Reinforcement Handout: Presenting Your Ideas Class 6 — Term-2

Presenting Your Ideas — Reinforcement Handout

What is PowerPoint:

PowerPointis a computer program that allows you to create and show slides to support a
presentation. You can combine text, graphics and multi-media content to create professional
presentations. PowerPoint presentations are made up of a series of slides. Slides contain the
information you will present to your audience. This might include text, pictures, and charts.

Understanding Slides and Slide Layouts:

Before you start creating presentations, you will need to know the basics of working
with slides and slide layouts.

When you insert a new slide, it will usually have placeholders. Placeholders can contain different

types of content, including text and images. Some placeholders have placeholder text, which you can
replace with your own text. Others have thumbnail icons that allow you to insert pictures, charts,

and videos.
Click to add title
~ | B Ciick andbegin
T typing to add text S8

Slides have different layouts for placeholders, depending on the type of information you want to
include. Whenever you create a new slide, you'll need to choose a slide layout that fits your content.

Office Theme

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

Title Slide {} Title and Content Section Header

Two Content Companson Title Only

Blank Content with Picture with
Caption Caption

5] Duplicate Selected Slides
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Reinforcement Handout: Presenting Your Ideas Class 6 — Term-2

Apply a Theme on Slide/Presentation:

A theme is apredefined combination of colors, fonts, and effects. Different themes also use
different slide layouts. You can choose from a variety of new themes at any time, giving your entire
presentation a consistent, professional look. Themes can be applied or changed at any time.

Here is the procedure to apply a theme on slide/presentation:

1. Select the Design tab on the Ribbon, then locate the Themes group. Each image represents a

theme.
2. Click the More drop-down arrow to see all available themes.

3. Select the desired theme.

FILE HOME INSERT DESIGM TRAMSITIONS ANIMATIONS SLIt

Themes

4. The theme will be applied to the o

entire presentation. To apply a different

theme, simply select it from the Design Q e

tab. o Aa | ’ s Aa

About Our Business =
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Reinforcement Handout: Presenting Your Ideas Class 6 — Term-2

Moving and Resizing Pictures/Objects:

Once you have inserted a picture, you may want to move it to a different location on the slide or
change its size. PowerPoint makes it easy to arrange pictures in your presentation.

Select a Picture:

Before you can modify a picture, you will need to select it.

1. Simply click to select a picture. A solid line will appear

around a selected picture.

Resize a Picture/Video/Object:

1. Click and drag the corner sizing handles until the picture is the desired size.

The corner sizing handles will resize a picture while preserving its original aspect ratio. If you

use the side sizing handles, the image will become distorted.

Rotate a Picture: o
1. Click and drag the arrow above an image to rotate it right

or left.

Note: Hold the Shift key on your keyboard when rotating

an image to limit the rotation angle.

Move a Picture/Object/Video:
1. Click and drag to move a picture to a new locationon a

slide.
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Slide Transitions:

A transition can be as simple as fading to the next slide or as flashy as an eye-catching effect.

PowerPoint makes it easy to apply transitions to some or all of your slides, giving your presentation

an exciting and attractive look.

Add Transitions between Slides:

w

Here is the procedure to add transitions between slides:

1. Select the desired slide from the Slide Navigation pane.

This is the slide that will appear after the transition. HAN'S BEST FRIEND | 5o

2. Click the Transitions tab, then locate the Transition to

| FRANNY

This Slide group. By default, None is applied to each

slide.

3. Click the More drop-down arrow to display all

transitions. i
FILE HOME INSERT DESIGN TRAMSITIONS

4. Click a transition to apply it to the selected indeQ D DJ @

. . . . . Preview None Cut Fade Push
This will automatically preview the transition.

Preview Transition to This Slide
5. You can use the Apply To All command in
the Timing group to apply the same o . W 4 @
transition to all slides in your presentation. 1 1 O
Keep in mind that this will modify any other 4 B o m m B #
transitions you have applied. e B ¥ & 8 B N
i B K E B
DESIGN ~ TRAWSITIONS | AMIMATIONS  SLIDESHOW  REVIEW K } A E
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o I_’ =L Sound [[No Soun
- [t 5 burstion
ade e Fifwe
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changing its direction. "
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Reinforcement Handout: Presenting Your Ideas

2. Click the Effect Options command, and choose the desired option. These options will vary

depending on the selected transition.

3. The transition will be modified, and a preview of the transition will appear.

Note: Some transitions do not allow you to modify the direction.

Modify the Transition Duration:

1. Select the slide with the transition you want to modify.
2. Inthe Duration field in the Timing group, enter the desired time for the transition. In this
example, we'll increase the time to two seconds—or 02.00—to make the transition slower.

U 4% Sound No Soundl v Aoy Slide
!l_’ ‘ % Sound: [No Sound] Advance Shde
1

02.00 :{\ v'| On Mouse Click
After: 100:00,00 -

9 Duration:
Efiect

Options ~ L3 Apply To All

Remove a Transition:

1. Select the slide with the transition you want to remove.

2. Choose None from the Transition to This Slide group. The transition will be removed.

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW
-- ] | 44 Sound: |[No Sound]
Lf — | = . a5 9 Duration: Auto =

None Cut Fade Pust —  Effe —
on usn = I ; APP",‘ To All

Preview Timing

Note: To remove transitions from all slides, apply the None transition to a slide, then click

the Apply to All command.
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Animations:

In PowerPoint, you can animate text and objects such as clip art, shapes, and pictures. There are
four types of animations: Entrance, Emphasis, Exit and Motion Path.

Entrance

* . A e

Appear Fade Fly In Fleat In Split Wipe
Emphasis
Pulse Color Pulse Teeter Spin Grow/Shrink Desaturate
Exin
. » -'An ,_,A,. A
: A T i

Disappoars Facle Fly Qut Float Qut Sp it Wipe

Meotion Paths

* N e P
., b4 | | e X ) =
- . y, . i =

_— - .
Lines Arcs Turns Shapes Loops Custom Path

MS PowerPoint makes it easy to apply transitions to some or all of your slides, giving your
presentation an exciting and attractive look.

Apply an Animation on Object:
Here is the procedure to apply an animation on an object:

1. Select the object you want to animate.

2. On the Animations tab, click the More drop-down arrow in the Animation group.

m HOME INSER JESION TRANSITION " SLIDE SHOW REVIEW
A 5
Y 171

[N
| -

3. Adrop-down menu of animation effects will appear. Select the desired effect.

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW

* None
)

Preview

None

Preview
Entrance
H W X ) L ¢
Appent Fad Fly In /™ Float In plit Wipe
Fly In g
A - -1 ."% A - :
< - e = ﬁ = ¢ Y
" Shape Wheel Random Bars Grow & Turn Zoom Swivel

Bounce

E Ermphasix

Pulse Color Pulse Teeter pin

"i

w/Shrink Desaturate
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4. The effect will apply to the object. The object will have a small number next to it to show
that it has an animation. In the Slide pane, a star symbol also will appear next to the slide.

Change an Animation Effect’s Start Option:

By default, an effect starts playing when you click the mouse during a slide show. If you have
multiple effects, you will need to click multiple times to start each effect individually. However, by
changing the start option for each effect, you can have effects that automatically play at the same

time or one after the other.

P Start: |On Click = Reorder Animation
1. From the Animation Pane, select an effect. A D Duration: (00.50 - & Move Earlier
drop-down arrow will appear next to the effect. 9 Delay: 00.00 | ¥ MoveLater
Timing EN

2. Click the drop-down arrow. You will see

three start options: nimation Pane ¥ X
a. Start on Click: This will start the effect i bl ] | B
when the mouse is clicked. 1 J Banner o
b. Start With Previous: This will start the 3% Answer text: S...[]] b
effect at the same time as the previous 4% Answertext
effeCt. ’ Start: On Click . Heorder Arumation
. . . Duratior 00,50 v ~ Move Earlier
c. Start After Previous: This will start the B Dely: 0000 T| v Move Later
effect when the previous effect ends.
3. Select the desired start option. " el o i
Note: When you preview the animations, all of the - ;

effects will play through automatically. To test
effects that are set to Start on Click, you will need
to play the slide show.

Remove an Animation:

1. Select the small number located next to the animated object.

2. Pressthe Delete key. The animation will be deleted.
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Change Animation Effect’s Timing:

Flyln » IEN
1. From the Effect Options dialog box, select

.. Effect] Timing  Text Animation
the Timing tab. S ._}
N S oncic B

Delay: 0 % seconds

2. From here, you can add a delay before the effect
starts, change the duration of the effect, and G e >
control whether or not the effect repeats. (] Rewind when done playing

_ _ ) Triggers ¥

Effect  TIming  Text Animation

Durstion: 0.5 seconds (Very Fast)

Start: ' on Click v
Delay: 25 - seconds
Duration: 3 seconds (Slowl v

Repeat: (none) v oK Cancel

7 Rewin en done playing
Triggers ¥

oK i Cancel

Insert Audio File in a Slide:
MS PowerPoint allows you to addaudioto your presentation. For example, you could

add background musicto one slide, asound effectto another, and even record vyour
own narration or commentary. You can then edit the audio to customize it for your presentation.

1. From the Insert tab, click the Audio drop-down arrow, then

select Audio on My PC. 0 - ‘)
oy )
2. Locate and select the desired audio file, then click Insert. Video TS
3. The audio file will be added to the slide. '”c ‘,' Bem s

4% Audio on My PC

o Q Record Audic..

[

z preny = ]

. M

gy Mewioise v .
A Limass - -

) Wdwre e
Dotamerts b

¢ Mec

= Pous

B idexs

& Comptn

050

Rerare Lteve Lo v fudche
Tak v et v Cancel
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Audio Editing:

You can modify your audio files using the commands on the Playback tab. You can also add a fade
in and fade out, and add bookmarks that allow you to jump to specific points in the audio file.

To Trim an Audio File:

1. Select the audio file, then click the Playback tab on the o ADDIC TN
Ribbon. VIEW FORMAT PLAYBACK
[
2. Click the Trim Audio command. Hide During Show ‘ ‘\j
. . Basind abar Diavin N Play in
3. Adialog box will appear. Use the green handle to set I Ty ) St-,Tc B,d;,g'u,‘_d
the start time and the red handle to set the end time. Audio Styles
4. To preview the audio file, click o - S Fade Distabion
the Play button. . & ‘ ) .
ik . m['k ol FadeIn: |00.00 .
. . . ~0c I
5. Adjust 'the handles again if necessary, Booksak Audio s Fade Out: |00.00
then click OK. TRy o
Bookmark Editing
e Tmago VW
| Autumn Lesves Dunsen: 003328 § ‘I ’ l' 00:47.0%0 v
;.(UJ::a [:;v §nd Tlme
§ .
a pow» 070N CE Play oK Cancel

Far Teme £ne e

ox Cancel

Add a Fade-In and Fade-Out:

1. On the Playback tab, locate the Fade In: and Fade
Out: fields. \" Fade Duration
7 lalfadeln: |0150 °

2. Type the desired values, or use the up and down arrows Tim

to adjust the times. Audio | W Fade Out: 0075 [
Editing
Other Audio Options:
There are other options you can set to control how g}, = St Oncid "[_] Hide During Show
your audio file will play. These are found in Ve e 0 ey Acsost Shokes

Rewind after Playing

the Audio Options group on the Playback tab. . Loop until Stopped

Audio Options

e Volume: Changes the audio volume.

e Start: Controls whether the audio file starts automatically or when the mouse
is clicked.

e Hide During Show: Hides the audio icon while the slide show is playing.

e Play Across Slides: Continues playing the audio file across multiple slides instead of
just the current slide.

e Loop until Stopped: Replays the audio file until stopped.

e Rewind after Playing: Returns the audio file to the beginning when it is finished
playing.
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SmartArt Tools:

SmartArt allows you to communicate information with graphics instead of just using text. There are
a variety of styles to choose from, which you can use to illustrate many different types of ideas

Insert a SmartArt Graphic:

1.
2.

3.

Select the slide where you want the SmartArt graphic to appear.

From the Insert tab, select the SmartArt command in the lllustrations group.

HOME INSERT DESIGN TRANSITIONS ANIMATIONS

= B o ked @ =2 Y Tnll
New Table Pictures Online Screenshot Photo Shapes SmartAnt Chan
Shide ~ v Pictures - Album - -

Stides Tables Images Hustrations

A dialog box will appear. Select a category on the left, choose the desired SmartArt graphic,
and click OK.

All
List

Proc=ss

? Cycle
Hierarchy

Relationship

Matrix

Pyrarmid
i Hierarchy
Picture Use to show hierarchical relationships

Office.com progressing from top to bottom.

Choose a category and
then select a graphic

4. The SmartArt graphic will appear on the current slide.

Note: You can also click the Insert a SmartArt Graphic command in a placeholder to add SmartArt.
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Add Text to a SmartArt Graphic:
1. Select the SmartArt graphic. The SmartArt task pane will appear to the left.

e

Type your text here X {}g
* (Tea) I [Text]

® [Text] " 4
® [Text| | — = p—
i ‘ I [Text] I [Text]
* [Ted] — m— —

2. Enter text next to each bullet in the task pane. The text will appear in the graphic and will
resize to fit inside the shape.

Type your text here x
Nicole
* Nicole Ramirez, President I Ramirez,
President J

® [Text] o 1o O
* [Ted] ; ‘
* [Ted] |

Siia (Text] [rext]
* [Ted] e

| : =Sl
[Text] l [Text] | [Text]
Hierarchy...

3. To add a new shape, press Enter. A new bullet will appear in the task pane, and a new shape
will appear in the graphic. You can delete any bullets you are not using to remove the

shapes.
Type your text here X r
Nicole
* Nicole Ramirez, President Ramirez,
o [Text] ‘ President
| - |

° I I ‘ | I

* [Text]

* [Text] \ frett 1 L
* [Tet] ‘

I
* [Ted] 3
| [Text] ‘ [Text] ‘ [Text]
OCiqlf( hy... | \

Note: You can also add text by clicking the desired shape and then typing. This works well if you
only need to add text to a few shapes. However, for more complex SmartArt graphics working in
the task pane is often faster.
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Charts:

Class 6 — Term-2

A chart is a tool you can use to communicate data graphically. Including a chart in a presentation
allows your audience to see the meaning behind the numbers, which makes it easy to

visualize comparisons and trends.

Chart Types:

PowerPoint has many different types of charts, allowing you to choose the one that best fits your
data. In order to use charts effectively, you will need to understand how different charts are used.

Column charts use vertical bars to represent data. They can work with many different types
of data, but they are most frequently used for comparing information.

Line charts are ideal for showing trends. The data points are connected with lines, making it
easy to see whether values are increasing or decreasing over time.

Pie charts make it easy to compare proportions. Each value is shown as a slice of the pie, so
it's easy to see which values make up the percentage of a whole.

Bar charts work just like column charts, but they use horizontal bars instead of vertical bars.

Area charts are similar to line charts, except that the areas under the lines are filled in.

Insert a Chart in Slide:

1.

Select the Insert tab, then click the Chart command in the Illustrations group.

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE
. T— I=58:) s N
| : = 58
0O leg m+ == || = i,
Table Pictures Online Screenshot Phote Shapes SmartArt Chart Apps for
Pictures - Album ~ - Office ~
Tables mages lustrations Apps

2. Adialog box will appear. Select a category from the left pane, and review the charts that

appear in the right pane.

3. Select the desired chart, then click OK.
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All Charts
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Stacked Line

oK Cancel
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4. A chart and a spreadsheet will appear.
The data that appears in the spreadsheet
is placeholder source data you will
replace with your own information. The
source data is used to create the chart.

5. Enter data into the worksheet.

6. If necessary, click and drag the lower-
right corner of the blue line to increase "
or decrease the data range for rows and
columns. Only the data enclosed by the
blue lines will appear in the chart.

7. When you're done, click the X to closethe |, . = 2 =
spreadsheet. T T

$25000) —m ———

$20000
8. The chart will be completed.

$15000

$0000 —m™ @ @ —

You can edit the chart data at any

VIEW DESIGN FORMAT
time by selecting your chart and —_— —
clicking the Edit Data command on - = [ - S A
the Design tab. 3 )5:;! Dt;t’.;["’\

Data

Note: You can also click the Insert
Chart command in a placeholder to insert a
new chart.
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Change the Chart Type:

Class 6 — Term-2

If you find that your data isn't well-suited to a certain chart, it's easy to switch to a new chart type.

In our example, we will change our chart from a line chart to a column chart.

1. Select the chart you want to change. The Design tab will appear on the right side of the

Ribbon.

CHART TOOLS

REVIEW VIEW DESIGN FORMAT

2 Ehlh L
. Select Edit

Sales

2. From the Design tab, click the Change Chart Type command.

= oo

Select Edit Change ;
Data Data~ t Chart Type
Data Type

3. Adialog box will appear. Select the desired chart type, then click OK.

Change Chart Type * IEN
All Charts
"2 ent &
L5
mpla ﬂ {: ’
[id umn
% Pie
E 8
M A
i Stoc
Rada
iy C
OK Cancel

4. The new chart type will appear.

Sales

52 Y= ———————————————=

& & & &
e P &

20000

: III |II
<A -4 20 : N o Y
S SR G R

PV v
”;;:: e G o p’

-
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Change the Chart Layout:

Predefined chart layouts allow you to modify chart elements—including chart titles, legends,
and data labels—to make your chart easier to read.

1. Select the chart you want to modify. The Design tab will appear.

2. From the Design tab, click the Quick Layout command.

AddChann Quick  Change

t s Layout s gigrs -

“hart

3. Select the desired predefined layout from the menu that appears.

4. The chart will update to reflect the new layout.

Chart Title
$140.000.00
$120.000.00
$100.00000 —mMmM8Mm™m™M ™
$50.000.00
$60.000.00
$40.000.00

Axis Title

$20000.00 —gg

$0.00

® Romance

® Sci-f & Fantasy
Young Adult
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Change the Chart Style:
Chart styles allow you to quickly modify the look and feel of your chart.
1. Select the chart you want to modify. The Design tab will appear.
2. From the Design tab, click the More drop-down arrow in the Chart Styles group.

DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN

= - E\_ I Data Data~
>
“hart Styles Data

Sales by Year

Note: You can also use the chart formatting shortcut buttons to quickly add chart elements,
change the chart style, and filter the chart data.

Sales by Yeor

Jhe ‘Cily Sehool [Academics/Computing Curriculum/Class 6/2019-2020 Page 16 of 16



