. Presentation Application

Features
. Title Bar: Name
Name ( :PowerPoint)
. Quick Access Toolbar: Title Bar- Save, Undo, Redo-

frequently used
. Ribbon: Title Bar-

(Commands)
. Tabs: Ribbon- Tabs : Home, Insert, Design, Transitions,

Animations, Slide Show, Review, View

. Groups: Tab- Commands-
: Home Tab- Font, Paragraph, Drawing Group
. Slides Pane: Slides
Slide
. Groups: Tab- Commands-
: Home Tab- Font, Paragraph, Drawing Group
. Slides Pane: Slides
Slide
. Status Bar: Slide Number, Language, Zoom Level
. View Buttons: Status Bar- Normal View, Slide Sorter,

View, Reading View Slide Show View-
.Zoom Control: Status Bar- Slide- ZoomlIn Zoom Out



. Scroll Bars: Vertical Horizontal Scroll Bar Slide-

Presentation Editing

(Planning & Structure):
1. Outline :

° Outline View logical flow
2. Storytelling Technique

3. Slide Master
e View Tab Slide Master-

° : , Slide-
apply consistency

(Content & Design)

4. Lessis More

] Slide- -
° , paragraph
¢ Ruleof Three
5. Visuals
° High-Quality Images, Icons Infographics

e |nsertTab SmartArt
6. Consistent Theme

e Design Tab Theme
° - Font ( Heading, Body) -
Color
(Editing & Formatting):
7. Alignment Tool

e Text Box, Image Home Tab- Arrange Align (
Align Center, Align Middle)



Format Painter:

. (. . )
Painter

e Speaker Notes

° Slide- Notes Pane-
Presenter View-

Rehearse Timings
" '(Shape)

Shape

: ‘Blank Slide’
(Home -> New Slide -> Blank)
‘Insert’

‘Illustrations’ ‘Shapes’

: Slide Show Tab-

apply Home Tab- Format

Rehearse Timings

- (Shape)
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Pictures
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Transitions  Animations  Slide Show
B Get Add-ins

Shapes |lcons

&l Photo Album ~ Z°fm

Chart &I My Add-ins ~
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Stars and Banners -
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% Accessibility: Investigate

Review

=

View  Recording  Help  Acrobat

| AR 45 0

Comment Text Header WordArt Symbeols
Box & Footer gl -

)

Video Audio

Comments Text Media

(Drag)

(Left Button)
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. Hlustrations’ ‘SmartArt’
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|L:|J/ Basic Block List

Use to show non-sequential or grouped blacks
of information. Maximizes both horizontal and
vertical display space for shapes.

Cancel
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‘Choose a SmartArt Graphic’
lOKl
, ‘Text’

e Presentation Application
e Presentation Editing

Features
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= https://www.mcqill.ca/skillsets/files/skillsets/powerpointguidelines.pdf
= https://edu.gcfglobal.org/en/powerpoint

= https://www.slideshare.net/slideshow/basic-skills-12890632/12890632
= https://www.youtube.com/watch?v=pj8chkuV18s

= https://www.youtube.com/watch?v=gxvIUhFOdrs
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