside the folder under your name.

/ Activity 1:  Write a brief explanation on the question given.

1. How is —S@&” command different from —Sa& As” command?

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Summary

You now have come to the end of Lesson 5. In this lesson we did a revision of
saving the file in the My Documents folder, we have also learned how to Save a
file on a different location or folder, we have also stated the importance of
constantly saving a file.

NOW DO PRACTICAL EXERCISE 5 ON THE NEXT PAGE.
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Practical Exercise: 5

A. Circle the letter of the best answer.
1. What is the file extension used for PowerPoint Presentation file.

A. Exe B. Pptx C. Pot D. Pos
2. How often must you save your PowerPoint Presentation file?

A. Every 10 minutes
B. Every 5 minutes
C. Every 2 minutes

D. As often as possible
3. How do you save two versions of the same file?
A. Save and Save in
B. Save in and Save as
C. Save and Save as
D. None of the above
4. What is the name of the standard folder where PowerPoint Presentation files can be
saved?

A. Last Name Folder

B. Your Documents Folder
C. My Documents Folder
D. Our Documents Folder
5. Which of the following icons represents that of a folder?

1. If you are saving your PowerPoint presentation for the first time what command must
you use?

A. File Menu
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B. Save
C. Save as
D. Save in
2. A file with a file extension of .pptx can be opened with application.
A. Excel
B. Word
C. PowerPoint
D. Publisher
3. You can create a new folder by clicking the icon.
A. Save
B. Folder
C. Save in
D. New folder
4. If a file is not saved, it is usually stored in what memory?
A. ROM
B. RAM
C. My Documents
D. REM

10. Under which menu tab can we find the —S@e as” command?

A. Save Tab
B. Insert Tab
C. Review Tab
D. File Tab

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.

Answers to Activity 1

1. We need to save our file every 10 minutes or more often so that in cases of blackout
or computer freezes. We are sure that when our computer comes back to normal our
files are not loss and can still be found on the folders where we have saved them.

Answers to Activity 2

1. Save command is used if the file is being saved for the first time. Save As is used if a
saved file is to be saved in a different location or folder.
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Lesson 6: Viewing a Presentation

Welcome to Lesson 6 of Unit 3. In Lesson 5, we learned the importance of
saving our document. We also learnt how to save the same document on
_different locations so we were able to differentiate —Sae” from —See As”.

) %/ f’ln this lesson, we will learn and identify the steps of how to view a
/ Presentation using steps and describe the importance of using the view
menu to run a slide show a Presentation.

7 Your Aim:
= F ® Use view menu to slide show a Presentation

Working with Presentation from Different Views

This will be another hands-on lesson. Make sure that you have your working
computers and PowerPoint presentation open. Read through the entire lesson
and do not skip anything.

When putting a presentation together, it can be helpful to work with your presentation from
different views. For example, if you want to edit the content of your slide, you would want to
use the Normal view. You can access most of the available views from the View menu tab.

The views in Microsoft PowerPoint 2010 that you can use to edit, print, and deliver your
presentation are, Normal view, Slide Sorter view, Notes Page view, Slide Show view (which
includes Presenter view), Reading view, Master views: Slide, Handout, and Notes.

As the screen capture below shows, you can find PowerPoint views in two places:
¢ On the View tab, in the Presentations Views and Master Views groups.
e On an easy to use bar at the bottom of the PowerPoint Window where the main
views (Normal, Slide Sorter, Reading, and Slide Show) are available.

2= = Presentationd - Microsoft PowerPoint (Product Activation Failed) (B
Home  Insert  Design _ Transitions  Anima tions  SlideShow  Review riew > @
Gridlines = Grayscal B cascade

j ﬂ J J _I J J Ruler \ ;—}' jc:o:c“ *il = arrange Al o ;J;
d

Narmal sm ru Re .j ng sm Handout Notes Zoom Fitto New Swi th Macr
= laster Master Master] Guides Window | Il Black and White | window 5 Move Spiit | wind

Show Zoom Color/Grayscale Window Macros

Presentations Views and Master Views
group

Click to add title

Easy to use bar at the bottom of
PowerPoint Window

Click to add notes
Slide1of1 | “Office Theme™ | IEEERE e (+)
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Views for Editing your presentation:

] :[E o - g Vi
Normal View Normal view is the main editing view, where you
termalll \write and design your presentations.

Slide Sorter view gives you a view of your slides
ﬂ in thumbnail form. This view makes it easy for
ciae you to sort and organize the sequence of your
sorter|  Slides as you create your presentation, and then
also as you prepare your presentation for
printing.

Slide Sorter View

The Notes pane is located under the Slide pane.
You can type notes that apply to the current
Notes Page View slide. Later, you can print your notes and refer to
them when you give your presentation. You can
also print notes to give to your audience or
include the notes in a presentation that you send
to the audience or post on a Web page.

View tab is a part of the Microsoft 2010 Ribbon bar.

Views for delivering your presentation

Use Slide Show view to deliver your
Slide Show View "—f—' presentation to your audience. Slide Show view

occupies the full computer screen, exactly the
way your presentation will look on a big screen
when your audience sees it.

Use reading view to deliver your presentation
Reading View not to an audience (via a large screen, for
example), but instead to someone viewing your
presentation on their own computer.

Activity 1: Select the best answer from the choices given. Encircle
' the letter of your answer.

1. Which of the following is not one of PowerPoint's view?
A. Outline View
B. Slide view

C. Slide Show View
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D. Presentation View
2. The view that displays the slides in a thumbnail form is called
A. Outline View
B. Slide Show
C. Notes page view
D. Slide Sorter View

3. The view that displays your presentation to the person viewing your presentation on
the computer

A. Reading View
B. Slide Show View
C. Notes Page View
D. Slide Sorter View
4. Notes page view is available here.
A. View Tab
B. Home Tab
C. Review Tab
D. Transitions Tab
5. In order to see all the slides on one screen in Microsoft PowerPoint use
A. View, slide
B View, master
C. View, slide show
D View, slide sorter

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answer. Make sure you do the necessary corrections before moving on to the next part
of this lesson.

How to use the Different Views

Let us now practice using the different views we have discussed. This is a hands on
exercise and be sure you have a Computer with PowerPoint installed. Go ahead and do the
exercise now.

1. Start PowerPoint, click File, and New, click -Blank Presentation”. A list of options
will open, click the -Sample Templates” as shown on the next page.
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Home I Design  Transit Animations  SlideShow  Review  View
[ save )
Available Templates and Themes Blank presentation
Save As
25 Open &} Home
—
o crose
Info - L)
D oy 2 L@ L
Recent Blank Recent Sample Themes  Mytemplates  Newfrom
presentation | templates  templates existing
m Office.com Templates St Offic com forvempeis »
Prin o
savd & Send [ =
- Select Sample Templates. |- 2 -
Agendas Awl pes Flyers Forms
Hel rtif Create
2] Putions
-—— = . e == -
B o (2] j HE E I = =
= b = = A} l, =l
= ATSYS . Labels Plans Presentations  Reports  Resumes an d  Schedules
Vs

Click the New command.

—

Stationery More

Click the File Tab.MI

2. After clicking the Sample Templates, a new window will open showing the templates.
Select Project Status Report by clicking it. Then click the Create button found on
the right side of the PowerPoint window.

Available Templates and Themes Project Status Report

* {3 Home » Sample templates

Project StatusReport

[

Classic Photo Album Contemporary Photo Five Rules Introducing PowerPoint Pitchbook
Album
‘ F
. - Create
i i i A
3»_, > | . N . ul"
b 2404,
Project Status Report Quiz Show Training Urban Photo Album Widescreen Presentation
| Click the Create Button.

Select the Project Status Report sample
Template.

If you followed the steps well you will have a presentation with eleven slides open

and ready for you.
=2

3. The Normal View is displayed by default. If you click the Slide Sorter View
button. Several slides of your presentation will be shown on your screen at once.
Refer to the image below.
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Slides presented viewed under the Slide
Sorter View.

4. Select the View tab, then click the Notes Page. Note that the slide now is shown on
the top of the window, with an area for notes at the bottom.

Project Status Report

Slide

/

Note

Slides presented viewed under the Notes Page View

5. Click on the Slide Show button, 'I_E_I' The presentation slide show starts, with the
current slide in view.

6. To move to the next slide, click the mouse button. Everytime you click the mouse,
each page is shown in turn on the slideshow. Continue to the end or press <Esc>.

Esc is found on left side of your keyboard on the top corner. Use this
everytime you want to end a presentation to finish.

7. Make sure you are in Normal View ==, and then click on the Slides tab.
Slides | Outline » A list of slide reduced in size is displayed on the left sidewith
the current slide (as shown in the Slide pane) highlighted. Refer
to the image on the next page.
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Project Status Report

Presenter Name
Presentation Date

miniatures

Slide < =,

8.

10.

11.

12.

13.

4 Status Update
__ .
Curremstane Current Slldes bive updates for project milestones.

#w

Each pane works independently of the others, although they are linked. Click slide 4
on the Slides list and slide 4 will be shown on the Slide pane.

Slides | Outline

4 Sta\sUpdate |/
\ /

Slide /
Pane \

Slide 4

From the ribbon, select View then click Zoom and choose 100% from the Zoom
dialog box. Click OK.

You can use the scroll bar at the bottom of the Slide pane window to see more of
your slide.

Now click Fit to Window from the View tab. The slide returns to its dimensions when
PowerPoint was originally opened.

Slides Outli
Select the Outline tab, Q HHne |_x to view the contents of the slides in
the left pane. Each slide is represented by a small icon and the slide number, 1.

Use the scroll bar on the right of the pane to display slide 10. Move the mouse over

the icon for slide 10 until it becomes % Click once to display slide 10 in the Slide
pane. The associated text and icon are highlighted in the Outline pane.
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14. Move the mouse over the border on the right of the Outline pane until it

becomes . Click, hold down and drag to change the size of the pane until it fills
about half the screen. Drag to the left to decrease the size of the pane or to the right
to increase it. Drag the border back to its original position.

15. View slide 4, Issues and Resolutions. Click in the Notes pane (notes pane is
found at the bottom of each slide) and type in Sales Director to give brief report on
our competitors.

utiine
7 |

Jte

Issues and Resolutions

= Description of theissue

How wasit resolved?
* What and how diditimpact theproject?
= Time

= Cost

Slide 4

o e Notes Pane

Sales Director#@ give brief report on our competitors)

/ Activity 2: Write a brief explanation.

1. How is using different views helpful to the user when creating a PowerPoint
presentation?

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Summary

You have come to the end of Lesson 6. In this lesson we have discussed the
different views, and why is it important to apply different views in a
presentation. We also put into practical application the layout of different
views.

NOW DO PRACTICAL EXERCISE 6 ON THE NEXT PAGE.
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Practical Exercise: 6

A. This is a hands-on practical exercise. You must have a working computer that
has PowerPoint application installed. In this practical exercise you will create a
four slide PowerPoint presentation. The subject of the Presentation will be
given to you that includes all the contents and the corresponding slide number
they should be located. Follow the instructions given after typing the content
of the Presentation.

Slide 1:

Slide 2:

Slide 3:

Slide 4:

Title: From Cocoa Beans to Choc Bars
Subtitle: (From an article of the —Bradise Magazine”)

Content: For over 100 years, cocoa has been the driving force behind
commercial agriculture in PNG. Until now, there has been little local
use of PNG cocoa. Instead large quantities of this home-grown hero
have been exported to overseas maket.

Content: In 2011, Paradise Foods Limited embarked on a new and
exciting project, investing in the establishment of a pilot plant to
process cocoa beans grown from the rich soils of Papua New Guinea
into single origin chocolate couverture.

Content: By making chocolate out of blended cocoa beans from
different regions, we are aiming to develop our own quality chocolate,
something tha is purely PNG and truly unique.

After completing the powerpoint, perform the following tasks:

1. View the notes page for the first slide.
2. Use the zoom control to change the magnification of the page to 75%.
3. Insert the following text into the notes page area.

As one of PNG’s most resourceful companies, Paradise Foods is commited to
developing and producing high quality food products.

4. Use the zoom control to display the whole page.

5. Change to Slide Sorter View and select slide two (2).

6. Switch to Notes Page View and insert the following text:
Managing Director David Peate is proud of the development of the Port Moresby pilot
plant.

7. Make sure the option is set to end the presentation with a black end slide. Switch to

slide show view.

8. View the whole show.

9. Save the presentation as “PP Practical 2”.
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10.

Close the presentation.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.

Answers to Activity 1

ok~ wpd =

C

> O 0O

Answers to Activity 2

1.

Using different views in Powerpoint helps in different wyas. For creating or editing
your presentation. You can use the Normal view, Slide Sorter view, Notes Page
view, and Master view. In delivering your presentation you can use the Slide Show
view, and Presenter view. To prepare and print your presentation you can use the
Slide Sorter view, and the Print view.
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Answers to Practical Exercises
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TOPIC 1 ANSWERS

Practice Exercise 1

Outline/Slides Pane
Planning
PowerPoint

Start Button

Slide

Presenter

Title Bar

Microsoft Office
Task Pane

0. Drawing Toolbar

SVooNoORWN =

Practical Exercise 2

(Possible answers only, answers vary on the students imagination)

During the last period at
school, our teacher gave us
some reminders before
sending us home

| rode the school
bus, so it will be
safer to travel

| reached our house
just in time for dinner

Practice Exercise 3

Chevron
Pop-up
Customise
Menu/s
Chevron

a0~
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Practical Exercise 4

/ Outline \< Slides \ ]
1 PAPUA NEW GUINEA

REFORMING THE PUBLIC SECTOR

PEESEMTATION TO THE MANAGEMENT AMD STAFF
OF THE BURMET INSTITUTE BY BILL KUA

2 Purpose of Presentation
* To provide an overview of the approach taken to public
sector reform in PMG

= To explain how public sector reform underpins PHNG
economic and development goals.

= To outline the initiatives undertaken to date by the
Government.

3 Introduction

* PMG gained independence in 1975 {16/9/75).

= The population is about 5.4 million and the people
speak over 800 languages.

= Adopted a Westminster style democratic system of
government, with the Queen as the Head of State.

= The three (3) arms of government constitute — the
Legislature, the Executive and Judiciary.

4 Why Reform Is Needed
= Rapidly declining capacity in the budget to provide
senvices-we cannot afford the current level of spending.

= Declining capacity to promote development and growth
because so little of the budget is available for these
pUrpoSEs.

= Critical budget situation that will deteriorate even further
unless there is widespread reform.

g n Some Key Public Sector Reform Issues
= Failures in policy and its implementation.
= Weak coordination across government.

= Failures and weaknesses in provincial and local level
government service delivery.

= Poor levels of accountability and continuing concerns
about corruption and fraud.

= Red tape constraining business.

Practice Exercise 5
1. B

= © ® N o
> wm O O W

D
C
C
D

ok~ 0D
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Practical Exercise 6

Slide 1

Slide 2

Slide 3

Slide 4

End of Topic 1.

Now Do Exercise 1 in Assignment Book 1 Then Go to Topic 2.
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TOPIC 2

ADDING BASICS TO PRESENTATION

Lesson 7: Adding a Design Template
Lesson 8: Customising the Background of a

Presentation

Lesson 9: Inserting Graphics, Clip Art, and/or
Digital Pictures to a Presentation

Lesson 10: Using Word Art in a Presentation

Lesson 11: Adding Graphics from the Internet

Lesson 12: Adding Animation Schemes
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TOPIC 2: ADDING BASICS TO PRESENTATION

In this topic you will learn the basic concepts of PowerPoint. The Topic is designed to help
yourself with the terminologies and icons used in PowerPoint. It aims for you to gain basic
understanding of adding basic design and artistic effect to a presentation.

In the previous topic you have studied the basics of creating a presentation. In this topic
you will be studying how to add basic design and animation.

In this topic, you will study about the following:

Lesson 7 is all about Adding a Design Template. You will be introduced on how to put a
design to your slide using predefined templates.

Lesson 8 is all about Customising the Background of a Presentation. You will be learn how
to customise the design of your background.

Lesson 9 is all about Inserting Graphics, Clip Art, and/or Digital Pictures to a presentation.
You will be introduced to adding images to enhance your presentation.

Lesson 10 is all about Using Word Art in a Presentation. You will learn how to create art
with the texts in your presentation.

Lesson 11 is all about Adding Graphics from the Internet. You will be introduced to adding
images to a presentation by the use of the internet.

Lesson 12 is all about Adding Animation Schemes. This is the lesson that will teach you
how to animate the texts in your presentation.
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Lesson 7: Adding a Design Template
Welcome to Lesson 7 of Unit 3. In Lesson 6, we learned the importance of
@ using different views in PowerPoint. We also learnt how to switch from one

. view to another. Depending on what we want to do with our presentation
)J %/ £ we can change our Presentation view to achieve this.

In this lesson, we will learn how to name the different types of design
template, identify menu for adding a design template, use appropriate
design template for a presentation, and show the importance of using
appropriate design template for different presentation types.

Your Aims:
o identify different types of design template
¢ use the appropriate design template for a presentation

X

Design Template

What is a Design Template? A Design Template refers to the specific —elok” of

a slide or group of slides. A design template can be very basic - with black text
on a white background - or it can be very colourful and detailed. Normally, PowerPoint
presentations have the same design templates for all slides, while it is possible to select a
different design template for each slide. To be consistent, it is good to use the same design
thoughout a single presentation.

Microsoft PowerPoint provides design templates and other different types of templates
that you can apply to a presentation to give a fully designed professional look. Let us look at
the different types of templates available in PowerPoint.

e Power Point Design Template
Using the Design tab you can preview and apply a design template to your
presentation. The template can be applied to all slides or selected slides, and you can
apply more than one type of design template in a single presentation.

e Content Template
A content template has all the elements of a design template plus a suggested outline
for the presentation. You apply a content template when you first create a presentation.

o Templates from the Web sites
If you are connected to the internet, you can check out templates from different web
sites, this offers variety of templates to choose from.
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e Templates on Microsoft.com
Choose from additional PowerPoint templates available from Microsoft Office Online in
the Templates area of Microsoft Template Gallery. The templates are arranged
according to type of presentation.

/ Activity 1:  Write a brief explanation on the question given..

1. Compare and contrast the templates from the Web sites and Templates at
Microsoft.com.

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Choosing the Right Template

PowerPoint 2010 contains different professional ready-made design templates

from which to choose. However, these templates have different features and

choosing the right template is important to the success of a presentation.
Templates add images to a presentation. The following guidelines can help you choose a
presentation that will have an impact on your audience.

o To improve legibility, choose a template which allows for high difference between
the background colour and the text colour.

o Avoid templates with bright-coloured backgrounds because these can be hard on the
eye and affect legibility.

Legibility is the level to which individual characters in text are understandable or recognizable
based on appearance. The surround can affect the legibility of text.

o If the presentation will be done in a darkened room, consider using a lighter
background colour. Glow from lights are more obvious on darker backgrounds.

o The focus of a presentation should be the contents of the slide, not the surrounding
graphic design. Avoid distracting the audience with an over-the-top presentation
design but instead use a simple but attractive presentation design.
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o Select a template that matches the mood you are trying to communicate. If the
graphic design of a template is badly chosen to the content of the presentation, not
only could it be less appealing to your audience, but it may even distract them.

Now in the next part of the lesson, we will describe how to use Design Templates to change
the appearance of your slides. It also describes how to insert and manipulate images on
your slide. This is a step by step process. Be sure to have a working computer in front of
you. Open Microsoft PowerPoint and let's start the lesson. Make sure that you have opened
a blank presentation using the PowerPoint program.

To change the design template:

1. Go to Design Tab, under the Themes group. You will see different design templates.

/ Select the Design Tab.

Insert Desigﬁ Transitions Animations Slide Show Review View

. - HCDIDrsv
da sl 2 |0 | ol [ [ac) [ |08 IR e (2o e - -

\ Themes I

N /

Y

Select a template from here.

2. Move your mouse pointer over the theme you would like to apply to your
presentation. You would see that the preview for the design will automatically be
viewed on the open slide. To apply on theme, click on it.

Note: If you wish to apply the theme to a selected slide only, right click on your selected
theme and on the pop up menu select -Apply to Selected Slides.”

/ Activity 2: Answer the question.

1. Why is legibility important when adding a design template to a PowerPoint
Presentation?
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Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answer. Make sure you do the necessary corrections before moving on to the next part
of this lesson.

Summary

You now have come to the end of Lesson 7. In this lesson we have defined
template, saw the different types of templates, enumerated the importance of
template, and most importantly used template for our PowerPoint
Presentation.

NOW DO PRACTICE EXERCISE 7 ON THE NEXT PAGE
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Practice Exercise: 7

This is a hands-on practical exercise. You must have a working computer that
has PowerPoint application installed. In this practical exercise you will create a
five-slide PowerPoint presentation. The subject of the Presentation will be
given to you. It includes all the contents and the corresponding slide number
where they should be located. After writing all the contents to the slide, apply
the “Texture” design template. Do not forget to save your file under the
filename “PP Practical 3.”

Slide 1: Title: The Caves of the Kosua

Subtitle: By Stephen Read & Stephen McCullagh (an article from the
—Pradise Magazine”)

Slide 2: Title: The Location

Content: Our base camp was in the village of Fogomaiyu. This is a
small community located on the eastern slopes of the enigmatic Mount
Bosavi. It is surrounded by the rainforests of the Upper Kikori in the
Southern Highlands.

Slide 3: Title: The Local People

Content: The region is the homeland of the Kosua people who have
lived in complete isolation from the outside world until relatively
recently. They retain a great deal of their traditional ways and the
famous PNG hospitality is on full show.

Slide 4: Title: The Expedition Team

Content: The cavers were six Irish men and one German. An
expedition from Australia helped manage access and interactions with
the tribe.

Slide 5: Title: The Goal

Content: To be the first people to record, map, explore and discover the
caves and underground rivers that riddle the landscape to the east of
Mount Bosavi and into the Darai Plateau.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.

Answers to Activity 1

1.

Templates from a website and template from Microsoft Office.com both needs
internet connection before they can be used. However, templates from the website
are done by other people while templates from Microsoft Office.com are done by the
Microsoft company, who own the software-MS Office of which PowerPoint is a part
of.
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Answers to Activity 2

1. Legibility should be maintained when adding design template because, the content
should be readable to the audience, design template comes second in priority when
doing a PowerPoint presentation.
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Lesson 8: Customising the Background of a Presentation

Welcome to Lesson 8 of Unit 3. In Lesson 7, we learned about the

c different types of design template, identified menu for adding a design

’ , template, used appropriate design template for a presentation, and

/explalned the importance of using appropriate design template for
)J 6 ¥ presentation.

In this lesson, we will learn how to name and differentiate the different
backgrounds available and customise them.

Your Aims:

1 e identify and define the different backgrounds available for
=% T presentation

e use the appropriate background type for a presentation

Changing the background of a presentation

Apart from using themes, you can change the background colour or
background design on slides and notes. Changing the background is useful if
you just want a simple shade or texture for a slide background and not all the

other design elements in a design template. Otherwise you might want to change the
background to highlight sections of a presentation. Besides changing the colour, you can
add shading, a pattern, a texture, or a picture.

When you change the slide background, you can apply the change to a single slide or all
slides.

There are different backgrounds types available for use in a presentation including but not
limited to the following:

Colour from the Colour Scheme

A colour scheme consists of the eight colours used in the design of the slide-colours
for background, text and lines, shadows, title text, fills, accents, and hyperlinks. A
presentation's colour scheme is determined by the design template that is applied.

Colour outside the Colour Scheme

If you introduce new colours to the presentation that are not part of the colour scheme
say, by changing the colour of a font in one place or making one object a unique
colour, the new colour is added to all colour menus, and appears below the eight
colours of the colour scheme.

Background Fill from the Slide master

The slide master is an element of the design template that stores information about the
template. It includes font styles, placeholder sizes and positions, background design,
and colour schemes.


mk:@MSITStore:C:/Program%20Files/Microsoft%20Office/OFFICE11/1033/ppmain10.chm::/html/pphowChangeTheKindOfBackground1.htm
mk:@MSITStore:C:/Program%20Files/Microsoft%20Office/OFFICE11/1033/ppmain10.chm::/html/pphowChangeTheKindOfBackground1.htm
mk:@MSITStore:C:/Program%20Files/Microsoft%20Office/OFFICE11/1033/ppmain10.chm::/html/pplrgHowColorSchemesWork1.htm
mk:@MSITStore:C:/Program%20Files/Microsoft%20Office/OFFICE11/1033/ppmain10.chm::/html/pplrgTheSlideMaster1.htm
mk:@MSITStore:C:/Program%20Files/Microsoft%20Office/OFFICE11/1033/ppmain10.chm::/html/pplrgTheSlideMaster1.htm
mk:@MSITStore:C:/Program%20Files/Microsoft%20Office/OFFICE11/1033/ppmain10.chm::/html/pplrgTheSlideMaster1.htm
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1 Font styles for title, body,
and footer text

= adipir<in: Background design and

=ik e
Leli :I“ d colour scheme
= J13M

E Bullet Styles
.-r‘

Z Placeholder positions for text
—a and objects

The purpose of the slide master is to let you make a global change such as replacing the
font style and have that change reflected on all the slides in your presentation.

You would normally go to the slide master to do any of the following:

. Change the font or bullets
. Insert art, such as a logo, that you want to appear on multiple slides
. Change placeholder positions, size, and formatting

To change view from Slide to Slide Master do the following steps:

1. Click View Tab. \

|
File Home Insert Deasign Transitions Animations Slide Show Review View
—
T 1 - [————1
3= | B= ‘_J [ Rruler & 2 & Color
- _I_I . o "'!l.
|:| Gridlines E Grayscale
Maormal| Slide  Motes Reading Slide andout Motes Zoam  Fitto
. i . AT T T
Sorter Page  View | Master ster Master || Guides Window e Black and White
Presentation Wiews MasterNJiaws Show Zaom Calar/Grayscale
\ 2. Select the Slide Master.
Slide Master Home Insert Transitions Animations Review View
i Title n Colors @ <% Background Styles ~ ]j E
A Rename S Fants =
Insert Slide Insert Insert Foaoters Themes — [ Hide Background Graphics Page Slide lose
Master  Layout -+ Placehalder = - Effects T Setup Orientation = ster View
Edit Master Master Layout Edit Theme Background Page Setup Close

/

3. To go back to slide view, ClickClose Master View, from the Slide Master View tab.




GR 9 D&T-COMPUTING U3 79 TOPIC 2 LESSON 8

Activity 1: Write a brief explanation on the question given. You may go
3 back to Lesson 7 to help answer this question.

1. How are the Design Templates different from background design?

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Customizing the background

On this part of the lesson we will put into use the different background designs that we
talked about. This exercise is also known as customizing the background, since we are
going to add our own background preference rather than use ready-made ones.

Customise/customizing the background means to make or change the background to
individual or personal settings. This is a hands-on exercise, be sure your computer is on
and PowerPoint application is open, do not skip any of the following steps.

Customise/customizing to make or alter to individual or personal specification.

Adding Colour from the Colour Scheme into the background

The image on the right is an exact example of a Colour
Scheme, the parts of a Colour Scheme is labeled
according to the following:

" (Bl © 1. Colours used for title text and body text

2. Colour used for background, fills, and shadows

Title of Slide

3. Colours used for hyperlinks, fills, and accents such
as bullets

Let us try to apply our very first colour scheme into a Presentation.

1. Open a Single Slide PowerPoint.
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2. On the ribbon bar select the Design Menu Tab, on the far right end select the
Background Styles (under the Background Group). Select a background style of
your choice.

Presentation] - Microsoft PowerPoint BN |
Design Transitions Animations Slide Show Review View =) e

Aa—] [ Aa [u_\l B cotrs [ mmackorouna st -

=~ lkd 5N

x

e -

Themes

L I —
[ |

‘ L i
4 Format Background...

Select a background style from here.

3. Under the themes group (still under the Design tab), click on colours for colour
scheme
Design Transitions Animations Slide Show Review View

Colors = | |
Aa Aa | 2 = D Ao [ 2 Aa j‘ B 3 Rackaround Sty elv
e e | M ﬁ s || ([SmsSy | mmmmsn — e |l emEEEE o

Themes Grayscale
Adjacency
HONEENEE Angles
EODNNEEE Apex

Hover your mouse over the colour schemes and
you will see a preview in your slide.

4. Keep the file open for the next exercise.

Colour outside the Colour Scheme

If you introduce new colours to the presentation that are not part of the colour scheme the
new colour is added to all colour menus, and appears below the eight colours of the colour
scheme.

1. Select Colours under the Themes group.
2. Click the Create New Theme Colours

IEH cotors -| Sl Rarkarnund Sheles ~
Built-In -
HONEEEEE office
BN crayscale
EONOONEN  Adjacency
EOEEEEEE Angles
EODNNEEN Apex

N NEENTE Apothecary
EONENEEN Aspect
EOOEEEEE Austin
BN NEN BlackTie
EOEENENN cvic

H NN ENNN Carity

Composite

Concourse

Couture

Elemental
Equity Click the Create New Theme Colours.
HONDONENNE Essential
EONENEEE  Exccutive
EONEENEE Fow
EONOOEEOE Foundry
EONENNNN crid -
Create New Theme Colors... /
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Let us try to apply colour outside the Colour Scheme. Do the following steps:

1. We will use the same presentation that we have used above with the Colour Scheme
of your choice applied.

On the Title type the word —Helld.

Depending on the Scheme that you have selected, the word —Ello” will reflect the
colour of the scheme you choose.

4. Select Create New Theme Colours... and a window similar to the one below will

appear.
r
Create New Theme Colors M

Theme colors Sample

Text/Background - Dark 1

[extfraca Text Text

Text/Background - Light 1 ’ | ]

Text/Background - Dark 2 A

Accent 1 )
Hyperlink

Accent 2 Hyperlink

Accent 3
Accent 4
Accent 5
Accent &

Hyperlink

o o ] 5 B

Followed Hyperlink

Mame: |Custom 1

Reset [ Save ] [ Cancel

5. Select the box beside Text/Background — Dark 1.
[ Create New Theme Colors m

Theme colors Sample

/ =] Text/Background - Dark 1 E o T
Text/Background - Light 1 - L ]
Select Text/Background — Dark 1 Text/Badkground -Dark 2 [ < ’ D
Text/Background - Light 2 E m m
Accent 1 E Hyperiink
Accent 2 I - Hyperlink
6. Select a colour that you want to use then name the scheme by typing a name on the

box beside the name: click save.

In the above exercise, we changed one of the twelve colours of the colour scheme. The
change that we have done will be visible if you type a text on a light coloured background.
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Remember the following tips in choosing colours as a background for a presentation:

1. Choose colours that are easily visible when viewed on a monitor or projected onto a
screen in a bright room.

Colours that are opposite (different shade, same saturation level)

Colours that contraste well.

At least one bright, saturated colour (useful for highlights)

Black or white, if you haven't used them or their equivalents in the first two colour
blocks

6. A medium-tone neutral (gray, for example)

a0

Saturated/Saturation is the intensity of a colour, expressed as the degree to which it differs
from white. A saturated image has overly bright colours.

Activity 2: This is a hands-on practical exercise, you must have a
working computer that has PowerPoint application
installed. In this practical exercise you will The subject of
the Presentation will be given to you. That includes all the
contents and the corresponding slide numbers where they
should be located. After writing all the contents to the
slide, follow the rest of the instructions given. Do not
forget to

1. Create a five-slide PowerPoint presentation.
2. Type the following contents to its corresponding slides:

Slide 1: Title: O Arise, All You Sons
Subtitle: Lyrics and Music: Thomas Shacklady

Slide 2: Content: O arise all you sons of this land,
Let us sing of our joy to be free,
Praising God and Rejoicing to be
Papua New Guinea

Slide 3: Content: Shout our name from the mountais to seas
Papua New Guinea
Let us raise our voices and proclaim
Papua New Guinea

Slide 4: Content: Now give thanks to the good Lord above
For His kindness, His wisdom and love
For this land of our fathers so free,
Papua New Guinea

Slide 5: Content: Shout again for the whole world to hear
Papua New Guinea;
We're independent and we're free
Papua New Guinea
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3. Go to the first slide and apply the first colour scheme (Office) found on Colours.

4. Go to the second slide and apply Style number 7 from the background styles. Apply
the fill effect to the second slide only

5. Go to the third slide and apply Austin theme effect. Apply it to the third slide only.
6. Go to the fourth slide and apply Angles theme effect. Apply it to the fourth slide only.
7. Go to the fifth slide and apply Couture theme effect. Apply it to the fifth slide only.

8. Save your file under the filename —PHPractical 4.”

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answer. Make sure you do the necessary corrections before moving on to the next part
of this lesson.

Summary

You now have come to the end of Lesson 8. In this lesson we have defined
templates and backgrounds, saw the different types of templates and
backgrounds, enumerate the importance of templates and backgrounds, and
most importantly used the appropriate design templates and backgrounds for
our PowerPoint Presentation.

NOW DO PRACTICE EXERCISE 8 ON THE NEXT PAGE
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Practice Exercise: 8

A. Select your answer from the choices given. Circle the letter of the correct
answer.

1. After choosing a predefined template, which option has to be chosen to change the

background colour?

A. Design Template B. Colour Scheme
C. Animation Scheme D. Colour Effect
2. Which PowerPoint feature adds special effects to modify the appearance of the
slides?
A. Colour Scheme B. Animation
C. Transition Settings D. Handouts
3. Which of the following is not correct regarding the Background of slides
A. Background colour of slides can be change
B Picture can be set as Slide Background
C. Texture can be set as Slide Background
D Background colour is only applicable to one slide

4. After choosing a predefined template, option has to be chosen to
change a background colour

A. Design Template B. Colour Scheme

C. Animation Scheme D. Colour Effects

Refer to the information below to answer question 5:

i. Radient
ii. Texture
iii. Picture
5. According to the given information can be used as slide background.
A. i only B. ii only
C. i and ii only D. i, i, and iii

Refer to the information below to answer question 6:
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I creating a Template
ii. editing the slide master
ii. using the autocorrect wizard

6. According to the given information, you create a uniform appearance by adding a
background image to all slides by:

A. i only B. i and ii only
C. ii and iii only D. i, it and iii
7. Which command will you use in PowerPoint if you need to change the colour of

different objects without changing content?

A. Design Template
B. Colour Scheme
C. Font Colour
D. Object Colour
B. Write True if the statement is correct and False if the incorrect on the blank

space after each statement.

1. When you change the slide background, you can apply the change to the present
slide only.

2. Edit Colour Schemes is found at the bottom of the taskpane.

3. Colour Scheme consist the seven colours of the rainbow.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.

Answers to Activity 1

1. Design Template can vary from very basic to very colourful and detailed while
background design offers simple shade or texture for a slide background and not all
the other design elements in a design template.


mk:@MSITStore:C:/Program%20Files/Microsoft%20Office/OFFICE11/1033/ppmain10.chm::/html/pphowChangeTheKindOfBackground1.htm
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Answers to Activity 2

0 Arise, All You Sons

Lyrics and Music: Thomas Shacklady

Papua New G

86

O ariza all pou sons of thiz land,
Lat vz 5ing of curjoy to be fres,
Praising God and Rajcidng to be
Fopwa Mew Guinea
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the good L
For His kindness, His wisdom and love
For thisland of our fathers so free.
Papua New Guinea
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Lesson 9: Inserting Graphics, Clip Art, and/or Digital Pictures to a
Presentation

Welcome to Lesson 9 of Unit 3. In Lesson 8, we named and differentiate
the different backgrounds available for presentation and learned how to
customise the background for presentation.

>J In this lesson, we will identify the steps in inserting graphics, Clip Art,

and/or images. We will also identify how to insert graphics , Clip Art, and

pictures in a presentation. Finally you will list down the importance of
these activities.

Your Aims:

1 e identify the process of inserting graphics, Clip Art and/or
N\ T digital pictures

e correctly insert graphics, Clip Art, and/or digital pictures

Adding graphics to the presentation

Adding images to your presentations makes them more interesting and
engaging. Pictures, Clip Art and screenshots can be inserted into PowerPoint to
help you effectively communicate your ideas to your audience.

There are two ways to add graphics to your presentation.
e Use the Microsoft Clip Art Gallery, which is a built-in feature.
e Use graphics you have saved on your computer or USB key from other sources.

Use the Microsoft Clip Art Gallery

1. From the ribbon bar, go to Insert Menu tab, under the Images group, click Clip Art as
shown in the image below.

1. Click Insert Tab.
E Home [|19er({igr'|ﬁsmuns I ERE

: 1' I_aé = T

| . | JJ (i-+ J l'l__‘} iﬁ ﬁl

Table Picture | Clip ot Photo Shapes smartArt Chart
) Art . = 2. Click Clip Art.

Tables Images
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2. The Microsoft Clip Art Gallery Window appears on the task pane. Find a picture that
you want by browsing or entering a search term in the box.

Type a search term here, example:
children, work, party

The images of your search term will
appear here.

/

!

A organew cpn.
[ %P Cip wrt on Offics Orire

{ & Tes & fedeg cgn

3. To make a selection do a single click on the image that you want or click on the
down arrow to insert the picture into your presentation.

Insert:
|43 Copy

14 Make Avaiable Offiine...

Edit Keywords. .

Preview,Froperties
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Use graphics you have saved on your computer or USB key
If you want to insert an image from your computer or USB device, the following steps will be

useful.

1. From the ribbon bar, go to Insert Tab, under the images group. Click Picture.
T Home Insert Seston 1. Click Insert Tab.

] |bd g8 @+ B8

Table Picture Clip Screenshot Photo
v AT v AHoom 2. Click Picture.
Tables Images
2. The Insert Picture dialogue window will open. Choose the location of the image you

want to insert ( from the computer or USB device) and then double click on the file
you want or single click on it and click the insert button.

Select and Click the image of your choice, ex: Avocado.gif
2

IﬂMyPictuves/ | Q@ X O E - Tooks -
) powerpoinferaphics
2] avocado. if
~ caprese.bmp
~ edamame,bmp
& edamame.png
~y fettuccini.bmp
[Fw) Sample Pictures
~ untitled.bmp
£ untitled. PG
4 zucchini.bmp

Click Insert to insert image
to presentation.

File pame: I 3
Files of type:  [all Pictures (*,emf; *.wrnf;*.jpg;* foeg; . fif;*.jpe;* png; v | Cancel

oD R

/ Activity 1: Write a brief explanation on the question given.

1. Why is it important to add an image to your presentation?




GR 9 D&T-COMPUTING U3 90 TOPIC 2 LESSON 9

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answer. Make sure you do the necessary corrections before moving on to the next part
of this lesson.

Basic Image Editing

After inserting image to your presentation there are a lot more things you can do to
enhance your image. Here are some of the basic image editing that you can do. Try to
follow the steps provided. Do not hesitate to repeat the steps if you get confused along the
way.

To move an image:
1. Click on the image to select it (white dots, or —asizing handles” will appear around its
edges)

L

Resizing handles

o

2. Place your cursor over the picture. The cursor will turn into a two headed arrow and
you can drag the image to where you want it. You can also use the arrow keys on
your keyboard to move an image around the slide.

Four pointer arrow

This is when you resize the image when a four (4) pointer arrow is what will show to
indicate that you can move the image.
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Resizing images
To adjust the size of your image do the following steps:

1. Click on one of the resizing handles at the corner of the image and drag it towards
the centre: using the corner handles will reduce the image‘s size whilst still
maintaining its aspect ratio. But do not use the handles at the sides of an image or
you will distort it by squashing it. You can use the same approach by dragging the
corner handle away from the centre to make the image bigger.

Use corner handles to
resize a picture while
maintaining its aspect

ratio.
Q
: —

The effects of using the
side handles is that the
images gets distorted.

The aspect ratio of an image describes the proportional relationship between its
width and its height.

2. To make an image larger, drag one of the resizing handles at the corner of the image
outwards. Again, do not use the side handles or you will distort the image by
stretching it.

Cropping images
If you want to show only a small part your image, you can do this using the cropping tool

-r._ from the Picture tools ribbon under the Format Menu tab.
-

Cropping is getting rid of unwanted parts of the image keeping only the part of the image you
want in your presenatation.

The Picture Toobar is usually visible if a picture is selected: if not, you can make it visible by
selecting it from the Toolbar section of the View menu.

To crop an image, follow these steps:
1. Click on the image you wish to crop.

2. Click on the Crop icon. The crop icon is found on the Picture Tools ribbon (which
only appears if there is an image selected), Format Tab, under the Size Group.

Format = — 1. Click Format Tab.

L_/ Picture Border ~ [y Bring Forward ~ |2 Align ~

: % -
’ ‘ v ‘! Picture Effects {3 Send Backward v ]G D

v | B ~ Picture Layout “?—,';, Selection Pane A Rotate ~ ~
Picture Styles ” Arrange N 2. Click the Crop icon.
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Thick black borders will appear around the corners and on the sides of the image.

3. Move your mouse pointer at one of these bars — it will change to a black line and you
can then click and drag the bar to the right place.

4. Continue doing this with all the barsuntil you have your final image — as long as you
do not click anywhere outside the image, you will remain in cropping mode.

/

Thick black line that will be clicked and
dragged to the right place to crop the
image.

Image Before Image During
Crop Crop

Notice that part of the top of the

Image After image has been cropped.

Crop

However, if you clicked outside the image, simply click on image again and select Crop and
continue cropping your image.



GR 9 D&T-COMPUTING U3 93 TOPIC 2 LESSON 9

Activity 2: Practical Application. This is a hands-on practical exercise.
You must have a working computer that has PowerPoint
application installed. In this practical exercise you will create
a single slide PowerPoint presentation. Your goal is to create
exactly the same presentation like the one shown below. Do
not forget to save your file under the filename “PP Practical
47,

Note: If the images used above are not available from your Clip Art gallery you are allowed to use
different imaaes with the consent from vour tutor.

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answer. Make sure you do the necessary corrections before moving on to the next part
of this lesson.

Summary

You now have come to the end of Lesson 9. In this lesson we have learned the
importance of inserting image to our presentation. We have also learned how
to insert image to our presentation and lastly learned a little editing of image.

NOW DO PRACTICE EXERCISE 9 ON THE NEXT PAGE
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Practice Exercise: 9
A. Select your answer from the choices given. Encircle the letter of your answer.
1. From which tab can you access Picture, Text Box, Chart and others?
A. File
B. Design
C. Insert
D. View
2. What are the four options available in Images group?
A. Clipart, Pictures, Shapes, Video
B. Clipart, From Files, Shapes, Text Box
C. Clipart, Screen Shots, Photo Album, Picture

D. Clipart, Pictures, AutoShape, Screen Shots

3. If you select Insert >> Picture
A. You can insert Pictures and Cliparts
B. You can insert Cliparts only
C. You can insert Pictures only
D. You can insert Font

4. The Microsoft Clip gallery allows you to:

A. add slides to a presentation.
B. spell check your presentation.
C. add word art images to a slide.

D. add Clip Art images to a slide or slides.

5. When an image is selected, it displays which of the following:
A. Six boxes
B Six middle handles
C. Two corner handles
D Eight sizing handles

6. The collection of ready-to-use images included with Microsoft Office is known as
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A. Clip Art B. Word Art
C. Smart Art D. Autoshapes
7. Removing unwanted portions of picture is called
A. trimming. B. cutting.
C. filtering. D. cropping.
8. What does —nnage from a file” mean?
A. Picture on the internet
B. Movie clip you saved to your computers memory
C. Picture you saved to your computers memory
D. Picture that Microsoft PowerPoint has saved for you

B. Write True if the statement is correct and False if the incorrect on the blank

space after each statement.

1. On searching for Clip Art in the Clip Art task pane, an enlarged image of the Clip Art
is displayed in the Result Box.

2. Clicking the Insert Picture button and selecting a picture will insert the image in a
presentation.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.

Answers to Activity 1

1. Adding images to your presentations makes them more interesting and engaging
and adds more excitement to your presentation by inserting graphics, clipart and/or
digital pictures

Answers to Activity 2

1. Note: If the student has copied exactly the image provided, then the student is said
to have succeeded this activity.
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Lesson 10: Using WordArt in a Presentation

Welcome to Lesson 10 of Unit 3. In Lesson 9, we identified the steps in

@ inserting graphics, Clip Art, and/or pictures. We also identified menu for
’ ~inserting graphics , Clip Art, and/or digital pictures and insert graphics Clip
/Art and/or digital pictures in a presentation. Finally we have listed down the

)J //« |mportance of inserting graphics, Clip Art, and/or digital pictures.

In this lesson, we will identify the steps to insert a Word Art in a
Presentation, identify menu for Word Art, use Word Art in a Presentation
and identify the importance of using Word Art in a Presentation.

Your Aims:
e determine how to insert a word art to a presentation
e edit word art
e use appropriate word art sytle

In today’'s lesson we will look at WordArt, what it is, what it can do to your presentation.
Then you will learn how to put it into your presentation.

Parts of this lesson involves hands on practice. Be sure to have a working computer in front
of you with PowerPoint installed on it.

el formattlng your text. Once you select a style and enter your text in the WordArt
dlalogue box, your text is added to your slide. You can manipulate that WordArt object as
you would an image or text box.

In PowerPoint you can add unusual text formats — for example, curved, slanted, or three-
dimensional text. To do insert WordArt, follow these steps:

1. On the Insert tab, point to Picture, and then click WordArt.

Album ~

Transitions

sj ._H- % FI =

|p Saeenshot Photo | Shapes SmartArt Chart

Animations

-—

Links

Slide Show

Images Illustrations

X

Presentation2 - Microsoft PowerPoint

Review View

Box &Footer| -

1. Click the Insert Tab.

2. Click Word Art icon.

3. Select a Word
option here.

Art
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2. Click on the style you want to insert. A text box appears with the text —¥ur text
here”, with the WordArt style you selected applied to it.

3. Edit the text to what you want it to be.

At this point, you will see a Drawing Tools Format context tab. Here you will find
the WordArt Styles group.

Favorites

View

A Text Fill -

A A | « {7 Text Outline ~

v Text Effects ~
ordA rt Sty les

This contains the preset styles gallery, and drop downs for controlling the Text Fill,
Text Outline, and (most fun) Text Effects.

Text Fill — adds color, gradient (blending of shades from light to dark or from one color to
another), and/or picture inside a text.

Text Outline — adds a line marking in the outer curve or boundary of a text.

Text Effect — adds shadow, reflection, or glow to a text. It also can change the direction of a
text

A Text Fill ~
‘Q/Text Qutline ~
[ /2 Text Effects ~|

Shadow

Reflection 4 |

Glow

7\ Bevel
= |

; 3-D Rotation »

No Transform _
)
AN  TIranstorm

abcde

Follow Path
cde =3 de o
= 2 ™ = Gh
o - »
S

s o

cd % RN no®
Warp
abcde abcde abcde 2bcde

Al AP A A A A S S S S S
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Whenever a WordArt object is selected, the WordArt Format Tab appears.

/ Activity 1: This is a hands-on practical exercise, you must have a
5 working computer that has PowerPoint application installed.
In this practical exercise you will create a single slide
PowerPoint presentation. Your goal is to create exactly the
same presentation like the one shown below. Do not forget to
save your file under the filename “PP Practical 5.”

Font: Calibri

Size: 54

Text Fill Color: Black

Shape Effect: Reflection, Half

Raflaction pd
LIANALAA4 104 ]

e

i

/

/

Font: Calibri

Size: 66

Text Fill Color: Gradient, Linear Down
Shape Effect: 3D Rotation, Perspective
Relaxed

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Now that you have added WordArt to your presentation. We will do a quick editing. In this
part of the lesson, we will be discussing the different types of editing a WordArt. We will do
a hands on exercise of each editing procedure. Read through the text and follow all the
steps. If you get confused do not hesitate to repeat until you get it right.
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Editing WordArt

After creating your WordArt, you can change its colour and style to make it even more
appealing. The following are some of the ways you can edit with WordArt.

e Adjusting WordArt Colours

e Adjusting Fill Colour

o Editing WordArt Text

e Changing WordArt Font Face and Size

Let us now take a closer look at each of the editing options. This part of the lesson also
includes a step by step process. Be sure to follow and never skip a step. If you get
confused along the way, never hesitate to repeat it until you get it right.

Adjusting WordArt Colours

Fill colour and line colour may be adjusted in WordArt. Fill colour is the colour of the letters,
and line colour is the colour on the border of the WordArt.

Adjusting Fill Colour

Here is another way of changing the colour of WordArt. Follow these steps to adjust the fill
colour of your WordArt:

1. Open a new PowerPoint. On the first slide delete the —{ick to Add Title” text box by
clicking on the box and prseeing delete on the keyboard. Do the same thing for the
—(k to add Subtitle”.

Select both of these boxes and delete
them using the Del key on your

/ keyboard.

2. On the Insert Menu Tab, Click WordArt.

| | - Tr——
\E] = e | = Presentation6 - Microsoft PowerPoint (Product Activation Failed) ‘ ving Tools |
Home Insert Design Transitions Animations Slide Show Review View Format
ElE 1 ED W ‘ A = B3 =1 a3
T ke o B R Al B4 E e
Table Picture Cli ScreensiNt  Photo Shapes SmartArt Chart Text Header WorMart Date Slide Object
v Ar - Box & Footer & Time Number
Tables Insert Tab Illustrations Links ex

WordArt
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Select a style in the WordArt Gallery.

TOPIC 2 LESSON 10

Select a style from this Gallery

throughout the hands-on exercise).

WordArt toolbar will appear.

On the Edit WordArt Text, type your name (your name will be our example

Select the WordArt icon by double clicking on it (in this case your name) and the

A A =%

9]

4

Calibri (E = 54

|||||U

e s = N_:_f\
"Petem

= e

WordArt Toolbar

T~

The WordArt
selected,
Toolbar appear.

~

image should be
to make the WordArt

choice.

Select the Shape Fill command. For more option with colours, click down the arrow
button beside the Shape fill to show the colour palette and select a colour of your

td -

~ A A
&T

?

, Calibri (E - 54
'—————-D——'u—w

i~

|||||D

| Petem

=

(2

ol

L

The Shape fill command

The box around your name should be filled with the colour of your choice.

Leave your work open for the next exercise.
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Editing WordArt Text
If you need to change the spelling or words of the WordArt you have created, just simply
click inside the textbox and retype or correct the word you have typed.

Changing WordArt Font Face and Size
If the font or size of the WordArt letter does not suit your preference then feel free to use the
WordArt toolbar to make changes.

Do these steps to change the WordArt font face and size to your liking.
1. Select the WordArt image by double clicking on it (in this case your name)

From the Font pull-down list, select a font, then from the font size pull-down list,
select the size you wish for your text

[ —

Click the arrow beside the font size to reveal
the list of available sizes.
|

Click the arrow to reveal the list for
available fonts.

Activity 2: This is a hands-on practical exercise. You must have a working
f computer that has PowerPoint application installed. In this

practical exercise you will create a single slide PowerPoint
presentation. Your goal is to create exactly the same
presentation like the one shown below. Do not forget to save
your file under the filename “PP Practical 6.”

1. Open PowerPoint and create a single slide presentation. Remove all text boxes from
the presentation slide. Create a WordArt image like the one below. Follow the text
formatting as indicated in the image on the next page.
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Font: Calibri
Size: 44
WordArt: Gradient Fill - Gray, Outline — Gray
Text Effect: Shadow, Perspective Diagonal Upper Left
—
— Font: Calibri
— T Size: 54
< > WordArt: Gradient
T _—— Fill - Black, Outline —
— Black White Outer
— T Shadow
< /' Text Effect:
— Transform, Arch Up
— Font: Calibri
— Size: 54
< WordArt: Gradient
T ——— Fill — Blue, Outline —
Accent 1
Text Effect:
Transform, Wave 1
2. Edit the WordArt image above to create a presentation like the one on the other

page.

Font: Calibri

Size: 54

WordArt: Gradient Fill — Blue,
Outline — Accent 1

| 1 Text Effect: Arch Down

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Summary

You now have come to the end of Lesson 10. In this lesson we have learned
the definition and importance of inserting WordArt to our presentation. We
did hands on exercises to experience how to add WordArt. Lastly, we also
did a quick editing of our WordArt.

NOW DO PRACTICE EXERCISE 10 ON THE NEXT PAGE
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Practice Exercise 10
A. Select your answer from the choices given. Encirle the letter of your answer.
1. Which of the following statement is true?
A. You can insert WordArt from Insert Tab in PowerPoint
B. You can insert WordArt from File Tab in PowerPoint
C. You can insert WordArt from Edit Tab in PowerPoint
D. None of the above
2. Which of the following should you use when you want to add a Word Art to an

existing presentation.
A. File, WordArt

B. Insert, WordArt
C. Insert, Picture, From file
D. Insert, Picture, WordArt
3. Which of the following includes special effects that can be applied to WordArt?
A. Colour Fill
B. Line Colour
C. Rotating
D. All of the above
4. WordArt is a text-sytling feature that is available in the suite of products.

A. Microsoft Office
B. Microsoft XP
C. Apple Office
D. All of the above
5. Inserts a decorative text on your slide
A. Textbox B. Design
C. WordArt D. Shapes
6. Is a gallery of text styles that includes effects such as mirrored or shadowed text
A. Textbox B. Shapes
C. Text Style  D. WordArt
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B. Write True if the statement is correct and False if the incorrect on the blank
space after each statement.

WordArt are not able to be edited for colour preferences.
Whenever a WordArt is selected the drawing toolbar appears
Fill colour is the colour outlining the letters

W N =

Once you select a style and enter your text in the WordArt dialogue box, your text is
added to your slide.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.

Answers to Activity 1

1. Note: If the student has copied exactly the image provided, then the student is said
to have succeeded in this activity.

Answers to Activity 2

1. Note: If the student has copied exactly the first and second image provided, then the
student is said to have succeeded in this activity.
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Lesson 11: Adding Graphics from the Internet

Welcome to Lesson 11 of Unit 3. In Lesson 10, we learnt the steps on how
c to insert a Word Art in a Presentation, identified the menu for Word Art,
o used Word Art in a Presentation and identified the importance of using
AT %/ ;E: Word Art in a Presentation.
' )jj? In this lesson, we will about how to add graphics from the Internet to a
\ ‘ presentation. We will also state the do‘s and don‘t in using graphics from
e

the Internet and state the rules in acknowledging source., Finally we will
state the importance of adding graphics from the Internet.
Your Aims:

@ ¢ identify the process of adding graphics from the internet
=, i @ correctly and ethically use graphics from the internet

What is Internet?

Today we will learn about adding graphics from the Internet. You may find this topic as a
review of Lesson 9 (Inserting Graphics, Clip Art, and/or Digital Pictures to a Presentation).
Both Lesson 9 and 11 use the same method in adding graphics to a presentation. The only
difference is where the images come from. Let us now start with our lesson. If you get lost
on any part of the reading, do not hesitate to go through the topic again so that you get a
hang of what this lesson is all about.

Now we will learn another way of searching for images to add into our
presentation using the internet.

Internet is a way of connecting your computer to any other computer anywhere
in the world via dedicated routers and servers. When two computers are connected over
the Internet, they can send and receive all kinds of information such as text, graphics, voice,
video, and computer programs.

Router is a device that connects two networks over large distance.

Server a part of a network. It is a machine with plenty of storage capability, so plenty of users can
save and use resources.

Searching the Internet for images

There are many image store rooms out on the internet, but the quickest way to find images
is through the search engine. Most major search engines allow image searching, but the
widely used search engine is the Google, for its effectiveness and simplicity. When
searching make sure you are searching for images only.

Search Engine are programs that search documents for specified keywords and return a list of
the documents if the keywords were found.
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In the next part of our lesson, it is important to have a working computer that has
PowerPoint program and an internet connection. Follow the steps and do not skip anything.

1. Open your web browser. There are different types of web browsers. But your
computer should have the Internet Explorer as a default. F) ]
Look for this logo and click it. >

Web Browser is an application software or program designed to enable users to access,
retrieve and view documents and other resources on the Internet.

2. After clicking the Internet Explorer logo, the web browser would open, in the address
bar of the browser type the web address www.google.com, refer to the image below
to identify where the address bar is located.

\ The address bar is located at the top

[Type a quote froa part of the web browser, type

www.google.com.
[Type a quote from the document or
the sumiqary of an interesting point.
You can positieq_the text box
anywhere in the doctment. Ul (The Google logo) The google search
Text Box Tools tab to chande| engine will appear on the screen of
formatting of the pull quote t§ your web browser.
box.] |

3. On the search box below the Google logo type the category of image you are looking
for, example: image of flower (type flower if you are looking for images of flowers).

Type the keyword of your 3
search here on the search

box. Australia

\

Click this button to continue
with your search. Google Search | I'm Feeling Lucky

g

4. Click the —Gaogle Search” button.

5. Google will display the images that you have searched. See the image on the next
page.

0. Keep this search result open for the next part of this lesson.


http://www.google.com/
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Images for flower - Report images

/ Activity 1: Write a brief explanation.

1. Give one advantage of searching images for PowerPoint using the Internet.

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answer. Make sure you do the necessary corrections before moving on to the next part
of this lesson.

Inserting Images to PowerPoint

In the earlier part of this lesson we discussed how to search or look for images on the
internet. In this part, we are going to insert those images to our PowerPoint presentation.
You can refer to Lesson 9 on how to search an image on the internet.

1. With the images that you have searched, select a picture that to use in your
presentation.
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2. Right click once your mouse pointer is over the picture you want. When the pop up
menu appears click Save Pictures As

Open link
Open link in new tab /
Open link in new window

Save target as...

Go to My Pictures
Set as background

Once you have decided
on an image right click
that image

Print target
Show picture

\ On the Pop up
E-mail picture... menu click Save
Print picture... Picture As.

3. When the Save Picture window opens, be sure that beside the Save in: it shows My

Pictures folder.

Save Picture

Save in: IT_ﬂ My Pictures

My Network  File name:

Places

Save as type:

x| e ®exE-

I Untitled.jpg I L] Save[ I
|JPEG (ipa) ~] Cancel

Save

Click the

N o a b~

Replace the filename with —dwers”

button. This will save the image to your computer.

Now, open the PowerPoint Window.
Click the Insert Menu Tab, go to Pictures.
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8. When the Insert Picture Window appears, browse to the My Pictures folder and
select the image that you have saved earlier. Then click Insert.

8. The image will now be inserted onto your PowerPoint Presentation.

Yahoo is an Internet doorway that includes a search engine and a directory of World Wide Web
sites organized in a ladder of topic categories.

Copyright is any material that is protected by law from someone else using. If something is
protected under a copyright and you use their material exactly as it is written you can face legal
action from the owner of the material. Always seek permission from the owners of the material if
you want to use their work.

Be alert of the fact that pictures you find on the Internet may be copyrighted. Google and Yahoo
clearly say that you must go to the original website where images are from and follow with that
site‘’s copyright policy. There are many Clip Art sites that clearly give permission for you to use
their images as you see fit. The details differ, but in general, these sites allow you to use and even
adjust the graphics for your own purposes. You are not allowed to rearrange the graphics. In some
cases you are expected to indicate the website whenever you use the image. In other cases you
are limited from using the graphics for any for profit purposes.

/ Activity 2: Write a brief explanation.

1. Why is it that important to be alert of copyright issues when using images from the
internet?

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the next
part of this lesson.

Summary

You now have come to the end of Lesson 11. In this lesson we have learned
how to search images from the internet, added our searched images to our
PowerPoint presentation, and identified the importance of copyright.

NOW DO PRACTICE EXERCISE 11 ON THE NEXT PAGE.
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Practice Exercise: 11

A. Write True if the statement is correct and False if it is incorrect on the blank
space after each statement.

1. Internet can give very limited images that we can use for our presentation?
2. Google is the only search engine that we can use to search for images.

3. There is no other web browser except Internet Explorer.

4. Web address is normally typed in on the search bar.

5. The search bar of Google is located at the top of the web browser screen.

6. You need to save the images you searched from the internet before you can put it on
your presentation.

Internet is connected only using a Router.
When saving images from the internet, you should put it in the My Pictures folder.

9. Internet Explorer is the default browser for the Windows Operating System.

10. Toinsert an image from the internet to your presentation you need to go to the File
Menu.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.

Answers to Activity 1

1. Using the internet to search for images to use in a presentation can give you more
choices for a presentation because we are not limited to what is given by the
computer such as the clipart images.

Answers to Activity 2
1. We must be ware of copyright issues, because there are original owners of the

images we are trying to use from the internet. If proper permission is not sought or
instructions from the owner is not followed, we may face legal action.
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Lesson 12: Adding Animation Schemes
c Welcome to Lesson 12 of Unit 3. In Lesson 11, we identified the steps of
& how to add graphics from the Internet to a presentation. We also learnt

-“.ff_ . _-about the do's and don'ts in using graphics from the Internet and stated
) >g/ _-}the rules in acknowledging sources and stated the importance of adding
\Vi
’

A
Q 9 graphics from the Internet.

In this lesson, we will identify the steps required to add animation
schemes, add animation schemes to a Presentation and state the
importance of adding animation to a Presentation.

Your Aims:

@ e identify the different available animation schemes
<% & * add appropriate animation schemes to a presentation

Applying Animation Schemes

Let us now begin this next lesson. Avoid skipping any part of the lesson. If you
find it confusing do not hesitate to read the contents once again, then follow
through with the steps provided.

Animation schemes in PowerPoint allow you to add fixed visual effects to paragraphs,
bulleted items and titles. Using an animation scheme keeps your presentation consistent
throughout. It is a quick way to emphasise sections of your presentation.

PowerPoint‘s animation schemes is a quick way to add motion or movement to the contents
of your slides. You must be infront of a computer with PowerPoint program installed to do
this. Open PowerPoint and follow the instructions, do not skip any step. Here are the steps
in adding animation to your presentation.

1. We will be creating a one slide presentation. On the first slide click the Add a title box
to add a title, and type —Ppua New Guinea”. Refer to the image below.
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2. Select the text —Ppua New Guinea” then select Animations from the ribbon bar. On
the Animation group, point your mouse over any animation. The preview of the
animation will automatically show on your slide.

Select the Animations menu Tab
from the Ribbon Bar.

Home Insert Design Transitions Animat#lns Slide Show Review View Format
§* - A
4 -'Ir"F 4 _-,n.( N N _.',,\? -
Mone Appear Fade Fly In Float In Split Wipe Shape =
\ Animation }

v Click the arrow for
more animation

Point your mouse over any of these animations,
there is an automatic preview on the slide pane.

3. After selecting the appropriate animation settings, use the Preview button beside the
Animation group to see the animation in action.

Hame Insert Design Transitions Animations

X

Appear

Animations Group

Anir

Preview Button

It is recommended that the number of animation be limited so that it does not
distract the audience from the content on the slide.

To maximize audience interest while minimizing the potential distractions, the
type of animation used should be relatively quick, simple, and consistent from
slide to slide.

The Importance of Animation in PowerPoint

When animation is used properly, animations can, among other things:
help the audience remember a part of your presentation
represent a connection between ideas

highlight the movement of a topic

e nh =

add visual representations to difficult ideas
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Activity 1: In this activity you will be doing a practical exercise. You will
be creating a two slide presentation. Remember that you
must be infront of a working computer with PowerPoint
application installed. Open a new presentation in PowerPoint
program before you start with step 1.

1. Type the following text, follow the Slide number.

Slide 1: TITLE: My Grandfather’s Bilum
SUBTITLE:  By: Jeffrey Febi

Slide 2: How grandfather’s bilum, which

Across my father’s bare chest,
In a loving embrace slung.

Like the Leleki baskets’ blest
How while so pregnant swung.

Select the title. From the ribbon bar select Animation.
From the Animation group select Zoom.

Select slide number 2. From the animation group, select Fade.

Click preview to see the animation.

o ok w N

Save your work in your computer as My Poem.

Thank you for completing this activity. Now, you may go to the end of this lesson to check
your answer. Make sure you do the necessary corrections before moving on to the next part
of this lesson.

Summary

You now have come to the end of Lesson 12. In this lesson we have learned
how to animate the text in our presentation using Animation Scheme. We
have also learned the importance of using animation scheme in enhancing
our presentation.

NOW DO PRACTICE EXERCISE 12 ON THE NEXT PAGE .
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Practice Exercise: 12
A. Select your answer from the choices given. Encircle the letter of the correct
answer.
1. What PowerPoint feature can you use to apply motion effect to different objects of a
slide?
A. Slide Transition C. Animation Object
B. Slide Design D. Animation Scheme
2. Which tab provides you options like Animation Scheme, Custom Animation, Slide
Transition.
A. Insert Tab C. Tools Tab
B. Format Tab D. Animation Tab
3. To start a Slide Show for a presentation, click
A. the File menu choose Slide Show button
B. from Slide Show menu choose Rehearse Timing
C. the Slide Show button at the bottom of the taskbar
D. from Slide Show menu choose Set up Show option
4. What is the easiest way to apply various animations to test on slides?
A. All of the above
B. Apply an animation scheme
C. Customise bullets with animated clipart
D. Apply effects in the custom animation text pane
5. An Animation Scheme effect allows you to

A. Add clipart images to your slides

B. Show images as they are discussed
C. Show bullet items as they are discussed
D. Create a custom transition to the next slide
6. Animation Schemes can be applied to in the presentation.
A. all slides C. current slide
B. select slides D. all of the above
7. An Ellipse motion is a built in
A. Colour scheme

B. Animation scheme
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C. Design templates
D. Background colours
B. Write True if the statement is correct and False if the incorrect on the blank

space after each statement.

1. Animation Scheme is a hard way of adding animation to your presentation.

2. Animation should be limited so it does not distract the audience away from the
content that the animation is being used on.

3. There are only two groups of animation in the Animation Scheme, namely,
Moderate and Exciting.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.

Answers to Activity 1

1. The animation of a presentation should play when the Slide Show command or the
F5 key is pressed.
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Answers to Practical Exercises

Practical Exercise 7

1.
dihe Expeditionsieam
/ = The cavers were six Irish men and one
el Caves of the Kosiia German: An expedition from Australia
, helped'manage access and interactions
with the tribe.
By, Stephen Read & Stephen McCullagh
(an article from the “Paradise
Magazine”)
iihe Llecation
2.
= Our base camp was in the village of Tihe Goal
Eogomaiyul, This:is a small community
located on the eastern slopes of the S et o ‘ d
enigmatic Mount Bosavi. It is surrounded z e;’ Ic?re aenc;rtsjiszz?/zreth% rceacgs ’a nmdap,
by the rainforests ofi the Upper Kikori'int Z e that riddl
eh Southern Highlands underground rivers that riddle the ;
p landscape to the east of Mount Bosavi and
1nto the Darai Plateau.
3 Tihe llocal People

= The region is the homeland'of: the Kosua
people who have lived in complete
isolation from the outside world' until
relatively recently. They retainra great
deal of their traditional ways.and the
famous PNG hospitality is on full show.

Practice Exercise 8

1. B 2. A 3. D 4. B 5. D 6. B 7.

B. 1. False False 3. False

N

Practical Exercise 9

B. 1. False 2. True
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Practical Exercise 10
1. A 2. D 3. D 4. A 5. C 6. D
B. 1. False 2. False 3. False 4. False

Practical Exercise 11
False
False
False
False
False
True
False
True
True
0. False

= © ® N o g bk wbd=

Practical Exercise 12

1. False 2. True 3. False

End of Topic 2.

Now Do Exercise 2 in Assignment Book 2 Then Go to Topic 3.
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TOPIC 3

ENHANCING PRESENTATION

Lesson 13: Adding a Hyperlink to a Presentation
Lesson 14: Inserting a Chart to a Presentation

Lesson 15: Inserting Sound File to a Presentation
Lesson 16: Inserting Video File to a Presentation
Lesson 17: Adding Custom Animation to a Presentation

Lesson 18: Adding Slide Transition to a Presentation
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TOPIC 3: ENHANCING PRESENTATION

In this topic you will learn the concepts of Enhancing your Presentation. The Topic is
designed to familiarise you with the terminologies and icons used in enhancing a
PowerPoint presentation.

In the previous topics you studied Introduction to PowerPoint and the basic of adding
artistic designs to your presentation, in this topic you will learn how to enhance your
presentation using different features of PowerPoint.

In this topic, you will study the following:

Lesson 13 is about Adding a Hyperlink to a Presentation. You will learn to link your
slide to a different slide or your presentation to another presentation.

Lesson 14 is about Inserting a Chart to your presentation. You will learn how to
enhance your data presentation using charts.

Lesson 15 is about Inserting Sound File to your Presentation. You will learn how to
add music to your presentation.

Lesson 16 is about Inserting Video File to a Presentation. You will learn how to add
video to a presentation .

Lesson 17 is about Adding Custom Animation to a Presentation. You will learn about
animating objects to your slide.

Lesson 18 is about Adding Slide Transition to a Presentation. This is the lesson that
will teach you how to animate your slide.
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Lesson 13: Adding a Hyperlink to a Presentation
c Welcome to Lesson 13 of Unit 3. In Lesson 12, we identified the
G- menu for adding animation schemes and learned to add animation

,schemes to a Presentation. We also stated the importance of adding
;an animation scheme to a Presentation.
) //

In this lesson, we will discuss the meaning and purpose of hyperlink
and describe the steps of adding hyperlink. We will also add a
hyperlink and state the importance of adding a hyperlink to a
presentation.

! Your Aims:

e define hyperlink

¢ identify the process of adding hyperlink in a presentation
e appropriately add a hyperlink to a presentation

“—~+) PowerPoint allows you to add hyperlinks to your slides to make them
more interactive. A hyperlink can link to a web site which provides more information
for your presentation. Hyperlink can link contents to various sources. For this lesson,
we will focus on hyperlinking to another slide in your presentation, to an external slide
from another presentation saved in your computer or flahdrive, to an email address
or to a web page.

Interactive relates to a human user. Often in a conversational way, to obtain data or
commands. It gives immediate results or updated information.

Hyperlink or as it is more commonly called, a link, allows the viewer to quickly access
another screen on the computer by simply clicking on a text entry or a graphic object.

In PowerPoint 2010, you can create internal hyperlinks that allow you to jump from
one slide to another and external hyperlinks that jump to other presentations,
documents, or a web site. You can even create a hyperlink that addresses an e-mail.

Creating a Hyperlink to another Slide in your Presentation

The next part of our lesson is a hands on activity. You will add a hyperlink to a slide.
Follow each step in this part of the lesson. If you get confused, do not hesitate to
repeat the steps until you understand how to do it correctly.

1. You will create a seven slide presentation. On the next page are images of the
slides you must create. It already includes the text that you must input in each
slide. Type the text and save your presentation with the filename -Regions of
Papua New Guinea”.
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Slide 1

The Regions of Papua New
Guinea

Click to add subtitle

Slide 2
Regions of PNG

« The four regions of Papua New Guinea are its
broadest scale administrative divisions. While
the twenty two province-level divisions are the
primary administrative divisions of the country,
the regions are quite significant in daily life, as
they are often the basis for organisation of
government services (such as police), corporate
operations, sporting competitions, and even the
machinations of politics.

Slide 3

Regions of PNG

People generally identify quite strongly with
their region, and inter-region rivalries can be
intense. The Four regions are:

* Highlands Region

* Islands Region

* Momase Region

+ Papua Region

Click each region to see the provinces under it.

Slide 4
Highlands Region

+ Simbu

» Eastern Highlands

* Enga

* Hela

 Jiwaka

Southern Highlands
Western Highlands
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Slide 5 Momase Region

East Sepik

- Madang

* Morobe

West Sepik (Sandaun)

Islands Region

Slide 6
 East New Britain

* Manus

* New Ireland

* North Solomon (Bougainville)
* West New Britain

Papua Region
Slide 7
* Central

+ Gulf

* Milne Bay

* Northern Province (Oro)
« Western (Fly)

* National Capital District

2. We are now going to add a hyperlink to Slide number 3. Select the word
—Ighlands Region”.

3. Click the Insert Menu tab, then click the hyperlink command.

Rld9-0 &= Presentation2 - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show
o T =6 . i T
[ Elgl : ] L’ -8 9 » Jl @ s J
f < ol g | - P o= o o
a HEl [En+ % ._J A=l ﬂ' se U
Table Picture Clip | Screenshot Photo Shapes SmartArt Chart Hyperlink Action
v Art v Album ~ v
Tables Images Illustrations Links

Click Insert on the Ribbon Bar.

Click Hyperlink.
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4, The Insert Hyperlink dialogue box will appear. Click —Plee in this Document.”
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-
Inzert Hyperlink |i|i"]
1 | Lirk to: Text to display: Highlands Region ScreenTip...
‘ _ ﬁ Look in: FODE Workshop - @ =
Existing File ar
Web Page - powerpoint03Animation_files * Bookmark. ..
%rlglil?t FODE Lessons
"ﬂ GRADE 9
Flace in This having-trouble-putting-a-presentation-together-try-c
| Document Browsed how_B8352781_create-staryboard-powerpoint_files
I Pages Microsaft Ward - Powerpaint 2007 - Website.doc - |
| B PowerPoint 2003 Adding a Hyperlink to a Slide - Ke
Create New cent | PD',‘\'EI'F'DII'I.t TL|t|:||'|_a| - [_qu':cnln_adlng imzages_files
Diocurment s - powerpointl3Animation.pdf
‘ B wg5eon 1 Unit 1.doc -
Address: -
‘ E-mail Address
Cancel

Click -Rlace in this Document” button.

5. Choose a Slide under —Slect a place in this document”

Select slide 4 —Hhlands Region”, then click the OK button.

Existing File or T
WWeb Page

_g Select a place in this document;

| Document
g

Last Slide
MNext Slide
] Previous Slide
Flace in This Slide Titles ;
|| Doament 1. The Regions of Papu
l 2. Regions of PNG
Create Mew | |
. Islands Reqion

[omgse Region

Slide preview:

Highlands Region

= =Smba

= Earery HighGwds
+ Eiga

= Hel@

= INEki3

= Sorthen Highbmds
= Mestery HQiBicds

Insert Hyperlink |M]
| Link to: Text to display: Highlands Region ScreenTip. .. |

. For this exercise,

Click the OK button.

Click to select —kghlands Region”.

| E-mail Address

Cancel

6. You will note that the word —Ighlands Region” on slide 3 will change font
colours and will appear underlined.

7. To test if the hyperlink you created works, click the Slide Show tab then click

—VievBhow”. Click your mouse until you reach slide number 3.

8. Put your mouse cursor on top of the phrase -Highlands Region” The arrow will

change to a hand pointer. This shows that the text is hyperlinked.
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10.

Regions of PNG

People generally identify quite strongly with
their region, and inter-region rivalries can be
intense. The Four regions are:

. Hithands Re@/ ;I\'csem?]rﬁi Pointer which indicates a
* Islands Regio

« Momase Region

« Papua Region
Click each region to see the provinces under it.

Click the phrase —Ighlands Region”. This will cause the slide to jump to slide
number 4 where the list of provinces of Highlands Region is listed.

Leave this work open for the next activity.

Activity 1: In this activity you will continue the exercise. You will
add hyperlink for the Islands Region, Momase Region
and Papua Region.

If you closed the file -Regions of Papua New Guinea” from the previous
exercise, open it again. If you still have it open then proceed to step 2.

Go to Slide 3 of your presentation and select the phrase —Isinds Region”.

Go to Insert Menu tab and click Hyperlink. On the Insert Hyperlink dialog box,
select slide number 5 4slands Region”

Complete the hyperlink for remainder of the regions on Silde 3 and linking
them to the correct target slides.

Close and save your work.

Thank you for completing this activity. You may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the
next part of this lesson.

Creating a Hyperlink to an External Slide

Earlier we learned how to create a hyperlink to other slides in the same presentation.
In this part of the lesson, you will learn how to create a hyperlink to a Slide from
another presentation, to an Email, and to a Web page.
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An external slide, is a slide belonging to another Presentation. It also means that you
are going to link one presentation to another. Here are the steps to create the a
hyperlink.

1. Open the file —Reigns of Papua New Guinea” for this activity.
2. Select the text that you want to use for the hyperlink.
3. Click the Insert Menu Tab from the Ribbon bar, and click Hyperlink.
4. From the Insert Hyperlink dialogue box, click Existing File or Web Page.
Inzert Hyperlink | P wmeS ‘|ﬂ
1 | Link to: Text to display: provinces ScreenTig... |
Look in: CICCerica - 8 = |
a. Application Data * Bookmark. ..
Contacts
A Cookies
Flace in Yhis m Desktop
Docurnefit Downloads
i | Pages Favarites
A Links
A ' .
Create Mew Recent 2 Local Settings

i Documgnt Files
| A My Documents v

Address: Users\ZICCerica\Documents -
| | E-mail Address
n Ok Cancel
A} A} <

1. Click the Existing || 2- Select the location of the 3. The File you wish to link
File or Web page || file from any of the three will appear on this side of
button. choices: Current Folder, the screen. Select it and

Browsed Pages, Recent click OK.

Files. Click on the file to

select.

5. To test if the external hyperlink works. Click Slide Show on the menu bar, then

click —Viewshow.” Put your mouse cursor on top of the hyperlinked text, the
arrow will change to a hand pointer. Click the hyperlinked word which will
direct you to the linked document.

6. Close and save your work.

Creating a Hyperlink to an Email
Adding this hyperlink can help the audience of your presenattaion to quickly access
information. Follow the steps below to create a hyperlink to an email.

1. Open the file —Reigns of Papua New Guinea”

2. Select the text that you want to use for the hyperlink. In this case, it will be
better if the text is an email address, for example: fode@educ.gov.pg

3. Click Insert Menu Tab from the Ribbon bar, and click Hyperlink.
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4. From the Insert Hyperlink dialogue box, click E-mail Address. Fill up the E-mail
address and Subject and click OK.

Insert Hyperlink @
Link to: Text to display: |Care
[[=) E-mail address:
Existing File or mailto:dr. janmarcelo @gmail. com
Web Page
Subject:
= In-Service
a |
Place in This | Recently used e-mail addresses:
Document -
E
Create New
Document
E-mail Address
0K ] l Cancel
LA | L) - a &Y
5. Close and save your work.

Creating a Hyperlink to a Web Page
Follow the steps below on how to create a hyperlink to a web page.
1. Open the file —Reigns of Papua New Guinea”.

2. Highlight the text that you want to use for the hyperlink. In this case, it will be
better if the text is a web page, for example: www.google.com

3. Click Insert Menu Tab from the Ribbon bar, and click Hyperlink.

4. From the Insert Hyperlink dialogue box, click Existing File or Web Page.

Insert Hyperlink | X "'.l
Limk to: Text to display: provinces ScreenTip... |
‘ 9] Look in: FODE Workshop - @ =
Existing File or

Web Page - powerpaint03Animation_files » Bockmark...
Current FODE Lessons .
Folder X :
| ‘ S GRADE 9

having-trouble-putting-a-presentation-together-try-c

F'Igcem This i
Documfnt Browsed how_8352761_create-staryboard-powerpoint_files
Pages Microsoft WWord - Powerpoint 2007 - Website.doc - |
PowerPoint 2003 Adding a Hyperlink to a Slide - Ke
Create pew Recent | Pn':\-erF'ninlt Tutorigl - [?nwnln_ading images_files
Docurent Files ~ - powerpoint03Animation.pdf
WY ~gszan 1 Unit Ldoc -
Address: hittp: { e, google.cam -

Y
E-mail Agdress

[l Cancel

1. Click the Existing file 2. Enter the Web Page Address then click OK.
or Web Page button.
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The Importance of Hyperlink

A hyperlink within an article provides a source to other related articles. This is highly
useful while working on research oriented works as it makes your research more
unique and also makes the process very easy. A hyperlink creates a link to additional
information that you cannot fit all in one slide. That way you can quickly switch to that
information more easily then back to your presentation.

/ Activity 2: Write a brief explanation on the question given.

1. Explain the usefulness of hyperlinks in a presentation.

Thank you for completing this activity. You may go to the end of this lesson to check
your answers. Make sure you do the necessary corrections before moving on to the
next part of this lesson.

Summary

You have now come to the end of Lesson 13. In this lesson, we have
learned how to add hyperlink to our presentation. We practiced the
steps on how to apply hyperlink to our presentation slide. We also learnt
the importance of hyperlink to a presentation.

NOW DO PRACTICE EXERCISE 13 ON THE NEXT PAGE.
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Practice Exercise: 13

A. Select your answer from the choices given. Encircle the letter of your
answer.

1. To insert a hyperlink in a slide

A. Choose Insert >> Hyperlink
B. Press Ctrl + S
C. Hyperlinks can not be inserted in slides
D. Hyperlinks can open websites
2. The purpose of hyperlink is to

A. link powerpoint slides

B. link powerpoint presentations
C. link all pictures

D. link all files

3. To start creating a hyperlink, you
A. Go to Insert >> hyperlink
B. Highlight the word you wish to use for hyperlink

C. Select a slide or a presentation you wish to link
D. Select all the files needed
4. Which of the following is an example of an email address in the correct
format?
A. www.google.com
B. gov.pg
C. John@fode.gov.pg
D. altavista.com
5. There are four different types of hyperlink that you can insert in powerpoint,
they are
A. Existing File or Web Page, Place in this Document, Create New
Document, E-mail Address
B. Existing File or Web Page, Place ouside Document, Create New
Document, E-mail Address
C. Existing File or Web Page, Place in this Document, Create New
Presentation, E-mail Address
D. Existing File or Web Page, Place in this Document, Create New
Presentation, E-mail Address, Web Crawlers
6. Hyperlinks makes a presentation more
A. Active B. Interactive

C. Interesting D. Colourful


http://www.google.com/
mailto:John@fode.gov.pg
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B. Write True or False for each of the following on the space provided.
1. A hyperlinked word appears to have an underline.

2. You cannot link two different presentations.

3. Internal hyperlink can only link to the same slide.

4. You can send e-mail using the hyperlink.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.

Answers to Activity 1

Slide number 3 should look like the image below. Click View Show from the
Slideshow menu and click on the hyperlinks. Islands Region text should link to
Islands Region slide (slide 5), Momase Region text should link to Momase Region
slide (slide 6), Papua Region text should link to Papua Region slide (slide 7).

Regions of PNG

People generally identify quite strongly with
their region, and inter-region rivalries can be
intense. The Four regions are:

* Highlands Region

* |slands Region

* Momase Region

* Papua Region
Click each region to see the provinces under it.

Answers to Activity 2

A hyperlink within an article provides a source to other related articles. This is highly
useful while working on research oriented works as it makes your research more
unique and also makes the process very easy. A hyperlink creates a link to additional
information that you cannot fit all in one slide. That way you can quickly switch to that
information more easily then back to your presentation.
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Lesson 14: Inserting a Chart to a Presentation

Welcome to Lesson 14 of Unit 3. In Lesson 13, we discussed the
meaning and purpose of hyperlink, discussed the steps to add
hyperlink, added hyperlink to a presentation, and stated the

)J @mportance of adding a hyperlink to a presentation.
/

In this lesson, we will cover the different chart types. We will also
identify the menu for inserting a chart and differentiate the purpose
of each chart type. We will also describe the steps to insert a chart
and finally state the importance of using different types of chart in a
presentation.

Your Aims:

¢ identify the different chart types
X7 ¢ determine the process on how to insert a chart
¢ insert appropriate chart to a presentation

~ Charts are visual representations of data. Charts and graphs are an
3 effective way of presenting information to your audience, more so than a
simple list of numbers.

PowerPoint supports many kinds of charts to help you display data in ways that are
meaningful to your audience. When you use the Chart Wizard to create a chart or
when you use the Chart Type command to change an existing chart you can easily
select the type of chart you want from a list of standard or custom types.

Different Types of Charts
There are 12 different types of charts in the Chart Wizard of Microsoft Powerpoint.

1. Column Charts show data changes over a period of time or illustrate
comparisons among items. Column charts have the following sub-types:

o Clustered Column This type of chart compares values across
categories. It is also available with a 3-D visual effect. As shown in the
following chart, categories are organised horizontally and values
vertically. This emphasizes variation over time.

460 East Asia Sales

$807
$40 1
a0T
20T
0T
0

20073

2001 T 2002

Column Chart

2000

3-D stands for three dimensional. It enhances the illusion of depth. Essentially, it allows
items that appeared flat to the human eye to be display in a form that allows for various
dimensions to be represented. These dimensions include width, depth, and height.
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o Stacked Column This type of chart shows the relationship of individual
items to the whole. Compares the contribution of each value to a total
across categories. It is also available with a 3-D visual effect.

o 100% Stacked Column — This type of chart compares the percentage
each value contributes to a total across categories. It is also available
with a 3-D visual effect.

o 3-D column — This type of chart compares data points along two axes.
For example, in the following 3-D chart, you can compare four quarters
of sales performance in Europe with the performance of two other

divisions.

5

4

5

2 ' MW Series 1

1 .__Series3 M Series 2

0 / Series 3

/ Series 1
nE
@&
3D Column Chart
2. Bar Charts illustrate comparisons among individual items. Bar charts have the

following sub types:
o Clustered Bar — This type of chart compares values across categories.

It is also available with a 3-D visual effect. In the following chart,

categories are organized vertically, and values horizontally, to place
focus on comparing the values.

Sales by Region

/

Category

O FS0 B100 F150 F200
in thousands)

/Bar Chart

Values

o Stacked Bar — This type of chart shows the relationship of individual
items to the whole. It is also available with a 3-D visual effect.
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EEO

Stacked Bar

o 100% Stacked Bar — This type of chart compares the percentage each
value contributes to a total across categories. It is also available with a
3-D visual effect.

3. Line Charts show trends in data at equal intervals. Line charts have the
following sub-types:

o Line — This type of chart display trends over time or categories. It is
also available with markers displayed at each data value.

80
e - Europe
=2 =
F40 & Japan
F20 t t
e 1 e 2 e 3 ctr 4

Line Charts

o Stacked Line — This type of chart displays the trend of the contribution
of each value over time or categories. It is also available with markers
displayed at each data value.

o 100% Stacked Line — This type of chart displays the trend of the
percentage each value contributes over time or categories. It is also
available with markers displayed at each data value.

° 3-D Line — This is a line chart with a 3-D visual effect.

4, Pie Charts show the size of items that make up a data series, proportional to
the sum of the items. It always shows only one data series and is useful when
you want to highlight a important element in the data. Pie charts have the
following sub-types:

o Pie — This type of chart displays the contribution of each value to a
total. It is also available with a 3-D visual effect, as shown in the
following chart.
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Pie Chart

o Exploded pie — This type of chart displays the contribution of each
value to a total while emphasizing individual values. It is also available
with a 3-D visual effect.

o Pie of Pie — This is a pie chart with user-defined values extracted and
combined into a second pie. For example, to make small slices easier
to see, you can group them together as one item in a pie chart and then
break down that item in a smaller pie or bar chart next to the main
chart.

Pie of Pie

o Bar of Pie — This is a pie chart with user-defined values extracted and
combined into a stacked bar.

5. XY (Scatter) Charts show the relationship among the numeric values in
several data series. They also plot two groups of numbers as one series of xy
coordinates. Scatter charts are commonly used for scientific data and have the
following sub-types.

o Scatter — This type of chart compares pairs of values. For example, the
following scatter chart shows uneven intervals or clusters of two sets of
data.
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Time | Temp. |Predicted Temp.
1301 | 23.0 221
1325 | 225 222
13451 2.0 223
& values Y walues

Sets of Data

When you arrange your data for a scatter chart, place x values in one
row or column. Then enter corresponding y values in the adjacent rows

or columns.
245
L
24 +
2 1=
'[ XY (scatter) chart | = n

| J‘-_.J!.__ ® Temperature

a0 5 _4’.T._. L B Predicted
45 nl® . | Temperature

2.5

21 -
1200 1312 1424 1536 1643 1500

XY (Scatter) Chart

o Scatter with Data Points Connected by Lines — This type of chart can
be displayed with or without straight or smoothed connecting lines
between data points. These lines can be displayed with or without
markers.

6. Area Charts emphasize the magnitude of change over time. Area charts have
the following sub-types:

o Area — This type of chart displays the trend of values over time or
categories. It is also available with a 3-D visual effect. An area chart
also shows the relationship of parts to a whole by displaying the sum of
the plotted values. For example, the following area chart emphasizes
increased sales in Washington and illustrates the contribution of each
state to total sales.

Sales by State

£140,000

$120,000 m Llkah

£100,000 m YWashingkon
480,000 m Cregon
$60,000 B Montana
440,000 B Idaho
$20,000

$0

2001 2002 2003

Area Chart
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Stacked Area — This type of chart displays the trend of the contribution
of each value over time or categories. It is also available with a 3-D
visual effect.

100% Stacked Area — This chart type displays the trends of the
percentage each value contributes over time or categories. It is also
available with a 3-D visual effect.

7. Doughnut Chart shows the relationship of parts to a whole. However, it can
contain more than one data series. Doughnut charts have the following sub-

types:

Doughnut — this type of chart displays data in rings, where each ring
represents a data series. For example, in the following chart, the inner
ring represents gas tax revenues, and the outer ring represents
property tax revenues.

—

1
O

Doughnut Chart

Exploded Doughnut — This chart type is like an exploded pie chart, but
it can contain more than one data series.

8. Radar Charts compare the aggregate values of a number of data series.
Radar charts have the following sub-types:

Radar — this type of chart displays changes in values relative to a
center point. It can be displayed with markers for each data point. For
example, in the following radar chart, the data series that covers the
most area, Brand A, represents the brand with the highest vitamin
content.

Radar Chart
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10.

o Filled Radar — In this type of chart, the area covered by a data series is
filled with a colours.

Surface Charts are useful when you want to find optimum combinations
between two sets of data. As in a topographic map, colours and patterns
indicate areas that are in the same range of values. Surface chart have the
following sub-types.

o 3-D surface — this type of chart shows trends in values across two
dimensions in a continous curve. For example, the following surface
chart shows the various combinations of temperature and time that
result in the same measure of tensile strength. The colours in this chart
represent specific ranges of values.

Surface Chart

Displayed without colours, a 3-D surface chart is called a Wireframe 3-D
surface chart.

o Contour — this is a surface chart viewed from above, where colours
represent specific ranges of values. Displayed without colours, this
chart type is called Wireframe Contour.

Bubble Charts is a type of XY or scatter chart. It compares sets of three
values and can be displayed with a 3-D visual effect. The size of the bubble,
or data marker, indicates the value of a third variable. To arrange your data for
a bubble chart, place the x values in one row or column, and enter
corresponding y values and bubble sizes in the adjacent rows or columns. For
example, you would organize your data as shown in the following picture.

& values Y walues Bubble sizes

Data for Bubble Chart


javascript:AppendPopup(this,'161316206_6')
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11.

The following bubble chart shows that Company A has the most products and
the greatest market share, but not the highest sales.

[ Company A

Bubble Chart

Stock charts are most often used for stock price data, but can also be used
for scientific data. For example, to indicate temperature changes). You must
organize your data in the correct order to create stock charts. Stock charts
have the following sub-types:

o High-Low-Close - This is often used to illustrate stock prices. It requires
three series of values in the following order (high, low, and then close).

o Open-High-Low-Close - This type of chart requires four series of values
in the correct order, that is open, high, low, and then close.

o Volume-High-Low-Close - This type of chart requires four series of
values in the correct order, that is volume, high, low, and then close.
The following stock chart measures volume using two value axes; one
for the columns that measure volume and the other for the stock prices.

Arvance your data in this order... ... 1o create a high-love-cloze chart.
|
Close 1 -
55 518 i L F ’.
1l L = Cloze
o614

Open-High-Low-Close Stock Chart
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Thiz wolume-high- 10000 1 T
lowy-cloze chart s000 ¢ |_ F A’: T 56
measures the BOOO + " + 55 ... and the stock prices
:E:;Eﬁ;”\\:ﬁ‘;ﬂ“‘;‘;‘; 4000 4 | 54 along the other.
s .. 2000 H H {53
a t : t t 52
4i3 4M0 417 51 558
Volume-High-Low-Close Stock Chart
o Volume-Open-High-Low-Close - This type of chart requires five series
of values in the correct order of volume, open, high, low, and then
close.

12.  Cylinder, Cone, or Pyramid Charts These chart types use cylinder, cone, or
pyramid data markers to lend a dramatic effect to column, bar, and 3-D
column charts. Much like column and bar charts, cylinder, cone, and pyramid
charts have the following sub-types:

. Column, Stacked Column, or 100% Stacked Column - The columns in
these types of chart are represented by cylindrical, conical or pyramid
shapes.

MAAa

Cylinder, Cone, or Pyramid Charts

o Bar, Stacked Bar, or 100% Stacked Bar - The bars in these types of
chart are represented by cylindrical, conical, or pyramid shapes.

Providence
Philadelpkia
Atlanta
Charleston
Cietroit

1] 100 200 300 400
Attendance
Stacked Bar
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o 3-D Column — These type of charts are represented by cylindrical,
conical, or pyramid shapes.

/ Activity 1: Identify each illustrated chart below. Circle the letter of
: your

1. A. Bar Chart B. Pie Chart C. Column Chart

L

e —

2. A. Column Chart  B. Pyramid Chart C. Doughnut Chart
" )

3. aﬂ A. Bar Chart B. Surface Chart C. Bubble Chart
4.
A. Bar Chart B. Bubble Chart C. Column Chart
5. A. Bubble Chart B. XY (Scatter) Chart C. Surface Chart

-
-

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Inserting a Chart to a Presentation

In this part of the lesson, we will insert a chart to a presentation. Be sure that you
have a working computer and a powerpoint presentation. If there is a part in this
lesson that you do not understand, do not hesitate to repeat the reading and the
exercise.
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You can insert a graph by selecting the Insert Menu Tab > Chart. A new
window opens showing a dummy spreadsheet. A graph based on that dummy
data, and chart menu and toolbar options become activated.

/ Insert Tab
E Home @ Design

Transitions Animationy

Chart

— Els) |

|| EE [+

B

@ 3

N

]

i

Table Picture Clip  Screenshot  Photo Shapes SmartArt\ Chart
= Art = Album - o
Tables Images [lustrations

Dummy an imitation, representation, or copy of something, mainly used in a display or
demonstration.

Let us experiment with the dummy spreadsheet by clicking on a cell and
typing our own data, to understand how the data affects the chart.

Look at the difference between the chart on your computer and the chart
below. Type the data in the spreadsheet below to the one you have on your
computer.

Presentationl - Datasheet @
A B c D el
1st Qtr 2nd Qtr 3rd Qtr 4th Qtr
1 G4 East 21 90 20.4 =
2 mill{west 31 40 34.6 32
3 @01 North 47 50 45 43.9
4 -
4| il | »

When you have finished entering the data, exit the work window by clicking
anywhere outside the chart or the data sheet. The data sheet will disappear.

If you need to make any changes to the chart, double-click the chart and the
data sheet will appear again. Then make your changes and exit again.

Your graph should be exactly like the one below using the data provided in
step 3.

You can explore this feature by changing the data with your own values and
see how it affects the final chart.
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90+
80+
70+
60+
50+
40+
30+
20+
10+

0_

[ East
B West
B North

1st Qtr 2nd Qtr 3rd Qtr 4th Qtr

6. If you wish to use another chart,you can select another type of chart through
the Chart menu then select the Chart Type.

Emeﬁ/nvuugu-u}%v-@;

Chart Type
Select Chart type if you wish to change Charts

The Chart and Data menus are active only when the chart is selected and the data sheet
window is open. Double-click on the chart to open the data sheet and activate the chart
menu.

Importance of Using Different Types of Chart
Here are some reasons to know why it is important to use different kinds of charts.

Charts help people understand data quickly.

2. Line Charts are most useful for showing trends over time, and for showing
how two or more variables compare to one another.

3. Bar Charts represent the measured value or frequency. The higher the
occurance or longer the bar, the greater the value.

4. Pie Charts compare parts to a whole. As such it shows a percentage
distribution of the parts of a whole.
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Activity 2: This is a hands-on practical exercise. You must have a
working computer that has PowerPoint application installed.

1. Create a 2 Slide Presentation and enter the following content on each slides.
Slide 1: Chart Exercise as title.
Slide 2: Insert a Bar chart (Clustered Bar in 3D).

2. Save your file under the filename —Chad Activity.”

Use the default data for this practical exercise, your goal is to only change the bar chart into
a pie chart.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have now come to the end of Lesson 14. In this lesson you have
learned about the different types of charts. You have also learned how
to insert charts and enumerated the importance of charts on a
presentation.

NOW DO PRACTICE EXERCISE 14 ON THE NEXT PAGE.
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Practice Exercise 14

A. Select your answer from the choices given by placing a circle around the
letter of your choice.

1. This type of chart is useful when you want to highlight an important element in
the data.

A. Bar Chart
B. Surface Chart

C. Pie Chart
D. None of the above
2. Which of the two charts shows in 3-D visual effect.
A. P
460 East Asia Sales
$a0 T
$40 1
30T
20T
0T
$0 : : :
2000 2001 ° 2002 2003
B.
3. In order to edit (change) a chart, you can

A. Click the chart object.

B. Triple click the chart object.

C. Double click the chart object.
D. Click and drag the chart object.

4. What is the name of the form used to input chart values?
A. Autoform
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10.

B. Datasheet

C. Microsoft Excel

D. Microsoft Graph

Which of the following options correctly shows the steps of inserting a chart
into a presentation.

A. Click Insert Menu — Chart

B. Click Chart Menu — Chart

C. Click Table Menu — Chart

D. Click Review — Chart

This type of chart shows the relationship of parts of a whole.
A. Bar Chart

B. Pie Chart

C. Surface Chart

D. Doughnut Chart

This type of chart displays changes in values relative to a center point.
A. XY

B. Radar Chart

C. Bubble Chart

D. Surface Chart

This type of chart is most often used for stock price data.
A. XY

B. Bar Chart

C. Radar Chart

D. Stock Chart

This type of chart compares three values

A. Bar chart B. Pie chart

C. Bubble Chart D. Line Chart

Answer this question as either True of False. Once you have inserted a chart,
you can never change to a different chart type.

A. True B. False

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.
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Answers to Activity 2

145

Your work should look exactly like the slides below.

TOPIC 3 LESSON 14

Chart Exercise

Category 4

Category 3

Category 2

Category 1

Series 3
B Series 2

M Series 1

Slide 1

Slide 2
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Lesson 15: Inserting Sound File to a Presentation
c Welcome to Lesson 15 of Unit 3. In Lesson 14, we have learned
G- about the different chart types and identified the menu for inserting

« ,a chart. We also differentiated the purposes of each chart type,
#learned the steps to insert a chart and stated the importance of using
) / / dlfferent types of chart in a presentation.

In this lesson, we will learn the steps of inserting a sound file and
state its importance.

Your Aim:

e identify the sound file locations.

NI e determine the process to insert a sound file
¢ insert appropriate sound to a presentation

Sound effects

b Sound or audio effects, such as music and voice recordings, can add
%@ — another level of professionalism to your slide presentations. Music is an
w7 effective way to introduce or end a presentation and it gives your
audlence something to listen to as they enter and leave the presentation room.

You can find sound files in several places like in the Clip Organizer, in the folder
where you have chosen to store your audio files, on the Internet or from a network
folder. There are many sound file formats. Two common ones are wave files with the
.wav filename extension and MIDI files with the .mid, .midi, or .rmi filename
extension. After you add a sound to a slide, you will see a Sound icon.

In this part of the lesson you will learn how to insert a sound file to your presentation.
We will do a two slide presentation for this exercise. Remember that you should have
a working computer. On the first slide, type —8und Exercise” as the title of the slide.

1. Open PowerPoint for this exercise.
2. On the second slide, type the text you see on the image below.
3. There are three methods of adding a sound clip to your presentation, but we

will be using the Clip Organizer for this lesson. The Clip Organizer already
contains sounds that can be used for your presentation.

4. To add a sound clip using the Clip Organizer, do the following steps:

4.a. On the ribbon bar, click Insert Menu Tab, choose Audio under the
Media group.
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4.b. Then click Clip Art Audio. Refer to the image below.

Insert Design Transitions Animations Slide Show Review View

1, BP2d @l H24EEa8 T 8@

flip |Screenshot Photo | Shapes SmartArt Chart Text Header WordArt Date  Slide Object | Equation Video |Audio |
rt

w7 Album = " Box & Footer - & Time Number = w7 ™
Images Nllustrations Links Text Symbals e ~£' Audio from File...
X Clip Art Audi..,
| Record Audio...
Clip Art Audio is found in this area
of the Insert Tab.
5. The taskpane will open and the available files stored on your computer will be
displayed.
Clip Art x
Search far:

Results should be:
Selected media file types
Indude Office.com content

]

o o
way way

Claps Cheers Telephone The available audio files are seen in
this area of the task pane.

9 Find more at Office.com
@ Hints for finding images

Look for the —@lps Cheer” sound file and click to select it.

The sound icon will now appear on your slide. It will look like the image below.

Sound Icon

Click and drag the sound icon next to the —@p Sound” text. Your slide should
now look like the one below.

—————_1 Position the sound icon beside the
Clap Sound.
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9. On the task Pane, look for the sound file Felephone” and add it as you have
done with the clap sound.

10.  Your second slide should now look like the image below.

11.  Totest if the sound file works, do the following steps:
11.a. On the Ribbon Bar, click Slide Show Tab and select From Beginning.

11.b. On the second slide, click the sound icon one by one. You should be
hearing the sound right after you click the sound icon.

Importance of Inserting a Sound File

Inserting a sound file to your presentation is important because it adds more interest
to your presentation. It also attracts more attentionfrom your audience and people
tend to remember your topic more if it has music in the background.

/ Activity 1: State the advantages of adding a sound file to
your presentation.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have now come to the end of Lesson 15. In this lesson you have
learned about sound file and the steps used to insert sound to your
presentation and sound file to your presentation

NOW DO PRACTICE EXERCISE 15 ON THE NEXT PAGE.
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Practice Exercise: 15

A. Select your answer from the choices given bycircling the letter of your
choice.

1. Audio is found in what group of the Insert Menu Tab?
A. Tables B. Media C. lllustrations

2. The music that is pre-loaded with PowerPoint can be found in the

A. Clip Organizer. B. Internet. C. File Folder.

3. There are two types of sound files that can be inserted to a presentation.
These are
A. WAV and MIDI. B. Jpeg. and .Png. C. Html ang Htm

4. What are the proper steps to follow in adding a sound to your presentation?

A Insert — Audio — Clip Art Audio
B. Menu — Audio — Clip Art Audio
C. Tools —Audio — Clip Art Audio

5. What is the name of this icon?
A. Speaker B. Icon C. Sound Icon
6. How can you test the sound file to see if it would play in your presentation?
A. Play the presentation and then click the sound icon.
B. Click the sound icon.
C. Do nothing, it will automatically play.
B. Write True if the statement is correct and False if it is incorrect on the

space provided.
1. You are not allowed to add more than one sound file into your presentation.

Music can add excitement to your presentation.
Music distracts the attention of the audience from your presentation.

4. Music is an effective way to start a presentation but not to end it.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.

Answers to Activity 1
The advantage of adding a sound file to a presentation is that your presentation will
look more professional and catch the interest of your audience.
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Lesson 16: Inserting a Video File to a Presentation
c Welcome to Lesson 16 of Unit 3. In Lesson 15, we identified the
G’ steps on how to insert a sound file, outlined the steps to insert a

~sound file and inserted a sound file into a presentation. We also
;dlscussed the importance of inserting a sound file to a presentation.
) //

In this lesson, we will identify the steps of how to insert a video file
into a Presentation. We will also learn about the importance of
inserting a video file to a Presentation.

Your Aims:

> e identify the video file locations

N ¢ determine the process on how to insert a video file
¢ insert appropriate video to a presentation

What is a Video?

A video is a digital way of recording, copying and broadcasting of
‘ ” 1 moving visual images.

You can insert one or more video clips, that is, movies into any slide.
You might want to play a video quote from your product manager, for example, or run
a short documentary movie for a fund-raising event.

Most of the movie clips stored in the Clip Organizer are simply animated .gif files,.
They are small files that contain an animated sequence of images. If you imported
your own movie files into the Clip Organizer, you will find them generally stored in
.avi format. You might be able to find additional movie clips on your network, intranet,
or the Internet.

Tip: Before you insert video clips, think about the environment you will be
presenting in. Does the computer you use have the necessary hardware such as a
sound card, speakers, and an enhanced video card for playing the multimedia items
during your presentation? You might consider adding only a few multimedia elements
in case. If the computer you give your presentation on does not support them, plan
an alternate way to make your presentation convincing. You will find that adding
video and sound is the same as adding any other item to your slides and the special
effects are truly exciting.

Hardware is the mechanical, magnetic, electronic, and electrical components making up
a computer system.

Multimedia is the combination of multiple forms of media. This includes text, graphics,
audio, video and so on. For example, a presentation involving audio and video clips would
be considered a "multimedia presentation."

In this part of the lesson we will learn how to insert a video file to our presentation.
We will be doing a two slide presentation for this exercise. Save the presentation with
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the filename —\dieo Exercise”. Remember that you should have a working computer.

Insert a Movie using Clip Organizer
1. Open PowerPoint for this exercise.

2. On the first slide, type —Sond Exercise” as the title of the slide.

3. On the second slide, copy the text on the image below.

Click to add title

Look at the moving images
* Fire

* Clap

Communication

There are three methods in adding a video clip to your presentation, but we
will use the Clip Organizer for this lesson. The Clip Organizer already contains
videos that can be used for your presentation.

4. To add a video clip using the Clip Organizer, do the following steps:

4.a. Onn the menu bar, click Insert MenuTab.

4.b. Under the Media Group, click Video and select the Clip Art Video. Refer
to the image below.

Home Insert Design Transitions Animations Slide Show Review View
Elgl ] Lr‘- ) U A ] l 5 n t‘i',
- o | J A= £ 3 [ ']
al [BE] | B2 V4= .'Lﬂ _ = A4 5 § 7] W (;'fj; <
Picture | Clip |Screenshot Photo Shapes Smart&rt Chart Text Header Wordart Date Slide  Object | Equation Video | Audio
" Album ~ " Box & Footer =7 & Time Mumber " = =7

Images Ilustrations Links Text Symbaols S;'.')' Video from File...

/ Clip Art Video..,

Outline o Video from Web Site...

This is the Clip Art Video. —

5. Taskpane will show all the available movie clip saved in your computer.

The other two methods of adding a video to a presentation are Video from File and Video
from Web Site. Video from File is adding a video from a separate folder or from a camera
or a video recorder. While, Video from Web Site is to add a video that you have searched
from the internet.

Take note if you are adding a video that you have searched from the internet to your
presentation, be aware of the copyright laws. Always acknowledge the source of your
video.
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Clip Art - X
Search for:
Results should be:
Selected media file types E
Indude Office. com content
\“i
£ ] %
E% E%
¢ N These are the available movie clips,
| />' scroll the scroll bar down to view more
i options.
ES
9 Find more at Office.com
e Hints for finding images
6. Look for the —ife” video clip, the video clip will have the icon like the one

below:

-Fire” video clip

Note: In case the —ife Video Clip” is not available in your computer, you may
use other available video clips in the list.

Select the —If¢ Video Clip” and click OK.

Click and drag the movie icon beside the —ire” text. Your slide should look like
the one on the next page.
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Click to add title

Look at the moving images

Fire

« Clap

* Communication

9. On the task bar, look for the movie clip —Amated Image of two hands
clapping”. Click and drag the movie icon beside the —Glp” text.

10.  On the task bar, look for the movie clip —8mmunications, Computer”. Click
and drag the movie icon beside the Communication text. After the last movie
clip, your second slide should look like the image below.

Click to add title

Look at the moving images

Fire m
‘; \\

B
« Clap N
% 4 Position the movie icon

beside the Fire text.

* Communication

=

11.  Totest if the video file works: on the ribbon bar, do the following steps:
11.a. Click Slide Show Tab and select From Beginning.

11.b. On the second slide all of your movie clips should start playing.

Haome Insert Design Transitions Animations Slide Show
T =1 [e=) 2 | x

® £ Slide Show Tab on the Ribbon

Eroadcast Custom Set Up Hide Rehearse Record
Eeginning/Current Slide ide Show Slide Show + | Slide Show  Slide Timings Shao

-From Beginning” Option set Up
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Insert a Movie from a File

Another option for inserting a video is from a file or a video clip from your camera,
your local disk or from the internet.

The following are the steps in inserting a movie clip from a camera, local disk, or
internet. Make sure that you have an Internet connection to do the steps below.

1. On the Insert Menu tab, click Video under the Media group. Then click Video
from File or Video from Website.

If the video is from file, choose the location of the video file and click Insert.

|E|Insert\u"ideo
@Q?L_-u » Computer » DATA (D) » - | *?l | Search DATA (D) A
Organize Mew folder 2~ [ I@
4 Downloads o LAVSE
=l Recent Places automotive
ICT
i Libraries Lucy Joseph, Gr7, 8 Trial comments
' Apps My Documents
J.- Documents £ Persenal folder
@' Music = (8] Work folder
| Pictures & BlackButler(Live action W-English subs) Movie2014
E Videos #)| Full 2016 horror movie! Hush full movie
5| MOVIE
"M Computer
&, Local Disk (C)
—a DATA (D)
¥ group (WdoefsDl _
File name:  Full 2016 horror movie! Hush full movie hd |‘u'ideo Files v|

Tools - [ Inzert |vl | Cancel |

If the video is from website, type the website address in the box as shown
below then click Insert.

Insert Video From Web Site @

To insert a link to a video you've uploaded to & Web site, copy the embed code from that Web site and
paste it into the text box below:

https: /fwww, youtube, com fwatch?v=PalLwzagvrl

Help and examples

[ Insert ]| Cancel |

. To have the movie play automatically when the slide is displayed in a
slide show, click the Automatically button.
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. To have the movie play only after you click the movie image, click the
When Clicked button. PowerPoint will then add the clip to your slide.

Importance of Inserting a Movie clip

Including a video clip within a presentation can be powerful. If a picture can be worth
a thousand words, a well-selected video clip can be worth a small book. If used
properly, digital video can raise our dialogue and improve your awareness in ways
impossible with the printed word or an oral presentation.

Activity 1: This is a hands-on practical exercise. You must have a
working computer that has PowerPoint application
installed. In this practical exercise you will. The subject
of the Presentation will be given to you, including all
the text and the corresponding slide numbers they
should be located in. Do not forget to

1. Open a PowerPoint and create a two slide presentation. Enter the following
content on each slide.

Slide 1: —IMdvie Activity” as the title of the presentation.
Slide 2:
e School Bus
e Santa Claus Flying
e Dog Barking
Note: If the movie clips are not available you can use any available movie clips.

2. Insert the movie clip that corresponds to each text following the steps you
have learned.

3. Test if the movie clip is working by playing the slideshow and clicking on the
icon.

4. Save your file under the filename —Mvie Activity.”

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary
You have now come to the end of Lesson 16. In this lesson, we have

learned about movie clips and the steps in inserting it to a
presentation. You also learned the importance of using it.

NOW DO PRACTICE EXERCISE 16 ON THE NEXT PAGE.
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Practice Exercise: 16
A. Select your answer from the choices given and circle the letter of your
choice.
1. Most of the video clips stored in the Clip Organizer are simply animated
files.
A. Jjpeg B. .png C. .gif
2. There are many areas where you can find video clip for your presentation, but

the movie that is pre-loaded with PowerPoint is in the

A. Clip Organizer B. Internet C. File Folder

3. What's the best place to find animated images for your PowerPoint
presentation?
A. Microsoft Online B. Clipart C. Clip Organizer

4. What are the proper steps to follow in adding video clip to your presentation?

A. Insert — Video —Clip Art Video
B. Menu — Video —Clip Art Video
C. Tools — Video— Clip Art Video
5. How can you test if the video clip will correctly play in the presentation?
A. Play the presentation.
B. Click the video clip.

C. Do nothing, it will automatically play.

B. Write True if the statement is correct and False if it is incorrect on the
space provided.

1. You are not allowed to add more than one movie clip into you presentation.

2. A video clip in a presentation can be worth a small book.

3. Movie clip can only be inserted from the clip organizer and not from other
location.

4. When inserting video clip to a presentation you must consider the hardware

components of your computer.
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5. Multimedia means video presentation only.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.

Answers to Activity 1

Movie Activity

Slide 1 Slide 2

Note: Images on Activity 1 may vary depending on the availability of the images on
your computer.
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Lesson 17: Adding Custom Animation to a Presentation

Welcome to Lesson 17 of Unit 3. In Lesson 16, we identified the

6 steps on how to insert video file. We enumerated the steps on how
i . toinsert a video file, inserted a video file using identified procedure,
)J >:/ ¢ and stated the importance of inserting a video file to a Presentation.

4 In this lesson, we will identify the menu for adding custom animation.
We will identify the steps to add custom animation and add a custom
animation and effects in a presentation. We will also learn the
importance of adding custom animation to a Presentation.

Your Aims:
¢ identify the different custom animations and effect options
&> available
"\Wfo determine the process on how to add custom animation
¢ add appropriate animations and effect options to a
presentation

Custom Animation

Read the following explanations of Custom Animation and follow the steps in the
hands on activity to learn how to Add Custom Animation to a Presentation. Then be
prepared to answer the questions that follow.

Custom Animation and animation effects are terms used to describe motions and
effects applied to objects on your slide, such as pictures, text and other graphics.

Adding Custom Animation

In this part of the lesson we will be adding Custom Animation to an object in a slide.
This is a hands on practical exercise. Be sure you have a working computer with
PowerPoint 2010 installed. If you do not understand some areas of this lesson, do
not hesitate to start all over again. Let us start the practical exercise now.

Open a new PowerPoint presentation.

2. We will create a two slide presentation. On the first slide type —GUstom
Animation” as the title of the presentation. Save the file with the filename
Custom Animation Exercise.

3. Add a second slide for this presentation. Click the Insert Menu Tab on the
Ribbon Bar, and click Clip Art.
4. The task pane will open. Under the Search for: type —Bwer”, different

images of flowers will appear on the task pane.

Note: If the images in this exercise are not available on your computer, you can
always select any image that is available.
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5. Choose three flower images and arrange them on the second slide. Your
second slide might look like the image on the next page. Images might differ,
depending on your choice of images.

ick to add titl

axt

You can arrange your flower images like the image above

6. Click on the first image of the flower, preferably the one on the left.

Pick
handles

The first image is selected when you can see the pick handles activated.

7. Click the Animations Menu tab on the Ribbon Bar.

Home Insert Design Transitions Animations t;? Slide Show

Click on the Animations Tab.
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8.

10.
11.
12.

13.
14.
15.

16.

When you are working with a lot of animation on a slide, it can be easy to lose
track of what is moving and when. The Animation Pane can help you
organize your animations and their timing.

Click to |5 Animation Paneplay the Animation Pane on the right

side of your window.

Currently it will be empty but when we add some animations they will be listed
in the order that they will occur in the Animation Pane.

Click Add Animation.
Scroll down the list of animations on the Entrance category. Choose Zoom.
Click the second image on the right and click Add Animation.

Scroll down the list of animations on the Emphasis category. Choose
Grow/Shrink.

Now, click the third image and click Add Animation.
Scroll down the list of animations, on the Exit category, choose Float Out.

Compare your Animation Pane to the image of the Animation Pane as shown
below. It should look exactly the same.

Animation Pane - X

|I* Play |

1 # picture 4]
* g -l D The star images on the left of each
Zgg Picture] 2 |:| picture is the Animation for each
[3% Picture| 3 1 =] Image.

Click the Play button at the top of the animation pane to see your animation
again.

Animation Pane - X

/ 1. 4% Picture[ ] N
The Play Button 2%{5 Picture| 2 :l
[ 3% picture| 3 T =]
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17. Press [F5] or Slide Show MenuTab on the Ribbon bar and click From
Beginning. The images will begin moving according to the animation options
you chose.

—

Home Insert Design Transitions Animations Slide Show
9 - [e=] = | x

i_I_r Slide Show Tab on the Ribbon

T Broadcast Custom Set Up Hide Rehearse Record
Beginnin Current Slide ide Show Slide Show ~ | Slide Show Slide Timings Show

-From Beginning” Option Set Up

ol

18. Press [ESC] to exit the slideshow.

Importance of Custom Animation

Custom Animation can help focus the attention of the audience on an important point.
Many presenters like to add animation to make their presentations hold the interest of
the audience while discussing on important points.

Activity 1:  This is a hands-on practical exercise. You must have
a working computer that has PowerPoint application
installed.

1. Open a PowerPoint presentation and create a 2 Slide presentation. Type the
following content on its corresponding slide.

Slide 1: —QGstom Animation Activity” as the title of the presentation.

Slide 2: insert four images of the —Plat” category from the Clip Art images.

2. Add different animation to each image.
3. Play your slideshow to see if the custom animation works.
4. Save your file under the filename —Cusim Animation Activity.”

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have now come to the end of Lesson 17. In this lesson you have
learned the definition of Custom Animation and its importance. You
also applied it to your presentation.

NOW DO PRACTICE EXERCISE 17 ON THE NEXT PAGE.
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Practice Exercise: 17

A.

Select your answer from the choices given and circle the letter of your
choice.

To preview an animation effect using the custom animation task pane, you
should

A. click the play button

B. click the show effect button
C. double click the animation
D. all of the above

What PowerPoint feature will you use to apply motion effects to different
objects of a slide?

A. Slide Transition

B. Slide Design

C. Custom Animation

D. None of the above

Which Tab on the Ribbon Bar provides you options like Add Animation and
Animation Pane?

A. Insert B. Home C. Animations D. Slide Show
When using PowerPoint, to play a PowerPoint show for previewing the show,
select

A. Slide Show >> Hide Slide

B. Review Tab >> Play Show

C. Slide Show >> From Beginning

D. Animations Tab >> Add Animations

When an image is selected, it displays which of the following?

A. Six boxes
B. Six middle handles
C. Two corner handles

D. Eight sizing handles

The Pane can help organize your animations and their timing.
A. Tab

B. Ribbon

C. Animation

D. Custom animation



GR 9 D&T-COMPUTING U3 162 TOPIC 3 LESSON 17

7. How many categories of animations effects are there in the add animation
options
A. 1 B. 2 C. 3 D. 4

8. What keyboard key is the shortcut for Slideshow Presentation
A. F2 B. F3 C. F5 D. F1

9. To preview the animation
A. Click Play from the Animation Pane.
B. Click Slideshow from the Slideshow Tab.
C. Wait.
D. Both A and B.
10. Choose either True or False. Custom animation distracts the audience of the
presentation
A. True B. False

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.

Answers to Activity 1

1. The students work might look a little different from the answers below,
depending on the images used and the animation applied. However it is a
must that the animation pane contains four animations.

Animation Pane v X

13k Picture 3 L1

2 # Picture 5 ]

33k Picture 4 L]
[

4 Picture 2




GR 9 D&T-COMPUTING U3 163 TOPIC 3 LESSON 18

Lesson 18: Adding Slide Transition to a Presentation

Welcome to Lesson 18 of Unit 3. In Lesson 17, we identified the

menu for adding custom animation. We learned the steps to add

. custom animation and added a custom animation and effects in a

)J presentatlon We also learned about the importance of adding
f/”

custom animation to a Presentation

In this lesson, we will identify the menu for adding slide transition,
the steps on how to add a slide transition to a Presentation and also
learn the importance of adding a slide transition to a Presentation.

Your Aims:

¢ identify the different available slide transitions

[ JF ¢ determine how to add slide transition

e add appropriate slide transitions to a presentation

Slide Transition

Read the following explanations on Slide Transition and follow the steps
. in the hands on activity to learn how to Add a Slide Transition to a
BCY Presentation. Then be prepared to answer the questions that follow.

Slide transitions are the animation-like effects that occur in Slide Show view when
you move from one slide to the next during an on-screen presentation. You can
control the speed of each slide transition effect and you can also add sound together
with the transition.

Microsoft Office PowerPoint 2010 includes many different types of slide transitions,
including (but not limited to) the following:

1) &) 3) 4 5 1) (/

k|

-

‘ﬂu
[ Mord

o =

No transition

Blinds Horizontal
Blinds Vertical

Box In

Box Out
Checkerboard Across
Checkerboard Down

© N o O bk wDbd =

Comb Horizontal
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To see more transition effects in the Quick Styles list, click the More button .| =

Adding Slide Transition

In this part of the lesson we will be adding Slide Transition to our presentation. This is
a hands on practical exercise. Be sure you have a working computer with PowerPoint
installed. If you did not understand any part of this lesson, do not hesitate to start all

over. We will now start the practical exercise.

1. Open a PowerPoint and create a five slide presentation. On the first slide type
as the title of the presentation. Save the file with the
flename Slide Transition Exercise. On the Subtitle type —PI National

—Slie Transition”

Click to add title

We, the people of Papua New Guinea
pledge ourselves united in one Nation.
We pay homage to our cultural heritage,

the source of our strength.

Click to add title

We pledge to build a democratic
society based on justice, equality

respect and prosperity for our people

Pledge”
2. Slide 2:
3. Slide 3:
4. Slide 4:

Click to add title

We pledge to stand together as
One People, One Nation, One Country

God Bless Papua New Guinea

5. Select the first slide. Click the Transitions MenuTab from the Ribbon Bar.

From the Transitions to This Slide group, click the Reveal transition. You will
see a preview of the Reveal transition the moment you click it.

_ o,

Hone Cut

Home Insert Design Transitions Animations Slide Show Review View

= ﬂ IS E o I
Fade Push Wipe Split /ﬁ

Transition to This 5ligé

I

Random Bars

X

Shape

e |

Uncover

/

Use the Reveal Transition for
the first slide.
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7. Select the second slide. From the Transitions to This Slide group, click the
more button on the side. This will reveal more options for Transition animation.
8. Click the Glitter transition. You will see a preview of the Glitter transition the
moment you click it.
[ | | Wl
R
-ﬂi—-}. -IE;: %l , :

[orls

9. Select the third slide. From the Transitions to This Slide group, click the
more button seen on the side. It will reveal more options for Transition
animation. Click the Vortex transition.You will see a preview of the Vortex
transition the moment you click it.

Slides Outline x

NG National Fledge

More buttons

Insert Design Transitions Animations Slide Show Review View

o = =5 B & O =B 3@

Flash Dissolve Checkerboard Elinds Clock Ripple Honeycomb Glitter

Transition to This Slide

, \ Select Vortex transition.

N Select Slide Number 3.

10.  Select the fourth slide. From the Transitions to This Slide menu group, click
— - the more button seen on the side. It will reveal more
e options for Transition animation. Click the Blinds transition.
You will see a preview of the Blinds transition the moment
you have clicked it.

PNG National Pledge

= T —_——————r
Design Transitions Animations

Flash Dissalve Checkerboard

ide Show Review View

B)d O B @ =

Elinds Clock Ripple Honeycomb Glitter Vortex

Transition to This Slide

More buttons.

Select Blinds transition.

Select Slide Number 4.
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11.  Press [F5] or Slide Show Tab on the Ribbon bar and click From Beginning.
The slide will do the transition the moment you click the mouse or press the

keyboard keys.
12.  Press [ESC] to exit the slideshow.

Use of Timing Group

You as the presenter can choose if you want to play your slide transition manually
(on mouse click) or automatically (timing). The process is:

To use timing in the Transitions Ribbon — Timing Group, click in the check box
next to After: and increase the Advance Slide time to 10 (ten) seconds, but leave
the check mark in the box next to On Mouse Click.

Animations Slide Show Review View

e Sound: [No Sound]
> - R iy S [ ]

B T = ¥
. - J - & Duration: 03.90

" Options s Apply To All

Slide

Advance

-

J

On Mouse Click

vi After: 00:10.00 |

)

You can set the timing longer or shorter depending on how
long you think your audience need to finish reading or
viewing a slide.

This timing will allow the user to advance to the next slide either manually
by clicking the mouse or automatically after 10 seconds.

Importance of Slide Transition
A slide transition helps make a PowerPoint presentation seem flawless. It is a subtle

bit of animation that moves from slide to slide through the show.

Transitions is a way of providing cues to the audience that new information is being
presented. If your slides have a uniform look or with the same backgrounds and
colours then the transitions will be very effective.

If your slides just appear one after another like the PowerPoint's default setting where
there is no transition then your audience could easily lose you on the way.

Activity 1:  This is a hands-on practical exercise. You must have a
working computer that has PowerPoint application

installed.

1. Create a two slide presentation and enter the following content on slide.

Slide 1: type —Ppua New Guinea” as the title of the presentation. On the
subtitle type —Slidd ransition Activity.”
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2. Slide 2:
Click to add title

}Papua New Guinea, 0ff|C|aIIy named
the Independent State of Papua New Guinea,
is a country in Oceania that occupies

'the eastern half of the island of New Guinea and
numerous offshore islands

3. Slide 3: Click to add title

Papua New Guinea is one of the most culturally |
diverse countries in the world. According to i
irecent data, 841 different languages are listed i
i for the country, although 11 of these have no |
Lknown living speakers. ;

]

- o -——————— o

4. Slide 4:
Click to add title

nThe majority of the populatlon still live in |
‘traditional societies and practice subsistence i
i based agriculture. These societies and clans i
'have some explicit acknowledgement within the |
_nation's constitutional framework. ;

5. Apply the following transitions on each slide:
Slide 1 — Wipe Slide 3 — Ripple
Slide 2 — Checkboard Slide 4 — Shred
6. View the slideshow to see how your transitions work out.

7. Save your file under the filename —Slidd ransition Activity.”
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Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have now come to the end of Lesson 18. In this lesson you have
learned the definition of slide transition, identified the menus used to
apply slide transition and learned the importance of slide transition.

NOW DO PRACTICE EXERCISE 18 ON THE NEXT PAGE.
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Practice Exercise: 18

A. Select your answer from the choices given. Encircle the letter of your
answer.

1. Special effects used to introduce slides in a presentation are called
A. Effects
B. Custom Animations
C. Transitions
D. Present Animations
2. Which of the following group can you use to add times to the slides in a
presentation
A. Animation Group
B. Preview Group
C. Timing Group
D. None of the above

3. Which Menu Tab provides options like Slide Transition?
A. Insert Tab
B. Home Tab
C. Transitions Tab
D. Slide Show Tab

4. The effect applied to display when slides changes in slide show is
A. Slide Animation
B. Custom Animation
C. Custom Transition

D. Slide Transition

5. In Microsoft PowerPoint the entry effect as one slide replaces another in a
show is called a (an)
A. Animation
B. Slide Transition
C. Custom Animation
D. Preset Animation
6. Which of the following is not a transition effect?
A. Wipe
B Honeycomb
C. Ribbon
D Random Bars
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7. There are two options in playing a presentation with transition, these are

A. Manually and Automatically
B. Manually and Timed

C. Manually and Clocked

D. None of the Above

TOPIC 3 LESSON 18

8. You as a presenter are limited to a few slide transition only.

A. True B.
9. What is the name of this button?

A. Move Button

B. More Button

C. Mode Button

D. Model Button

False

-

10.  Slide transition helps make a PowerPoint presentation seem

A. Endless

B Breathless
C. Seamless
D Clueless

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.

Answers to Activity 1

The students will be asked to play the presentation that they have done, once the
presentation advances to the next slide there should be a slide transition withessed

by the instructor.
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Answers to Practice Exercises 13-18

Practice Exercise 13
1. A

a A WO DN
> > W W
= © ®©® N o
o >0 W O

Practical Exercise 14

ok wbn =
> W O W

S © *® N O
W O U W O

Practical Exercise 15

a A W N -
oO>>>w
2 0o~ o
W > > W

Practical Exercise 16

a A WO N -
m > O >
= © © N o
o> W > >

Practical Exercise 17

A WO DN -
O o o

© N o o
O O ® O
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9. B 10. A

Practical Exercise18

1 C 6. C
2 C 7. A
3 C 8. B
4 D 9. A
5 B 10. C

End of Topic 3

Now Do Exercise 3 in Assignment Book 3 Then Go to Topic 4.
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TOPIC 4

PRINTING AND SAVING

Lesson 19: Printing Slides

Lesson 20: Printing Handouts

Lesson 21: Saving a PowerPoint Show

Lesson 22: Saving Presentation as a Web Page
Lesson 23: Saving with Pack and Go

Lesson 24: Evaluating the Presentation
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TOPIC 4: PRINTING AND SAVING

In this topic you will learn the concepts of viewing your presentation in different ways.
The Topic is designed to familiarise you with the terminologies and icons used in
saving and printing a presentation.

In the previous topic you were introduced to enhancing your presentation using
different features of PowerPoint.

In this topic, you will study about the following:

Lesson 19 is about Printing Slides. You will learn how to print some slides or all the
slides in your presentation or all the slides.

Lesson 20 is about Printing Handouts. You will learn another way of printing a
presentation by the option of printing handouts.

Lesson 21 is about Saving a PowerPoint Show. You will learn another way of
saving and transporting a presentation by saving your work as a PowerPoint show.

Lesson 22 is about Saving Presentation as a Web Page. You will learn a more
technical way of saving and sharing a presentation.

Lesson 23 is about Saving with Pack and Go. You will be introduced to saving a
presentation to a Compact Disc.

Lesson 24 is about Evaluating the Presentation. This is the lesson where you will be
taught how to properly evaluate a presentation.
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Lesson 19: Printing Slides

Welcome to Lesson 19 of Unit 3. In Lesson 18, we identified the

@ menu for adding slide transition, described the steps on how to add

i slide transition, added a slide transition in a presentation, and listed
”/ ;the importance of adding slide transition to a Presentation

)J In this lesson, we will print slides and stated the importance of
printing slides following the correct procedure.

Your Aims:

e Discuss the correct process on how to print slides of a
Presentation

o print all slides or selected slides of a Presentation

N

Printing Presentation

Read the following explanations on printing Presentations and follow
= the steps in the hands on activity to learn how to print a Presentation.
L2 Be prepared to answer the questions that follow.

Although the primary way of viewing a presentation is usually as a slide show, you
can also print PowerPoint slides, in the same way as you print Word documents or
Excel worksheets. PowerPoint provides a variety of print options, including printing
each slide on a separate page or printing several slides on the same page. Let us
explore some of these options now.

Printing Slides

In this part of the lesson we will create a Presentation and print the slides. This is a
hands on practical exercise. Be sure you have a working computer with PowerPoint
installed. If you did not understand some areas of this lesson, do not hesitate to start
all over. We will now start the practical exercise.

1. Create a new Presentation and type the following in its equivalent slide, save
your file with the filename —Pniting Slides Exercise.”

Slide 1:
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Slide

Slide

Slide

Slide

2:

3:

4:

5:

Click to add title

O arise all you sons of thls land,

Let us sing of our joy to be free,
Praising God and Rejoicing to be
Papua New Guinea

Shout our name from the mountains to seas
Papua New Guinea

Let us raise our voices and proclaim

1 Papua New Guinea

Now give thanks to the good Lord above
For His kindness, His wisdom and love
I For this land of our fathers so free,

| Papua New Guinea

Click to add title

Shout again for the Whole world to hear
Papua New Guinea;

We’'re independent and we’re free
Papua New Guinea

TOPIC 4 LESSON 19
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2. From the File MenuTab of the Ribbon bar choose Print.
3. Now click on the Print All Slides to bring up the drop down menu of

print layout options. Refer to the image below.

M Insert Design Transitions Animations Slide Show|
|l save
Print
E Save As |'_~J
E Copies: 1 =
5 Open
e Print
___T Close
Info Printer
; HP Officejet 7000 E309a Series .
Recent Z) Offline 2 documents waiting
Printer Properties
New
ings
b Print entire presentation
Save & Send
Slides
Help Print All Slides
Print entire presentation
] Options
B9 Eit
Print Current Slide
Cnly print the current slide
Custom Range
Enter specific slides to print
4. In the drop down menu, click Print Current Slide. This option will only print

the active slide from your presentation.
5. Also, click in the Colour box towards the bottom of the Print dialog box.
6. In the Colour options for the slides, select Grayscale (to print a black and

white copy of your presentation), then click on OK to print a copy of the
presentation.
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i Save
Bl Save as

5 Open
(3 Close

Info

Recent

New

| e
Save & Send

I1 Help

2] Options
B et

Home Insert

178

Design Transitions

Print

Jﬂp Copies: 1 5

Print

Printer
/ Lexmark 3600-4600 Series
m Offline
Printer Properties
Settings

= Print All Slides

3 v
== Print entire presentation

Slides:

& Shdes Vertical
Handouts (6 slides per page)

“| Print One Sided v
! Only print on one side of th.

=i Collated
B8,5; -

123 123 123

Animations

Shide Shoy

[l

i £l

TOPIC 4 LESSON 19

There are other options in printing the slides apart from Print Current Slide. Print all
Slides option gives you a choice to print all the slides in your presentation all at once. The
other option is Print Selection, this gives you a choice to print only a slide that you want
and not the entire presentation. And last is the Custom Range option, this gives you a
choice to print the different slides in your presentation.

Activity 1:

/

What is the purpose of printing a presentation?

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on

to the next part of this lesson.
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Summary

You now have come to the end of Lesson 19. In this lesson you have
learned another way of viewing your slide and that is through printing,
we also identified the menus used to printing slides.

NOW DO PRACTICE EXERCISE 19 ON THE NEXT PAGE.
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Practice Exercise: 19

A. Outline the steps on how to print some pages of your presentation?

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answers to Activity 1

1. You might want to print the slides of your presentation for backup purposes, in
case presentation itself becomes un-available for certain reasons.
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Lesson 20: Printing Handouts
c Welcome to Lesson 20 of Unit 3. In Lesson 19, we described the
¢r steps on how to print slides, printed slides by following identified

,steps and listed the importance of printing slides following the

>J ; correct procedure.
’{/ In this lesson, we will print handouts and learn the importance of
printing handouts by following correct procedure.

Your Aims:

¢ determine the correct process on how to print handouts
‘TrF" for a Presentation

»Te print handouts

b o Printing Handouts

}‘ Read the following explanation of printing handouts and follow the
S steps in the hands on activity to learn how to print handouts. Be
prepared to answer the questions that follow.

One of the good feature of PowerPoint is its ability to provide you with hard copy
versions of the slides and/or of the outline text of a presentation. This is useful for the
preparation of handouts for an audience or a class.

Handout is a printed copy ofinformation provided free of charge.

Printing

In this part of the lesson we will print your presentation as handouts. This is a hands
on practical exercise. Be sure you have a working computer with PowerPoint
installed. This exercise will be more effective if you have a printer installed as well. If
you did not understand some areas of this lesson, do not hesitate to start all over.
We will now start the practical exercise.

1. Open a PowerPoitn and create a new Presentation. Type the following in its
equivalent slide, save your file with the filename —Pniting Exercise”

Slide 1:

The Caves of the Kosua

By Stephen Read & Stephen
McCullagh (an article from the
“Paradise Magazine”)
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Slide 2:

Slide 3:

Slide 4:

TOPIC 4 LESSON 20

The Location

Our base camp was in the village of Fogomaiyu.
This is a small community located on the eastern
slopes of the enigmatic Mount Bosavi. It is
surrounded by the rainforests of the Upper
Kikori in the Southern Highlands.

The Local People

The region is the homeland of the Kosua people
who have lived in complete isolation from the
outside world until relatively recently. They
retain a great deal of their traditional ways and
the famous Papua New Guinea hospitality is on
full show.

The Expedition Team

The cavers were six Irish men and one German.
An expedition from Australia helped manage
access and interactions with the tribe.
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Slide 5:
The Goal

To be the first people to record, map, explore
‘and discover the caves and underground rivers
ithat riddle the landscape to the east of Mount
Bosavi and into the Darai Plateau.

T

2. From the File Menu Tab of the Ribbon bar choose Print.

3. Now click on the Full Page Slides box to bring up the drop down menu of
print layout options. Refer to the image below.

Home Insert Design Transitions Animations Slide Show
H Save
= Print
E\, Save As t ]
Copies: 1 z
= Open
S Print
J Close
Info Printer
/ HP Officejet 7000 EB0%a Series -
Recent = .\1‘) Offline: 2 documents waiting
Printer Properties
MNew
Settings
D = Print All Slides -
h Print entire presentation
Save & Send
Slides: i
Help [ Full Page Slides -
Print 1 slide per page
] Options
Print Layout
= ] B =l
Full Page Slides Motes Pages Qutline
Handouts
1 Slide 2 Slides 3 Slides
4 5lides Horizontal & Slides Horizantal 9 Slides Horizantal
4 Slides Vertical 6 Slides Vertical 9 Slides Vertical
Frame Slides
Scale to Fit Paper
High Quality

In the drop down menu, under Handouts, select 6 Slides Vertical per page.

5. Click in the Colour box towards the bottom of the Print dialog box.

6. In the Colour options for the slides, select Grayscale, then click on OK to
print a copy of the presentation.
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7. In the handout options, you can choose two, four, six, or nine slides per page.
You can display the slides in order either horizontally or vertically.
Design Transitions Animations Slide Shos
;d il o Print
B Save As ‘_.-‘ P 2
i Open Prnt
_"' Close
Info Printer
Lexmark 3600-4600 Series < =
Recent N
Printer Propedties =
New S
Settings
save & Send i ]
Slides: :
Help ® Shdes Vertical ) )
:] Options =i :
Print One Sided
Q Exit = = e —
Collated <
1‘ = <o
i Grayscale - \
E Grayscale
1 2
; Pure Black and White
This handout can then be distributed to an audience or a class for note-taking,
review or reinforcement.
8.

To print selected slides only (not the entire presentation), enter the page

number of the slides that you wish to print in the box beside the Slides.

Refer to the image below.

é Print All Slides

Print entire presentation

Slides:

l:l Full Page Slides

Print 1 slide per page

Print Layout

L]

Full Page Slide;

otes Pages

5

E

lides

e

E

ides Vertical

=

Scale to Fit
High Quality

4 5lides Horizontal 6 Slides Horizontal 9 Slides Horizontal

& Slides Vertical

Print Comments and Ink Markup

Select number

displayed per page.

of slides to be

_—

Z\

35l

E

lides

=

9 Slides Vertical
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Settings

v Print All Slides

h Print entire presentation
Save & Send
Slides: \ i
Help | Full Page Slides
Print 1 slide per pq Slides
j Options Collated Enter slide numbers and/or slide
) =, Lollate ranges. For example, 1,3,5-12
B it B, ,3 123 124

: Activity 1: What is the difference between printing a presentation as
a handout and as a slide?

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You now have come to the end of Lesson 20. In this lesson you have
identified the menus in printing handouts and printed your
Presentation as a handout.

NOW DO PRACTICE EXERCISE 20 ON THE NEXT PAGE.
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Practice Exercise: 20

A. Answer the questions.

1. Explain how to print selected slides when printing handouts.

2. What happens to the printout when you select the Grayscale option before
printing?

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answers to Activity 1

When you print a presentation as a slide, a single slide will be printed to a paper,
while printing handouts allows you to choose to print multiple slides on a paper.
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Lesson 21: Saving a PowerPoint Show
c Welcome to Lesson 21 of Unit 3. In Lesson 20, we have identified
’4 the steps of printing handouts and stated the importance of printing

Y - % p them by following correct procedure.

' )j\j? In this lesson, we will describe the steps on how to save a Power
‘ Point Presentation and state the importance of following the correct
steps in saving a Power Point Show.

Your Aims:

1 e identify the correct process on how to save a
= T PowerPoint Show
e save a PowerPoint Show

Saving a PowerPoint Show

b Read the following explanation of Saving a PowerPoint Show and
., |~ follow the steps in the hands on activity to learn how to Save a
%% powerPoint Show, then be prepared to answer the questions that

follow.

If you want to really impress people with your PowerPoint, save the file as a .ppsx.
This is a PowerPoint Show. Most people save them as a PowerPoint Presentation
(PPTX). A PPTX shows the slides and the work that can be done on the
presentation. By saving as a PPSX (PowerPoint Show), when you double-click it, it
will auto start into the show mode. It makes it look so much more professional. | have
always seen presentations where people open the PPTX, then go to Slide Show >
View Show. This cuts off that step. Using .PPSX is a shortcut to the show mode.

The file extension for a PowerPoint show is .ppsx (versions 2007 or 2010) or .pps
(versions 2003 and earlier). The file extension for a PowerPoint presentation is .pptx
(versions 2007 and 2010) or .ppt (versions 2003 and earlier). This file extension tells
PowerPoint whether the file is ready for prime time (a PowerPoint show) or is still in the
creation stage (a PowerPoint presentation).

In this part of the lesson we will be saving a presentation as a PowerPoint Show.
This is a hands on practical exercise. Be sure you have a working computer with
PowerPoint installed. If you did not understand some areas of this lesson, do not
hesitate to start all over. We will now start the practical exercise. We will be creating
a five slide presentation.


http://presentationsoft.about.com/od/f/g/file_extension.htm
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1. Slide 1:
“Papua New Guinea National
Pledge”
Click to add subtitle
2. Add the rest of the five slides with the corresponding texts:
Slide 2:
Click to add title
We, the people of Papua New Guinea
pledge ourselves united in one Nation.
We pay homage to our cultural heritage,
the source of our strength.
Slide 3:

Click to add title

We pledge to build a democratic
society based on justice, equality
respect and prosperity for our people
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3.

4.

Slide 4:

Click to add title

We pledge to stand together as
One People, One Nation, One Country
God Bless Papua New Guinea

Select the first slide. Click Transitions Menu Tab from the Ribbon Bar.

2]l i |
File Home Insert Design Transitions Animations Slide Show Review View

/ S | 4= s

)

The Transitions Tab

From the Transitions to This Slide group, click the Reveal transition. You
will see a preview of the Reveal transition the moment you have clicked it.
Home Insert Design I Transitions ] Animations Slide Show Review View
H E @ ® 5B W @ @« .
Nune Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover =

N\

Select the Reveal Transition.

Select the second slide, from the Transitions to This Slide group, click the
more button seen on the side. It will reveal more options for Transition
animation. Click the Glitter transition. You will see a preview of the Glitter
transition the moment you clicked it.

Home Insert Design [ Transitions l Animations Slide Show Review View
[+] L e |
I_ S
Caover Flash Dissolve Checkerboard Blinds Clock Ripple Honeycomb Glitter
Transition to This Slide

/

Click the more button (up and down
arrow) to see more options of

Transitions.
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6.

9.

Select the third slide, from the Transitions to This Slide group, click the more
button seen on the side. It will reveal more options for Transition animation,
click the Vortex transition. You will see a preview of the Vortex transition the
moment you click it.

Select the fourth slide, from the Transitions to This Slide group, click the
more button seen on the side. It will reveal more options for Transition
animation, click the Blinds transition. You will see a preview of the Blinds
transition the moment you click it.

Make sure that your presentation is edited and considered final before saving it to
.PPSXfile.

Choose File — Save As.

Select File Tab from the Ribbon
Bar.

Click the Save As option.

In the Save As dialog box, type a name for the file (if it is not already named)
and then click on the drop down arrow for Save as type: Scroll to select the
option PowerPoint Show (*.ppsx).
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B 4 U 5 ak PowerPoint Presentation (*.ppt)

+ PowerPoint Macro-Enabled Presentation (*.pptm]

Fon
PowerPoint 97-2003 Presentation (*.ppt)

[P] Save As PDF (*.pdf)
— #P5 Document (*axps)
l\..../”'\.../" . # ChyPowerPoint Template (*.pob)
_ PowerPeint Macro-Enabled Template (*.potm)
Organize Me PowerPoint 97-2003 Template (%.pot)
Office Theme (*.thmx)

J”u Music PowerPoint Showi (%,
. PowerPoint Magro-Enabled Show (*.ppsm)
B Pictures - werPoint 97-J003 Show (*.pps)
E Videos PowerPoint Adg-In (*.ppam)

PowerPoint 9742003 Add-In (*.ppa)
PowerPoint XMIL Prezentation (*.2ml)

*'a' Homegroup Windows Medha Video (*.wmv)

GIF Graphics [piterchange Format (*.gif)

JPEG File Intefchange Format (*.jpg)

. ) PMG Portablg Metwork Graphics Fermat (*.png)

i Local Disk (C:) TIFF Tag Imdge File Format (*.tif)

Select the PowerPoint Show (*.pptx) option.

M Computer

T
. PowerPoint Picture Presentation (*.ppt)
File name: OpenDocument Presentation (*.odp)

Save as type: | PowerPoint Presentation (*.ppt) v]

Alghore CIC Cadics L3gs: Add a tag

Click this arrow to Scroll down to

Save as Type options.
=~ Hide Folders ools - Save ] l Cancel ]

10. Click the Save button.
How to view the saved .PPSX file
Follow these steps when opening a saved .PPSX file:

1. Go to the folder where you saved the file (the common folder for files would be
the —MDocuments” folder),

2. Double click the PowerPoint file that you have just saved. It should look similar to
the image below.

%] PowerPoint Show Exercise(ppsx

Every PowerPoint Show would have the same icon on the left and
the .ppsx extension name at the end of the filename.
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Importance of Saving as a PowerPoint Show

If you will be sending your file to a different place without you there you might want to
save your file as a PowerPoint Show, so the audience will simply double click your
presentation.

/ Activity 1: What is the advantage of saving a presentation as a
: PowerPoint Show?

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You now have come to the end of Lesson 21. In this lesson you have
learned another way of saving a presentation and that is as a
PowerPoint Show. You have also learned the steps and the
importance of saving as a PowerPoint Show.

NOW DO PRACTICE EXERCISE 21 ON THE NEXT PAGE.
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Practice Exercise 21

A. Answer the questions.

1. What does the extension name .ppsx mean?

2. From what Tab would you see the Save as option?

3. Why is it important to save your presentation as a .PPSX?

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answers to Activity 1
Possible Answer:
The advantage of saving a presentation as a PowerPoint Show is that you can

simply double click your presentation and it will already play. This will also prevent
other people from editing your file.
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Lesson 22: Saving Presentation as a Web Page
c Welcome to Lesson 22 of Unit 3. In Lesson 21, we described the
¢r steps on how to save a Power Point Presentation, saved a

_Presentation following the correct steps, and stated the importance
of following the correct steps in saving a Power Point Show.
) //

In this lesson, we will list the steps to save a Power Point
Presentation as a web page, save a Presentation as a web page
and state the importance of using the correct steps in saving a
Presentation as a web page.

Your Aims:

¢ identify the correct process on how to save a
‘?'rF" Presentation as a Web page

Mo save a Presentation as a web page

Web Page

Read the following explanation of Saving a Presentation as a Web Page and follow
the steps in the hands on activity to learn how to Save a Presentation as a Web
Page, then be prepared to answer the questions that follow.

Savmg your Microsoft PowerPoint presentation as a web page allows you to then
post it on the internet. PowerPoint is able to retain the presentation's integrity so that
viewers on the web are able to see it as though the presentation was being run as
normal.

Saving as a Web Page

An internet connection is a must for this part of the lesson. If an internet connection
cannot be established, this exercise cannot continue to the final output.

In this part of the lesson we will be saving a presentation as a Web Page. This is a
hands on practical exercise, be sure you have a working computer with PowerPoint
installed and internet connection, we will now start the exercise, if you did not
understand some areas of this lesson, do not hesitate to start all over. We will now
start the practical exercise. We will be creating a five slide presentation.
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1. Slide 1:

TOPIC 4 LESSON 22

“The Sepik Magic”

Click to add subtitle

2. Add the corresponding text to the next slide:

Slide 2:

Slide 3:

Click to add title

Just after sunset, when the colours of the Sepik
give way to the glow of village fires, you can sit
on the balcony of a rustic lodge high above the
Karawari River and marvel at how technology
can change lives at the drop of a hat.

Click to add title

At first, your mind barely grasps it, for
innovation can be a surprising intruder in
secluded places of the world and the wild and
little-visited Sepik, including this tributary, is as
remote as it gets if you're looking for soft
adventure in Papua New Guinea.
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Slide 4:
Click to add title

This is a place that has barely changed in
generations. Villages along the Karawari still ply
dugout canoes — their only form of transport —
they still harvest sago palms for their daily staple
and they still make their homes and artefacts
out of whatever the jungle gives them.

3. Select the first slide. Click Transitions Tab from the Ribbon Bar.

s v B
m_Hnme Insert Design Transitions Animations Slide Show Review View
) O /A o @ @ =

The Transitions Tab

4. From the Transitions to This Slide group, click the Reveal transition, you will
see a preview of the Reveal transition the moment you clicked it.

Home Insert Design Transitions Animations Slide Show Review View
= B S
5|
Mone Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover =

Transition to This Slide

Select the Reveal Transition.

5. Select the second slide, from the Transitions to This Slide group, click the
more button seen on the side. It will reveal more options for Transition
animation. Click the Glitter transition. You will see a preview of the Glitter
transition the moment you clicked it.

Home Insert Design Transitions Animations Slide Show Review View

4 0 @B ® = @ W @ u

Cover Flash Dissolve Checkerboard Elinds Clock Ripple Honeycomb Glitter

Teapeitiom o Thi Lida

Click the more button (up and down
arrow) to see more options of Transitions.
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6. Select the third slide, from the Transitions to This Slide group. Click the more
button on the side. It will reveal more options for Transition animation, click
the Vortex transition. You will see a preview of the Vortex transition the
moment you click it.

Select the fourth slide, from the Transitions to This Slide group, click the
more button on the side. It will reveal more options for Transition animation,
click the Blinds transition. You will see a preview of the Blinds transition the
moment you click it.

7. Click the File tab, and then click Save & Send.
Under Save & Send, click Save to Web.

me Insert Design Transitions Animations Slide Show Review View
B

1. Click File Tab in [ Save to Wj
the Ribbon Bar.

= Open — ==hd Using E-mail
fj" Close

‘ g Save to WE\
Info
- N

|ﬁﬂ| 3. Select Save to Web
Recent | Option under Save &
New $ Send.

Print
% Publish Slides

Save & Send
— File Types

Help 2. Select the Save &
i optie] Send option.

/

Save to Windows Live

Save to Web to access this document from any computer or to share it with other people.

Learn more about Windows Live

Sign in with: Windows Live ID (Hotrmail/Messenger/Xbox LIVE)

4. Sign in to your Windows Live
Account

If you do not have a Windows Live
account you can create one by

Conue o lD/ clicking -Sign up for Windows Live
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You need to sign-in or sign-up for a Windows Live Account for your to progress to the
next step. If you have an internet connected to your computer you can follow this step to
be able to create an account with Windows Live. If you already have an account just click
Sign In and enter your username and password.

1. Click the Sign up for Windows Live and you will be directed to the page similar
to the image below.

Q-'/ @ Microsoft Corporation (US) | hitps://signup live.com/signup.aspillic=1 77 v & ||~ sending presentationtowebpoge 2| & A K- B

B8 Microsoft

Create an account

You can use any email address as the user name for your new Microsoft aocount, including addresses from Outlook.com, Yahoo! or Gmail. If you
already sign in to a Windows PC, tablet, or phone, Xbox Live, Outlook.com, or OneDrive, Use that account to sign in.

Name

B | [ |

User name

[someoneomanpecan \

Or get a new email address

Create password

8-character minimum; case sensitive

Reenter password

Country/region

‘ United States E'

ZIP code

Birthdate

[onth ol (ool [veawr [l -

2. Fill in and complete the details needed. Example, your name, username (this
should be your existing e-mail address), and password.

3. Be sure to fill in the whole form and do not leave a blank. Once you are done and
is successful in creating an account an image similar to the one below will appear.

Your email address has not been verified. Verify your email address.

Edit name .
] umm Your First and Last Name
Acocount aliases
Personal info Clyte Cerica
Security info g .
Birthdate Your Birthday
Close account

Edit personal info
Notifications

Recent activity Your username

Permissions

Billing

Add or change aliases

Password and security info

It's a good idea to choose a password that you don't use elsewhere.
Change password

This security info ensures you can get access to your account, even if you forget your password. You can
manage this Info and your two-step verification settings on the security info page.

FRFFERL D

c*****@gmail.com
Edit security info

© 2014 Microsoft Terms Privacy Developers  English (United States)
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4. After creating the account you need to verify if your email address is valid.
To do this you have to go to your email address and click the verify link in
there. A verify email and button will be similar to the one below.

« Back to Inbox [ Archive ] [ Report Spam ] [ Delete ] More Actions... - | Go

Verify your email address inbox

77 Microsoft account team <account-security-noreply@account. microsoft.com:>
To: clytecerica@gmail .com

Reply | Reply to all | Forward | Print | Delete | Show original

Microsoft account

Verify your email address

Click the verify button to verify
the account you have created
with Windows Live.

To finish setting up this Microsoft account, we just

Verify clytecerica@gmail.com

If you didn't make this request, click here to cancel.

Thanks,
The Microsoft account team

5. Once you have verified the email address an image like the one below will
appear.

Ready to go!

Thanks for verifying clytecerica@gmail.com. You can now get back to what you were doing.

Sign in to your Windows Live account.

Under the Microsoft OneDrive select Public.

Save & Send

Save to Microsoft OneDrive
Save to Web to access this document from any computer or to
Iﬂg_lll Send Using E-mail
Clyte Cerica's OneDrive (Not Clyte Cerica?)
Save to Web . . .
‘o % Select Public option to share with
— Microsoft OneDrive
m Save to SharePoint Personal Folders eve ryo ne.
l Documents \//
% Broadecast Slide Show Shared with: Just me
Shared =

2% Publish Slides Public

Shared with: Everyone
File Types ﬁ Shared with: Everyone
ﬁ Change File Type

b
Create PDF/XPS Document
=

Save As
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10. Click Save As.

11. In the File name box, type a file name, or do click the Save button to accept
the default filename. Refer to the image below for the final output.

T | |
@@v e .| 4| = p -

o Favertes | ol

Bi = B) ~ C3 ok v Bagew Sefetyw Tockv v 7

E 4 tdit |53 Open i PowerPoit 3 Start Side Show

“The Sepik Magic”

€ Local intramet | Protected Mode OFf ig ~ H100% -

Web Server is simply a computer program that serves web pages to the user as they
are requested.

Web pages are what make up the World Wide Web. These documents are written in
HTML (hypertext markup language) and are translated by your Web browser.

Note: If you want people to have access to a presentation that you published
to the Web, you must specify a Web server or other available computer when
you choose a location for the file.

Activity 1: What is the advantage of saving a Presentation as a
web page?



javascript:AppendPopup(this,'52036050_2')
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Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You now have come to the end of Lesson 22. In this lesson you have
learned another way of saving a presentation as a web page. We
have also enumerated the steps in saving as a web page and put it in
practice.

NOW DO PRACTICE EXERCISE 22 ON THE NEXT PAGE.
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Practice Exercise: 22
A. Answer the following questions.
1. Once the presentation is saved as a webpage, it is translated into a different

document, which is called

2. What must you have before you can save your presentation as a web page?

3. In your own words state the advantages and disadvantages of saving your
presentation as a Web page.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answers to Activity 1

1. You can save a presentation as a web page if you want to post your
presentation on the world wide web. Posting your presentation on the web
makes it accessible even to those who are half way around the world.
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Lesson 23: Saving with Pack and Go

Welcome to Lesson 23 of Unit 3. In Lesson 22, we have described
the steps on how to save a Power Point Presentation as a web page
using the correct steps and stated the importance of saving a

i ./‘"3‘

\5/ In this lesson, we will identify the steps on how to save a
PowerPoint Presentation with Pack and Go and state the
importance of following the correct process in saving with Pack and
Go.

/vj/ J Presentation as a web page.
NG

Your Aims:

¢ identify the correct process on how to save with Pack
and Go

e save a Presentation with Pack and Go

Pack and Go

and Go and follow the steps in the hands on activity to learn how to
Save a Presentation with Pack and Go, then be prepared to answer the questions
that follow.

Pack and Go is a feature of PowerPoint that compresses files and includes files
related to your presentation for transporting to a different computer.

"Where is Pack and Go in Microsoft Office PowerPoint 2003?" This feature has
been improved and renamed Package for CD.

Lg:l Microsoft PowerPoint - [Presentationl]
iE4]| File | Edit View Inset Format Tools Slide 9
1 Mew.. Ctrl+N
= Open.. Ctrl+0

Oy

1

Close
Save Ctrl+5 The Package for CD option in
Save Ais... Microsoft PowerPoint 2003

=]
@iy Saveas Web Page...
r-:l File Search... /

Permission /
pee—_

e ——

Package for CD... j) .....
Web Page Preview

Page Setup...

Print Preview

W fer

Print... Ctrl+P

Send To »

Properties

1 DA The Regions of Papua Mew ..
2\ \Provinces of PNG.ppt

Microsoft PowerPoint 2003
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Now, when you quickly copy your presentation along with any supporting files to a
disk or network location, the Microsoft Office PowerPoint Viewer is included by
default. That way the PowerPoint Viewer will be available to run the packaged
presentations on another computer even if PowerPoint is not installed.

Or, if you are using Microsoft Windows XP or later versions and have a CD burning
program, you can copy the presentation and supporting files onto a CD.

Saving a PowerPoint Presentation with Package for CD

In this part of the lesson we will save a presentation with Package for CD. This is a
hands on practical exercise. Be sure you have a working computer with a CD/DVD
burner and PowerPoint installed. This lesson will also be easily followed if you have
a blank CD/DVD for burning your presentation. If you did not understand some areas
of this lesson, do not hesitate to start all over. We will now start the practical
exercise.

1. Slide 1:

It’s the Eel Thing

Click to add subtitle

2. Slide 2:

Click to add title

Eels are not “slimy”. These wonderful animals
have been totally misunderstood and often
slandered. As usual though, as with any great
deception, there is a germ of truth in the label,
and it is the fault of fisherpersons.
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Slide 3:

Click to add title

If you assault an eel by hook or spear and drag it
out of its natural environment, vyes, it produces
slime on its skin as it fight for its life. On
occasions, freshwater eels wriggle across land
and perhaps slime helps them to move.

Slide 4:

Click to add title

But underwater, in their happy element, eels are
sublimely smooth. They are wonderful to touch,
soft, sleek and, yes, slicker than silk.

3. Select the first slide. Click Transitions Tab from the Ribbon Bar.

Home Insert Design Transitions Animations Slide Show Review View

b) 1l ol /A =1 (] =

The Transitions Tab

4. From the Transitions to This Slide group, click the Reveal transition, you will
see a preview of the Reveal transition the moment you click it.

Home Insert Design Transitions Animations Slide Show Review View
= R dE E F O B =N
Mone Cut Fade FPush Wipe Split Reveal Random Ears Shape Uncover =
C Transition to This Slide D}

AN

Select the Reveal Transition.
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5.

Select the second slide, from the Transitions to This Slide group, click the
more button seen on the side. It will reveal more options for Transition
animation. Click the Glitter transition. You will see a preview of the Glitter
transition the moment you click it.

Home Insert Design Transitions Animations Slide Show Review Wiew

4 0 @ 2 ® @ wW @ )

Cover Flash Dissolve Checkerboard Blinds Clock Ripple Honeycomb Glitter Vo

Transition to This Slide

/

Click the more button (up and down
arrow) to see more options of Transitions.

Select the third slide, from the Transitions to This Slide group. Click the more
button seen on the side. It will reveal more options for Transition animation,
click the Vortex transition. You will see a preview of the Vortex transition the
moment you click it.

Select the fourth slide, from the Transitions to This Slide group, click the
more button seen on the side. It will reveal more options for Transition
animation, click the Blinds transition. You will see a preview of the Blinds
transition the moment you click it.

Click the File tab, and then click Save & Send. Under Save & Send, click
Package Presentation for CD.

The arrows in the image points at the correct options for saving Presentation for
CD.

Click this Button.




GR 9 D&T-COMPUTING U3 207

TOPIC 4 LESSON 23

9. In order to distribute your PowerPoint files in a CD or package for CD, you

need to click on File and then Save and Send. Here
that says Package Presentation for CD.

you will see an option

F
Package for CD |i|$J

I

fa '_; Copy aset of presentations to a folder on your o

Mame the CO | BresentationCh / oD will oo

-PresentationCD.”

Files to be copied

— Type the name of your CD
here. For this exercise your

named

& Presentation2.ppix | Add... |

\ | Remove

| Options. ..

This Box contains the files
you wish to burn on a CD,
select the file that you will
save on a CD.

Copy to Folder. .. | l Copy to CD | | Close |
N\

L =

\ Click Copy to CD to finalise the

saving on file to a CD.

Importance of Saving with Package for CD

When there is a need to record or distribute PowerPoint presentations, consider

burning them to CD. Burning a complex PowerPoint
sometimes consists of more than simply copying a single

presentation properly
PowerPoint (PPT) or

PowerPoint XML (PPTX) file to a CD. If your presentation contains links to media

files, for example, you must burn those to CD as well.

and Go.

/ Activity 1: Give the advantage of saving a Presentation with Pack

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on

to the next part of this lesson.
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Summary

You now have come to the end of Lesson 23. In this lesson you have
learned another way of saving a presentation and that is with
Packaage for CD. You also completed a practical exercise of saving
with Package for CD.

NOW DO PRACTICE EXERCISE 23 ON THE NEXT PAGE.
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Practice Exercise: 23

A. Answer the questions.

1. The Pack & Go feature of PowerPoint 2003 was replaced with what in
PowerPoint 20107

2. Why use Pack & Go feature when copying to a CD instead of cutting and
pasting?

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answer to Activity

1. Saving a presentation using the Pack & Go gives us the advantage of taking
our presentation anywhere without worrying if the multimedia such as video,
music, and others included in the presentation was not attached properly.
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Lesson 24: Evaluating the Presentation
c Welcome to Lesson 24 of Unit 3. In Lesson 23, we have described
‘:f the steps on how to save a Power Point Presentation with Pack and

At % p ~Go and stated the importance of saving with Pack and Go.

\ )J ZIn this lesson, we will list the criteria and standard norms in

\ ’{/ evaluating a Presentation, use the identified criteria and standard

S norms to evaluate a Presentation and state the importance of using
them in evaluating a Presentation.

Your Aim:
e evaluate a Presentation using standard norms and

P criteria
=N\

__ Evaluating the Presentation

[ | Read the following explanations of Evaluating the Presentation, then
answer the questions that follow.

A PowerPoint presentation is just another form of communication. This lesson offers
guidelines for using and assigning PowerPoint presentations for classroom use or
during special reports and includes a rubric based on the Five Features of Effective
Writing.

Rubric is a document that clears the expectations for an assignment by listing the
criteria, or what counts, and describing levels of quality from excellent to poor.

It is possible to use PowerPoint as part of a presentation that is thoughtful,
educational, and encouraging of higher-order thinking, that gives students a chance
to apply, synthesize, and evaluate information rather than merely reciting it.
PowerPoint can be a powerful tool for enhancing good presentations, but it is not a
support for poor ones.

So when you use PowerPoint think carefully about what your educational purpose is,
and always keep that in mind. Do not let the typical style of PowerPoint drive your
content and educational purpose. Put the content first and find a style that reflects it.

When you consider adding a multimedia aid such as a slideshow to your
presentation, keep the following in mind.

1. Communication is everything.
Always remember that a presentation aid (such as a PowerPoint
Presentation) is a vehicle for communication. Before you design a


http://www.learnnc.org/glossary/higher-order+thinking
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presentation, ask yourself What am | trying to communicate?” ‘What ideas,
information, or emotions do | want my audience to take away?”

Every decision you make from that point forward affects your Presentation.
For example: Does the music —{@ps Cheer” communicate something
important about your topic, or is it just pleasant to listen to? If it is just pleasant
to listen then it is not important and it will just distract your audience. Does
that piece of Clip Art communicate anything at all? Do flying and exploding
slides enhance communication or merely distract your audience?

All parts of your Presentation should be related and meaningful to your
content.

2. Technology is only a tool.
If the slideshow has no value apart from its content, neither does the
technology. Remember that technology and its use should come together.

3. Communication goes both ways.
Your Presentation should encourage discussions. Presenters should always
explain well on the text and images in their presentations. The audience
should be expected to listen and respond thoughtfully to that sufficient
explanation — not just to the bullet points on the screen.

4. Make your assessment reflect your priorities.
Finally, when you evaluate presentations, judge the content first. It is
tempting, and easy, to give lots of points for artfully designed slides and clever
use of Clip Art. But remember our first two rules: it is not about the
presentation, at least not primarily. So, when designing a rubric for
multimedia presentations:

l. Judge the content first. What has the audience learned?

Il. Next, judge the communication. How effectively does the presentation
communicate what the audience has learned?

[I. Last, judge the presentation. How effective is the presentation?

In short, you can evaluate a presentation essentially the way you would
a piece of writing, with the content of the writing first and the mechanics
(grammar and spelling) last. You might want to think about
presentations in terms of a version of the Five Features of Effective
Writing: focus, organization, support and elaboration, style, and
standards, in that order.

Activity 1: How can you properly use PowerPoint for your
presentation?



http://www.learnnc.org/articles/few-features
http://www.learnnc.org/articles/few-features
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Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

The Six Features of Effective Presentations: A Rubric

Here is a simple rubric for evaluating a PowerPoint presentation based on the
features of effective writing. Remember, if you are trying to improve a presentation
rather than merely grade it, think about the features in this order.

Focus
What's the point of this presentation? What primary information is the presenter
trying to communicate? Ignore the appearance of the slides for the moment.

e 4 points — The presentation had a clear and consistent focus.

« 3 points — By the time he or she finished, | understood the presenter's point
clearly, but | had some doubts along the way.

e 2 points — | am fairly certain what point the presenter was trying to make, but
| would like further clarification.

e 1 point — On further reflection, | think | can figure out what the point of this
presentation was, but | should not have to work this hard.
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e 0 points — | have absolutely no idea what this person was talking about.

Organization

Are the slides presented in an order that makes logical sense and supports the
focus of the presentation? Is the overall plan of the presentation evident and
consistent? Is the information on each slide presented in a logical manner, with clear
titles, headings, paragraphs, and bulleted or numbered lists?

« 4 points — At every point in the presentation, | knew exactly where the
presenter was and where we had been, and | had a sense of where we were
going. | never lost sight of the presenter's focus.

e 3 points — | generally knew where the presenter was and where he/she was
headed, but there were a couple of places where | was a little confused. Some
of the slides may not have been clear, and a couple seemed outside the focus
of the presentation.

e 2 points — | was never totally lost during the presentation, but several of the
slides were unclear or confusing, and there were several places where | was
not sure where the presenter was headed. Several of the slides seemed to
move away from the main point, and it was sometimes difficult to tell what was
a page title, what was a heading, and what was regular text.

« 1 point — By the time the presenter finished, | understood what the focus
was, but most of the slides seemed jumbled.

e 0 point — | was lost during most of the presentation. Few if any of the slides
seemed logical when presented.

Support and Elaboration

Is there enough supporting information or arguments in the presentation to make the
main point effective? Were any of the slides (or the content on the slides) irrelevant
to the presentation’s focus? Consider not only text but images. If images accompany
the text of slides, do they support the presenter‘s point, or are they just decorative?

e 4 points — There was plenty of supporting information, evidence, images,
etc. to make the presenter’s point. | am thoroughly convinced!

e 3 points — The presenter provided enough support for his/her argument, but
some images seemed purely decorative, and a couple of bullet points needed
further clarification.

e 2 points — There was a fair amount of supporting information, but it was too
little. The presenter did not sufficiently elaborate on many of the bullet points,
and the images added little to my understanding of the issue.

« 1 point — The presenter relied too heavily on short bullet points in the
PowerPoint presentation and didn‘t provide sufficient oral elaboration. The
images were purely decorative and added nothing to my understanding of the
issue.
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« 0 point — The presenter gave virtually no evidence at all for his or her
argument.

Style

With respect to a PowerPoint presentation, style refers both to the style of the
writing and to the appearance of the slides. Do word choice, sentence fluency, and
voice reflect the presenter's purpose and audience? Similarly, do the layout and
design of the slides, the fonts, and the images reflect the presenter's purpose and
audience?

In short, keep it simple. Certainly you want the appearance of the slides to be
interesting, and the presenter's personal voice can still come through, but the
content has to come first. Unnecessary Clip Art, overly bright and distracting colours,
big headers that crowd the text of pages, and so on will only distract the audience.

e 4 points — The text and the visual design were clear, interesting, and
appropriate to the purpose and audience of the presentation.

e 3 points — The text and visual design were clear and interesting but
somewhat inconsistent in style. Although the design may not have distracted
from the content, it also did not enhance my ability to understand the
presentation.

e« 2 points — The layout and colour choices distracted somewhat from the
content of the presentation, and some of the images were purely decorative
and seemed out of place.

« 1 point — Fonts and colours were inconsistent; text was dull and
inappropriate to the presenter’s purpose (too informal, for example).

« 0 point — Colours, fonts, and layout seemed almost random. The design was
confusing and made it difficult to understand (or even find) the content of the
presentation.

Standard

For a PowerPoint presentation, this includes the standard of writing (grammar,
spelling, and usage) as well as the layout of slides, legibility, and timing. Was the text
free of errors in grammar, spelling, and usage? Was the layout of the pages
consistent and clean? Was the text easily readable, and headings clearly
distinguished from regular text?

« 4 points — The presentation was easy to read; text was free of errors.

e 3 points — There were one or a few errors in grammar, spellling, or usage,
but they did not detract from the content. Text was clear and easily readable.

e 2 points — There were several errors in grammar, spelling, or usage. Text
was not as readable as it could have been.

« 1 point — The presentation was stabed with careless errors that detracted
from the content. The layout of the slides was inconsistent and made
comprehension difficult, and the text was often difficult to read.
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0 point — Problems with grammar, spelling, usage, layout, and font choices
made this presentation nearly beyond understanding.

Presentation skills

Because PowerPoint presentations need to be accompanied by a real, live human
being to be effective, you will need to evaluate the presenter’s skill in speaking and
in responding to the audience.

4 points — The presenter gave a clear, thorough, convincing presentation
apart from the PowerPoint. The PowerPoint enhanced the presentation and
was useful as a reference, but | felt that the presentation would still have been
quite good without it. The presenter welcomed questions from the audience
and responded thoughtfully.

3 points — The presenter spoke well and with confidence but occasionally
read bullet points without sufficient elaboration. In some cases, he/she
diverted from the —sdgpt” a little too much.

2 points — The presenter spoke with some confidence but relied heavily on
the text on the screen. This probably would not have been a strong, coherent
presentation without the PowerPoint to hold it together.

1 point — The presenter mostly read the bullet points on the screen, only
occasionally elaborating on them. He/she looked at the screen as much as at
the audience and faded when responding to questions from the audience or
speaking independently.

0 point — The presenter merely read the bullet points on the screen, then
referred back to them in response to questions. It seemed almost as though
he/she had never seen the PowerPoint before today.

Activity 2: Evaluate the whole Presentation using the given criteria
found on page 201. Encircle the number of your choice,
wherein 4 is the hiahest and 1 the lowest.

| | AIDS results from damage to

the human immune system.
AIDS

Acquired Immune
Deficiency Syndrome
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Itis caused by the human
immunodeficiency virus (HIV).

AIDS infects vital organs of the
human immune system,...

..and results in fevers, sweats, swollen
glands, chills, weakness, and weightloss.

L v
-

AIDS originated in sub-Saharan
Africain the 20th century.

WOestroys vital cells required for the
functioning of the immune system,...

» ' i
)

Over 38.6 million worldwide
have AIDS.

2 6

29 million have already fallen
prey to AlDS.

e
40

TOPIC 4 LESSON 24
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Thereis no known cure.

217

The AIDS virus spreads through
contact of blood,...

...and prevention of blood
contactis the only respite.

AIDS is a huge emotional
issue,...

...AIDS infected people need to
be treated with love and care.

AIDS does not spread with
normal human contact

TOPIC 4 LESSON 24
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Meanwhile, the worldwide battle
to find a cure for AlDs... ...continues.
. A
17 18
Thank You!

Vors prassniatons mt

19
Criteria Excellent | Very | Satisfactory | Poor
Good
Focus 1 2 3 4

The Presentation had a clear and
consistent focus

Organization

Are the slides presented in an order 1 o 3 4
that makes logical sense and supports
the focus of the presentation?
Support & Elaboration

If images accompany the text of slides, 1 > 3 4
do they support the presenter‘s point,
or are they just decorative?

Style

do the layout and design of the slides, 1 > 3 4
the fonts, and the images reflect the
presenter‘s purpose and audience?
Standard

Was the text free of errors in grammairr, 1 > 3 4
spelling, and usage? Was the layout of
the pages consistent and clean?
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Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You now have come to the end of Lesson 24. In this lesson you have
learned that there is a proper way of creating a presentation given the
four rules. You have also learned that a presentation is evaluated
using a criteria and proper norms such as the rubric.

NOW DO PRACTICE EXERCISE 24 ON THE NEXT PAGE.
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Practice Exercise 24

220 TOPIC 4 LESSON 24

A. Fill the Evaluation Sheet with your own criteria (follow the rubric method
in the reading), base the criteria of your evaluation from the presentation

given.

Climate

Papoa New Cuimea bax typical
treqcal weather with coaler

weather n jhe meomtineme
areas.
There & zeatomal

ok

Papma New u-nmu 's fertile zedl There are ake 2 lot of

suppert vast plantatiens of coffes,

[ z, palm kermek, bea, ks o :
ruobber, :*"]_xuu_uq;_ froot amd . i Iy
vegetables.

peulity and perk farms

km from the nerthern tip of
Amiralia and 3, 60 km
frem 3ydoey.

The main «thmic ﬁf

The urmurtd momber of Froue are

Melanesian, Pagman,
in Juby 703 Negrite, Micronesian,
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Criteria Excellent Very Satisfactory | Poor
Good
Focus 1 2 3 4

(The Presentation had a clear
and consistent focus)

Organization

(Are the slides presented in an
order that makes logical sense 1 2 3 4
and supports the focus of the
presentation?)

Support & Elaboration

(If images accompany the text
of slides, do they support the 1 2 3 4
presenter's point, or are they
just decorative?)

Style

(do the layout and design of the
slides, the fonts, and the 1 2 3 4
images reflect the presenter's
purpose and audience?)

Standard

(Was the text free of errors in
grammar, spelling, and usage? 1 2 3 4
Was the layout of the pages
consistent and clean?)

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answers to Activity 1

1. To properly use PowerPoint for a presentation, you must follow these
guidelines.

Presentation is a vehicle for communication, be sure that all the design
aspects you put in your presentation is relevant to the message you
wish to pass to your audience.

Technology is only a tool, do not think that your audience will
understand your presentation only by watching your slide, you as the
presenter must be there to explain.

Communication goes both ways, an effective PowerPoint presentation
should not only entertain the audience but you must also provide a
room for argument about your topic, put a question slide, for your
audience to discuss after your presentation.

Make your assessment reflect your priorities, judge the content, your
first priority is that your audience will learn something from your
presentation.
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Answers to Activity 2

1. The second activity is an evaluation there is no right or wrong answer, but the
students should be able to answer the evaluation based on the reading prior
the activity.
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Answer to Practice Exercises

Practice Exercise 19

1. There is an option to print only selected slides. In the Print command, under the
Settings, click the arrow down button beside Print All Slides and select Print
Selection, and enter the page of your selected slide that you wish to print.

Practical Exercise 20

1. Yes, simply enter the page number of the slide you wish to print in the box beside the
Slides, in the Settings option of the Print command.

2. The printout will come out in shades of white and black only (not coloured) if you
select grayscale before printing.

Practical Exercise 21

1. PowerPoint Show
2. File Tab
3. Saving with the file name .pptx means you have saved the presentation as a

PowerPoint Show, wherein you simply double click the presentation and it will auto
start the show.

Practical Exercise 22
1. Hyper Text Markup Language (HTML)
2. Web Server

3. The advantages of publishing your presentation to the web are the presentation is
available to you and other people anytime provided that you have internet access.
The disadvantage of publishing your presentation to the web is that it can be
expensive since it needs internet connection to be published and viewed.

Practical Exercise 23
1. Package for CD

2. When you want to copy your presentation to a CD it is important to use the Pack &
Go feature so to be sure that all the multimedia files that is included in your
presentation will be copied as well.

Practical Exercise 24

Students should be able to fill the evaluation sheet and could come up with criteria similar
below.



GR 9 D&T-COMPUTING UNIT 3 224 TOPIC 4 ANSWERS

Criteria Excellent | Very | Satisfactory | Poor
Good
Focus 1 2 3 4

The content of the slides
describes the title of the
presentation.

Organization
The slides are presented in
proper order, wherein the easiest

topic is presented on the first slide 1 2 3 4
and the more complicated on the

last slide

Support & Elaboration

There are supporting images and 1 o 3 4
texts to the main points of the

presentation

Style

Text are written clearly and slide 1 o 3 4
design does not distract the

audience from its content

Standard

Text are free from spelling and 1 2 3 4

grammar error

End of Topic 4.

Now Do Exercise 4 in Assignhment Book 4.
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Animation. Is the illusion of movement created by showing a series of still pictures in rapid

succession.

Animation Effects. A set of effects which can be applied to objects in PowerPoint so that

they will animate in the Slide Show Power Point.
Area Charts. Emphasize the magnitude of change over time.

Audio. Is aterm used to describe any sound or noise that is within a range the human ear

is capable of hearing.

Audio Clips. A brief recorded file, linked to a website or to an electronic message, used to

relay audible information from one user to another.

Bubble Charts. Is a type of XY or scatter chart that compares sets of three values and can

be displayed with a 3-D visual effect.

Charts. Are visual representations of data.

Clip Art. |s a pre-made images used to show any forms of objects.
Clustered Bar Chart. This type of chart compares values across categories.

Column Charts. Show data changes over a period of time or illustrate comparisons among

items.
Colour Scheme. Is the choice of colours used on the page.

Content Template. It has all the elements of a design template plus a suggested outlibe

for the presentation.

Copyright. The exclusive and assignable legal right, given to the originator for a fixed
number of years, to print, publish, perform, film, or record literary, artistic, or musical

material.

Cropping. To reduce the size of an image or to remove non-imporatant aspects of an

image.

Custom Animation. Is a set of effects which can be applied to objects to animate in the
Slide Show.

Customise/Customizing. To make or alter to individual or personal specification

3-D Column Chart. This type of chart compares data points along two axes.
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Deselect. Means to un-select something you already ticked.

Design Template. Refers to the specific look of a slide or group of slides.
Design Tab. Tab which contains the basic slide formatting tools.
Doughnut Chart. Shows the relationship of parts to a whole.

Dummy. An imitation, representation, or copy of something, mainly used in a display or

demonstration.

Electronic Memory. Refers to the parts of a computer that keep hold of data for some

period of time, possibly even after the computer in turns off.

File Extension. Is the suffix (separated from filename by a dot), which shows what kind of
file it is.

Flowchart. |s a diagram of the order of operations in a computer program.

Handout. Is a printed information provided free of charge.

Hardware. Is the mechanical, magnetic, electronic, and electrical components making up a

computer system.
HTML. Also known as Hyper text Mark Up Language.

Hyperlink. It is commonly called, a link, allows the viewer to quickly access another screen

on the computer by simply clicking on a text entry or a graphic object.

Image. Is a binary representation of visual information such as drawings, pictures, graphs,

logos, or individual video frames.

Interactive. Allowing a two-way flow of information between a computer and a computer-

user.

Legibility. Is the level to which individual characters in text are understandable or

recognizable based on appearance.
Line. This type of chart display trend over time or categories.
Line Charts. Show trends in the data at equal intervals.

Media. Commonly known as digital media or medium. It is a term used to describe any

type of computer storage.
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Multimedia. Is the combination of multiple forms of media. Tjhis includes text, graphics,

audio, video and so on.

My Documents. |s a folder that stores documents, program settings and other files.
Normal View. It is the main editing view, where you write and design your presentations.
Notes Page View. The Notes pane is located under the Slide pane.

Notes Pane. Appears at the bottom of the screen. Click on the notes pane to add, edit, or

delete, or delete notes that relate to each slide‘s content.

Pack and Go. Is a feature of PowerPoint that compresses files and includes files related to

your presentation for transporting to a different computer.

Placeholder. Is a box with a dotted outline. It designed for the placement of content on
the slide.

Pie Charts. Circular chart that is sliced into sections which represents a percentage.

Print Selection. This gives you a choice to print only a slide that you want and not the

entire presentation.

PowerPoint. A software package designed to create electronic presentations consisting of

a series of separate pages or slides.

PowerPoint Design Template. The template that can be applied to all slide or selected

slides.
Outline. Is a blueprint or plan of your presentation.

Quick Access Toolbar. Is most of the time a bar across the top that contains buttons that

execute commands when you click them.
Radar Chart. Compare the aggregate values of a number of data series.

Reading View. This view use to deliver the presentation not to an audience, but instead to

someone viewing the presentation in the computer.

Ribbon Bar. |Is a horizontal strip that contains lists of available Tabs, Groups, &
Commands for a certain program. It resides at the top of each open screen.

Rubric. Is a document that clears the expectations for an assignment by listing the criteria,

or what counts and describing levels of quality from excellent to poor.
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Router. Is a device that connects two networks over large distance.Search Engine. Are
programs that search Server. It is a machine with a large storage capability that can be

shared with number of user.
Slide. Is a single page of a presentation created with software such as PowerPoint.

Slide Pane. Is a feature available in some programs, usually found on the left side of the

window, which displays thumbnails of available files or features available in the program.

Slide Show View. It is use to deliver presentation to the audience. This view occupies the

full computer screen, exactly the way will look on a big screen when the audience sees it.
Slide Sorter View. View that gives you a view of your slides in a thumbnail form.

Status Bar. Shows the current page number and position of the insertion point in the

document.

Stacked Bar Chart. This type of chart shows the relationship of individual items to the

whole.

Stacked Column. This type of chart shows the relationship of individual items to the

whole.

Storyboard. Is a sequence of drawings, typically with some directions and dialogue,

representing the shots planned for a movie or television production.

Surface Charts. Are useful when you want to find optimum combinations between two

sets of data.

Task Pane. Enables the user to have a quick access to common features, information, and

commands.

Text Effect. Adds shadow, reflection, or glow to a text. It also can change the direction of

a text.

Text Fill. Adds colour, gradient (blending of shades from light to dark or from one colour to

another), and/or picture inside a text.
Text Outline. Adds a line marking in the outercurve or boundary of a text.
Title Bar. Diplays the document name followed by proram name.

Video. Is an electronic medium for recording, copying and broadcasting of moving visual

images.



GR 9 D&T-COMPUTING UNIT 3 229 GLOSSARY

Web Browser. Is an application software or program designed to enable users to access,

retrieve and view documents and other resourcs on the internet.

Web Pages. It makes up the World Wide Web. These documents are written in HTML and

are translated by the web browser.

Web Server. Is simply a computer program that dispenses web pages as they are

requested.
WordArt. Is a tool that gives some dramatic, pre-designed styles for formatting text.

XY (Scatter) Charts. Show the relationship among the numeric values in several data

series.

Yahoo. Is an internet doorway that includes a search engine and a directory of World Wide

Web sites organized in a ladder of topic categories.



