[bookmark: bookmark0]Chapter-12
[bookmark: bookmark1][bookmark: bookmark2]Presentation
[bookmark: bookmark3][bookmark: bookmark4]Software
 My Learning Plan
After completing this chapter, you will be able to. Define PowerPoint and explain its advantages.1.
2.
3.
4.
5.

Explain the important steps for creating PowerPoint presentation. Explain the different views of a slide.
Define layout and theme in powerpoint presentation. Explain how to animate and apply transitions in powerpoint.
[bookmark: bookmark5][bookmark: bookmark6]introduction
Presentation software is an application program used to create sequences of words and pictures that tell a story or help support a speech or public presentation of information. Presentation software can be divided into business presentation software and more general multimedia authoring tools, with some products having characteristics of both. Business presentation software emphasizes ease- and quickness-of-leaming and use. Multimedia authoring software enables you to create a more sophisticated presentation that includes audio and video sequences. Business presentation software usually enables^4 to include images and sometimes audio and video developed with other tools. Presentation software programs include PowerPoint, OpenOffice.org Impress and Windows Movie Maker.

[bookmark: bookmark7][bookmark: bookmark8]Microsoft PowerPoint 2013
Microsoft PowerPoint 2013 is the presentation program in the newest Microsoft Office suite that allows you to create amazing slide presentations that can integrate images, video, narration, charts, and more.
b. Microsoft PowerPoint is supplied with a large library of background templates and custom layouts.
c. Multimedia can easily be added to the presentation.
d. Presentations are easy to edit
e. Presentations can be easily output to different formats e.g. interactive whiteboard, digital projector and handouts.
f. Microsoft PowerPoint is excellent for summarizing facts.
g. Microsoft Powerpoint is used for showing graphs/charts/ diagrams/ to an audience.
h. Microsoft powerpoint can be created a set of handouts for people to write on whilst presentation being given.

To open Microsoft PowerPoint, follow these steps:
1. Press the Windows key to display the Start screen.
2. Type PowerPoint on the keyboard.
3. Click on the PowerPoint 2013 from the search result.4.

Click on the Blank Presentation from the Start screen of Word.
PowerPoint starts and a new, blank presentation appears in the PowerPoint window.
l.

[bookmark: bookmark10][bookmark: bookmark9]Exploring the Backstage View	
The Backstage view contains all the  command related to managing files and customized the program. It provides an easy way to create, open, save. Print, share, and close files; view and update properties; set permissions; set program option; get help and exit the program. 
[bookmark: bookmark11][bookmark: bookmark12]Creating a PowerPoint Presentation
A powerpoint presentation is a group of various slides. There can be as many slides in a PowerPoint presentation. A slide is nothing but an electronic page in 
a presentation.need to follow these steps:

To make a powerpoint presentation, you may
[bookmark: bookmark13][bookmark: bookmark14]Select way to start your presentation1.

PowerPoint gives you several ways to create presentation viz, Design Template and Blank presentation. Select any of these according to your requirements.
2. [bookmark: bookmark15][bookmark: bookmark16]Create the slides
After deciding a way to start your presentation, you need to create slides in your presentation. Creating slides is no more difficult than filling in the blanks in PowerPoint.
3. [bookmark: bookmark17][bookmark: bookmark18]Customizing the presentation
After creating slides, you can customize them according to your needs by rearranging them, editing them or formatting your presentation.
4. [bookmark: bookmark19][bookmark: bookmark20]Adding illustrations to slides
You can embellish your presentation by adding illustrations like special graphics using powerpoint's sophisticated drawing tools.
[bookmark: bookmark21][bookmark: bookmark22]Creating slide shows
PowerPoint's big payoff comes when you are ready to present. With PowerPoints sophisticated tools, you can create an on-screen electronic presentation (called slide show), complete with TV-like special effects and transitions, and with sound.

[bookmark: bookmark23][bookmark: bookmark24]Creating a New Presentation
When you start PowerPoint 2013 without opening a specific presentation, a new blank presentation containing one slide is displayed, ready for you to enter
your content. You can also create a new presentation while PowerPoint 2013 is running.
create new presentation, follow these steps:To
1.
2.
3.
4.

Click the File tab on the Ribbon. The Backstage view displays.
Click New in the left pane. The New tab displays.
Under Available Templates and Themes, select Blank presentation.
Click the Create button in the right pane. A new blank presentation opens in a new window.
Different Views of a Slide
There are different ways to view your presentation in PowerPoint. Each new presentation opens in Normal view, which combines the outline of presentation with a view of the current slide, as well as quick access to notes.
The views can be switched by clicking at the desired view button. The views buttons are located on the lower left corner of your PowerPoint window.
The following table summarizes various views possible in PowerPoint. PowerPoint
	View
Slides View
	Description
This is a great place to view the slides in your presentation as thumbnail-sized images while you edit. The thumbnails make it easy for you to navigate through your presentation and to see the effects of any design changes. You can also easily rearrange, add, or delete slides here

	



Outline View
	This is a great place to start writing your content, to capture your ideas, plan how you want to present them, and move slides and text around. The Outline tab shows your slide text in outline form.




	[image: ]Normal View
	Normal view is the main editing view, where you write and design your presentations.

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

	Reading View
	Reading view is used to deliver your presentation not to an audience (via a large screen, for example), but instead to someone viewing your presentation on their own computer. Or, use Reading view on your own computer when you want to view a presentation not in full-screen Slide Show view, but in a window with simple controls that make the presentation easy to review. You can always switch from Reading view to one of the other views if you want to change the presentation.



 


Slide Show view is used to deliver your presentation to your audience. Slide Show view occupies the full computer screen, exactly like an actual presentation. In this view, you see your presentation the way your audience will. You can see how your graphics, timings, movies, animated effects, and transition effects will look during the actual presentation.Slide Show View

Adding a New Slide
By default, a slide added after the Title Slide layout has the Title and Content layout. Thereafter, each added slide has the layout of the preceding slide. If you want to add a slide with a different layout, you can select the desired layout from the New Slide gallery. If a slide is no longer needed, you can easily delete it from the presentation.
To add a new slide, follow these steps:
On the Home tab, in the Slides group, click the New Slide button.

[bookmark: bookmark27][bookmark: bookmark28]understanding Layouts
A layout is a positioning template. The layout used of a slide determines what content placeholders will appear and how they will be arranged. For example, the default layout, called Title and Content contains a place holder for a title across the top of the slide and multipurpose placeholder for body content in the center.
To switch a slide to a different layout, follow these steps:
1 Select the slide or slides to affect.
2 On the Home tab, click Layout. A menu of layouts appears.
3 Click the desired layout.
[bookmark: bookmark29][bookmark: bookmark30]Understanding Theme
A theme is a group of design settings. It includes color settings, font choices, object effect settings, and, in some cases, also a background graphic. A theme can also include custom layouts. The method for applying a theme depends on whether that theme is already available in the current presentation or not. Some themes are built into PowerPoint so that they are always available; other themes are available only when you use certain templates, or when you specifically apply them from an external file.
To apply a theme, follow these steps:
1. Go to the Design tab. Each image represents a themes.
2. Locate the Themes group. Each  images represents a themes.
3. Click the drop-down arrow to access more themes.
4. Hover over a theme to see a live preview of it in the presentation. The name of the theme will appear as you hover over it.
 5. Click a theme to apply it to the slides.

[bookmark: bookmark31][bookmark: bookmark32]Working with images
Adding clip art and pictures to your presentation can be a great way to illustrate important information or add decorative accents to existing text. You can  insert images from your computer, search Microsoft's large selection of clip art to the image you need, or add a screenshot of your own. Once an image has inserted, you can resize and move it to the location you want.
To insert an image from a file, follow these steps.
1. Select the Insert tab.
2. Click the Picture command in the Images group. The insert picture dialog	
box appears.
3. Select the desired image file, then click Insert.
4. The picture will appear in your slide.
You can also select the Insert Picture from File command in a placeholder to insert images.
[bookmark: bookmark33][bookmark: bookmark34]Inserting Videos
PowerPoint allows you to insert a video directly into your presentation. You can even edit the video within PowerPoint and customize its appearance with a Video Style. Adding video to your presentation can help emphasize certain points and provide an example. Once you add a video, you can edit it and format its appearance.
To insert a video from a file on your computer, follow these steps:
1. From the Insert tab, click the Video drop-down arrow and select Video from file.
2. Locate and select the desired video file, then click insert.
3. The video will be added to the slide.


Inserting Audio
                   Power point allows you to add sound to your presentation, which opens up possibilities. Perhaps you want to add background music to one slide, a sound effect to another, and maybe even add some narration or slides. You can either add an audio file from your computer or browse to powerpoint's collection of Clip Art Audio. You can then edit the sounds within powerpoint so they are tailored to your presentation.

To insert from a file on your computer, follow these steps:
 
1. from the insert tab, click the Audio drop-down arrow and select Audio from file.
2. Locate and select the desired audio file, then click Insert. 
3. The audio file will be added to the slide.
Animating Text and Objects
PowerPoint offers a variety of animations you can use to enhance your presentation. Animations can be used to make text or objects appear on a slide, exit a slide, or emphasize the text or objects already on a slide. You can even use motion paths to create a customized animation.
There are many different animation effects that you can choose from, and they are organized into four types:Entrance
Emphasis
Exit

These control how the object enters the slide. For example, with the Bounce animation, the object will "fall" onto the slide and then bounce several times.
These animations occur while the object is on the slide, often triggered by a mouse click. For example, you can set an object to Spin when you click the mouse.
These control how the object exits the slide. For example, with the Fade animation, the object will simply fade away.




To apply an animation to an object, follow these steps:
1. Select an object.
2. Click the Animations tab.
3. In the Animation group, click the More drop-down arrow to view the available animations.
4. Select the desired animation effect.

Applying Transitions
Transitions are motion effects that, when in Slide Show View, add movement to your slides as you advance from one slide to another. There are many transitions to choose from; each one allows you to control the speed and even add sound.
To apply transitions, follow these steps:
1. Select the slide you wish to modify.
2. Click the Transitions tab.


3. Locate the Transition to This Slide group. By default, None is applied to each slide.
4. Click the More drop-down arrow to display all the transitions.
5. Click a transition to apply it to the selected slide. This will automatic preview the transition as well
When working with transitions, the Apply To All command in the Timing group can be used at any time to make year presentation uniform. Use this command with caution. Not only does it apply the same transition to every slide; it also applies the settings in the Timing group, which you may not want to be the same throughout your presentation.
To preview a transition, follow these steps:
You can preview the transition for a selected slide at any time, using either of these two methods:
1. Click the Preview command on the Transitions tab.
2 Click the star Play Animations icon. The icon appears on the Slides tab in the left pane beside any slide that includes a transition.
[bookmark: bookmark35][bookmark: bookmark36]Starting the Slide Show
Microsoft PowerPoint gives you the option of combining the series of slides called a slide show. In a slide show, all the slides in your file are displayed automatically in full screen. A slide show is a very useful tool for learning, teaching and sharing information.
To start a slide show, follow these steps:
1. Select the Slide Show tab.
2. Click the From Beginning command in the Start Slide Show group to start the slide show with the first slide.
To advance and reverse slides, follow these steps:
1. Hover your mouse over the bottom-right of the screen. A menu will appear.
2. Click on the right arrow to advance slides, or click on the left arrow to reverse slides.
You may also use the arrow keys on your keyboard to advance and reverse slides.
To stop or end a slide show, follow these steps:
To end slide show, hover and select the menu box options command and click End Show. You can also press the "Esc" key at the top left of your keyboard to end the  show.



Package a presentation for CD  
You can put your powerpoint presentation on a CD to distribution to your audience.

To advance  and reverse slides, follow these steps:
1. Select the file a tab and click Export (save & send in powerpoint   2010).
2. In the export section, click package presentation for CD.
3. In the right  pane, click the package for CD button.
4. In the package for CD dialog box, type a name for the CD in the Name the CD file.
5. Click copy to CD.

Presentation Software
Transitions
· Normal view is the main editing view, where you write and design your presentations.
· Slide Sorter view gives you a view of your slides in thumbnail form.
· Slide Show view is used to deliver your presentation to your audience.
· A theme is a group of design settings. It includes color settings, font choices, object effect settings, and, in some cases, also a background graphic.
· Animations can be used to make text or objects appear on a slide, exit a slide, or emphasize the text or objects already on a slide.
· Transitions are motion effects that, when in Slide Show View, add
movement to your slides as you advance from one slide to another.

A program or a computer software package that is used to display information in the form of a slide show.
A systematic display of information along with graphics.

The individual pages of PowerPoint presentation.
Special sound or visual effects that can be added to objects on a slide.
The motion effects that,, when in Slide Show View, add movement to your slides as you advance from one slide to another.
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· Presentation software is an application program used to create sequences of words and pictures that tell a story or help support a speech or public presentation of information.
· Business presentation software usually enables you to include images and sometimes audio and video developed with other tools.
· Microsoft PowerPoint 2013 is the presentation program in the newest Microsoft Office suite that allows you to create amazing slide presentations that can integrate images, video, narration, charts, and more.











· The Backstage view contains all the commands related to managing files and customizing the program.


















                                   QUESTION DRILLS
1. Fill in the blanks.	
 A………………. is a category of application program used to create sequences of words and pictures that tell a story or help support a speech or public presentation of information.
b………………………………software enables you to create a
sophisticated presentation that includes audio and video sequences.
c……………………………………………….	is a visual and graphical application, primarily
used for creating presentations.
d. The…………………………..	contains all the commands related to
managing files and customizing the program.
e. 	are motion effects that, when in Slide Show
View, add movement to your slides as you advance from one slide to another.
2. State whether the following statements are true or false.
a. Business presentation software usually enables you to include images and sometimes audio and video developed with other tools.
b. Powerpoint gives you the flexibility to make presentations using a projection device attached to a personal computer.
c. The Backstage view contains all the commands related to managing files and customizing the program.
d. Normal view gives you a view of your slides in thumbnail form.
e. Entrance animations occur while the object is on the slide, often triggered by a mouse click.3.
a.
b.c.
d.
e.

. Write the technical term for the following statements.
A program or a computer software package that is used to dispM information in the form of a slide show.
A systematic display of information along with graphics.
The individual pages of PowerPoint presentation.
Special sound or visual effects that can be added to objects on a slide. 
The motion effects that, when in Slide Show View, add movement to your slides as you advance from one slide to another.

Match the following. Slide Show View
Slide Sorter View
Reading View Normal View
To view the slides in your presentation thumbnail-sized images while you edit.

The main editing view, where yon write an design your presentations.
To view of slides in thumbnail form
To deliver your presentation not to an audience (via a large screen, for example), but instead to someone viewing your presentation on their

own computer.	Slides View

To deliver your presentation to your audience.
5. Select the best answer from the list of choice.
a. Is an application program used to create sequences of words and pictures that tells a story or help support a speech or public presentation of information.
    i. Word processing software
iii. Presentation software                                 ii. Spreadsheet software
iv. None of the above
b. is the main editing view, where you write and design
your presentations.
i. Slide Sorter view	ii. Reading view
iii. Slide Show view	iv. Normal view
c. A	is a group of design settings.
i.	Theme	ii.	Template
iii. None of the above	iv. All of the above

d……………………… control how the object enters the slide.
i. Emphasis                          ii. Exit
iii. Entrance                          iv. None of the above
e. …………………………are motion effects that, when in slide show view, add movement to you advance from one side to another.
i. Animation                             ii. Videos
iii. transitions                              iv. None of the above       

Answer the following questions.6.
a.
b.
c.
d.
e.
f.

What is meant by presentation software? Give
What is PowerPoint 2013? Explain its advantage.
Explain the steps to make good powerpoint presentation.
What are the different views of a slide? Define each of them.
What is a theme? How do you apply theme in Powerpoint 2013?	
What is animation? What are the different animation? What are the different animation  affect that can be applied to PowerPoint presentation?g-

 What is transitions? How do you app y presentation?
Practical Questions

1. Create a presentation on yourself. The presentation should include information about yourself, your family, your school, your hobbies and interest, your talents and what you aspire to do in life. Forma e text using some attractive font, size and color scheme.
2. Create a presentation on the "Himalayas of Nepal".
a. Add at least 5 slides.
b. Try applying several different themes.
c. Insert an audio file from your computer, if you have one.
d. Preview the audio file.
e. Trim the audio file.
f. Add a Fade In and Fade Out.
g. Add an Audio file.
h. Add an entrance effect to an object.
i. Use the Animation Painter to copy the effect to another object.



Before starting PowerPoint, give the practical demonstration presentation to explain about the following:
a. Adding and delete slide
b. [bookmark: _GoBack]Animate text and objects and apply transitionsss
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