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Powerpoint Notes

MS-PowerPoint is used for creating professional presentations.
Starting MS-Powerpoint :

e Press Win Key + R (To start the run command)
e Type powerpnt and press Enter

Powerpoint will start.
Click on Blank presentation.

You will get the following screen :
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Here we have the following tabs :

e File

e Home

e Insert

e Design

e Transitions
e Animations
e Slide show
e Review

o \View

e Recording

e Add-ins

e Help

Some tabs are similar to MS-Word and new tabs in Powerpoint are Design, Transitions, Animations, Slide Show and
Recording.

We will discuss one by one.
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Design Tab :

File Home Insert Design Transitions Animations Slide Show Review View Recording Add-ins Help 12 Share
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Themes Variants Customize

Select your desired theme from the “Themes” Group. It will be applied to your presentation.
In the Variants Group, there are some variants (colour variants) that you can select as per your choice.

Aa

Aa

In the Customize Group, two options Slide size and Format Background.

] &)

shide Format
Size ¥ |Background

[ ] standard (4:3)

|:| Widescreen (16:9)

Custom Slide Size...

We can select Standard or Wide screen as per our choice. Recommended size for presentation is 16:9 (Widescreen)

Format Background ~ X

4 Fill
®) Solid fill
Gradient fill We can fill the solid (single colour), gradient (mix colours),
Bicture or texture fill texture fill, pattern fill to our slides.
Pattern fill
Hide background graphics We can also apply this background to all the slides by
- - clicking on “Apply to All” option.
Transparency | 0% z

Apply to All
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Let us learn how to insert a new slide :

Press Ctrl + M to insert a new slide.
Or

In the home tab,

File Home Insert Design Transitions Animations  Slide Show
QD |- e Click on New Slide and select your desired slide
Paste New | 1 Reset i layout.
- : Slide ~| 5] section ~ ¥ .
Cippomrd ) e Slide Layouts means the arrangement of text and
Office Theme
1 objects in the slide. Some layouts like Title and
2 Content, Two content, Comparison, Title only,
Title Slide Title and Content  Section Header Blank, Plcture Wlth caphon, etc'
e We can also change the layout after inserting a
pt it 1 i new slide using Layout option in the home tab.
Two Content Comparison Title Only
Blank Content with Picture with
Caption Caption

=] Duplicate Selected Slides
E| Slides from Outline...

@ Reuse Slides...

Let us discuss the different slide layouts one by one.

Title slide : Topic of the presentation must me mentioned in the title slide.
Title and content : Here the heading of the current slide and the content.
Content that can be added is tables, charts, SmartArt,3 D Models, pictures,
stock images, video, Icon.

Now Let us learn how to add animations to our objects.
First select the object in which you want to add animation. Then click on Animations

File Home Insert Design Transitions Animations Slide Show Review View Recording Add-ins Help  Shape Format

" i/\_, F[=2 Animation Pane
W K QI ~ S G £ ¢ = w i g =gl o
Preview None Appear Fade Fly In Float In Split Wipe Shape Wheel Random Bars | g
v Animation v

Preview Animation Advanced Animation

Click on desired animation from the “Animation” Group.
Next we have “Advanced Animation” Group.
Click on “Add Animation” Option.

Reorder Animation

Timing

S{\T F[® Animation Pane Reorder Ani
Add
eotrance - There are four types of animations we can give :
Y& ¢ ) ¢ )i ¢ ¥ Entrance, Emphasis, Exit and Motion paths
<A
Wpe  spe  whe : . . . .
;L % o Entrance : How the objects will enter into the slide.
- - VY . . . . .
zoom o swel o pounce Exit : How the objects will exit from the slide.
- Empbhasis : To focus on some object
puse Coler e Tect Motion path : Object will move in a defined path.
¢ ko g
Desaturate Darken Lighten Transparency Object Color
A A, . . . . .
ook Kk ok ok One suggestion : Click on Animation Pane. So all the applied
B A animations will be shown in this pane in the right side.
You can customize other settings like adding sound, timing, speed
$¢ More Ertance Effect of the animation.

FE More Exit Effects..

¥ More Motion Paths.

123 Share
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Animation Pane v X Click on Effect options.
Circle ? X
[> play i Effect  Timing Text Animation
= Settings
1() Y% Title 1: Ms-p.. ] v : . |
Direction: n HEY
I . 4 ]
Start On ; ck Enhancements
Start With Previous Sound: [No Sound] ¥ [
L - fter animation: |Don't Dim v
(1) Start After Previous . :
Animate text: All at once w
Effect Options... =

Timing...

Hide Advanced Timeline

Remove
Here
In Enhancements :
Sound — We can add sounds here
Animate text - : All at once, By word and by letter
Note : Animation is applied to objects in the slide.
Let us learn how to apply transitions.
Transitions are the effect that is inserted between two slides.
i <)) Sound: [No Sound]  ~| Advance Slide
I:| El E‘J Im' @ ] IE M GDuratmn 0200 ~| On Mouse Click
None Morph Fade Push Wipe Split Reveal Cut Random Bars Shape Uncover Cover v B Anply T ‘AII . = After 000000
< Apply lo er: a -

Preview Transition to This Slide Timing ~

By default, transition is applied to the current selected slide. If we want to apply the same transition to all the slides
then we have click on “Apply to All” option.

Advance Slide
On Mouse click : It this is checked then slide show will run by clicking mouse.

After : If this is checked then automatically slide show will run according to the time allotted.

After creating a presentation and adding Animations/Transitions, we are ready to present as slide show. For this we
have to press F5 Shortcut key to present the slide show in full screen from beginning. But if we want to present from
the current slide then we have to press Shift + F5.

You can also record your slide show by adding your video and voice in the presentation.

File Home Insert Design Transitions Animations Slide Show Review View Recording Add-ins Help 12 Share
| ol | oo )| T O
Lo 61+ = 5 <) 3 =

Record Slide | Screenshot | Screen Video Audio | Saveas Export

Show v ~ Recording ~ Show  to Video

Record Content Auto-play Media save ~

For this, click on Recording Tab and click on Record slide show
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Lo | @i @ @

Record Slide Screenshot Screel
Show ~ M Recordi

@ Record from Current Slide...

@ Record from Beginning...

Click on Record from Beginning.
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Switch on your microphone and webcam and click on Record option at the top-left.

Once the recording starts, present your presentation with explanation, your video and audio will be recorded for
each slide.

Click on Stop.

Your video with audio is attached to each slide that
you can customize means for every slide you can
change the position of your video. You can also

Al Project Cycle : change its shape for eg. Oval shaped by selecting
video and click on video format tab and then select
A G

video shape and video border option.i ﬁd
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After creating presentation, we can export this presentation to a video.

Steps :

o Click on the file tab.
e C(Click on Export

Export

Al-Project-Cycle - PowerPoint

‘ % Create PDF/XPS Document

Create a PDF/XPS Document

= Preserves layout, formatting, fonts, and images

Create a Video

Create an Animated GIF

@® [

Package Presentation for CD

=
(EH)

Create Handouts

Change File Type

Account

Feedback

Options

o Create a Video option

Export

Create PDF/XPS Document

Create a Video

= Content can't be easily changed
®  Free viewers are available on the web

Amrita Bhagwani o ® @

’_h We have recommendations that will make the PDF easier for peaple with disabilities to read.
- % Investigate Accessibility

Create ; = accessinle PDE:

PDF/XPS

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email
® Includes all recorded timings, narrations, ink strokes, and laser pointer gestures
® Preserves animations, transitions, and media

(? Get help burning your slide show video to DVD or uploading it to the web

@] Create an Animated GIF

Package Presentation for CD

Full HD (1080p)
Large file size and full high quality (1920 x 1080)

Use Recorded Timings and Narrations

Slides without timings will use the default duration (set below). This option includes ink and laser pointer gestures.

Create Handouts

Seconds spent on each slide: | 0500 .

Change File Type

Create
Video

e C(Click on Create video and then wait for sometime. It will give you the whole presentation as a video(MP4

format). You can easily share this MP4 format to anyone or upload in your Youtube channel.

Let us learn to insert video and audio in the presentation.

Click on Insert tab and click on Video

?

1<) L.
=+
Video | Audio  Screen
@ ~  Recording

Insert Video From

e You can add saved video from your device.

e You can add Stock videos that are available in Powerpoint.

e You can add online videos also

Ed This Device..
Edl Stock Videos..

Eé' Online Videos...

To insert audio, click on Audio

o
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D)) o

Video |Audio| Screen
> ~  |Recording

44 Audio on My PC...

Record Audio...

You can insert saved audio from your device or you can also record audio from microphone.


https://learnwithjay.in/
https://courses.learnwithjay.in/

