D&TA&
REPRESENTATION

& PROCESSING-04

Learning to create a presentation
(Teh WEfd ST HHET )

LEARNING OUTCOMES <FIT HW@E?

. Presentation ST 31k Slides @1 Animate %I

. Interactive (FaEHS) dlh § TS SNl fesieT &l

. Sound (&), Animation (THE¥M), Slide Transition (FES 2IfSRM),
#R Images el

«  Slides (EeH) % MY Video (difeal) &R Chart (W) e
. Slides =i Save, Delete, Move 3R Copy I

—— S /' [
——— e A— P> -2 w






fgd, ® af Word Processor sl Heg ¥ ogd &l 37ea
Document T kel g1 309 H 70t qft SRR
Type &3 offft 3R e/==1 @ Font Style i1

RN AW € /W g, T HeA UH 9 1@ D
CHERE SRR a3 g9 @ e & A
M qH A SEd B9 TEH ICT 1 93T &1
el F8  gamn H4 off Sgd w® <@ @e
TEM? @ W w ST H ST Sl @

e gl

18 I ol =81 M 3 FHHR foh o9 ¥ o« ICT H
wf o @ B SR oY o7 el fawai H sHeRt WemEn
od Bl oY fUselt some | §i@ f9 Software &1 #{g
T =ARRI?

Hgd, Word Processor @ gl #ft =15 € <ifhd & % T
el § 98 g9 T Text 1 WM &l 98 Hifh 39
g H Sgd 9HT oAl © 3R 8 Wehdl © W HD I dl
S8 T € A iR fR B w wedd dR 'l S
H &Y I H AT 919 hedl SR AR § Sy foe
AN A wed € SR feran o B foh § ot fest
% WY | @ ot e T S H I H <eed 8
fe@rm = g

- be [ = N




Word Processor & St &1 T3 ST Wehd =1

«  Word Processor H &1 3T9l WM&l €1 ¥aldl ¥ Th Document H Save

FT THhd T
. Fontstyles 3R Font type *ft 3104 Text W set ¥ ehd B
. Text & T off %X ¥hd & fS9Q BRI Document 3T=31 ol
»  Pictures add #X HHd T
. Spelling 3R Grammar ! Tafadr ot St & Tohd 2l

fien, 3 Presentation Software =1 BT 22 ¥ Word
Processor & ¥ fa=1 22 =1 3 fodt «ff gor =)
SFR 1 Goi W I q% UgdH § TG HAT?




Word Processor (€ &) 3R Presentation Software (Usi?¥ GideazR) | 37

Word Processor

Presentation Software

Ig R IR GrFea & S &d

STHH M H AT AT 2

IJg Giede Ysieyd a1 § Heg
Hl B

TR AT letters, forms, mailings

AN reports aH &% forw fepan

2l

39T FAM business meetings,
seminars, workshops or trainings
&1 Presentations M & foTu
fopen S 2

et vl 1 Sifie T e 7

TS hH UK & WY 3fereh o
T FAN B ®

I81 Document i T&AHS &1 9
e Topan S gehar ¢ fowe fau

Font Styles #R Font Types =1
T F 2

Presentation &l 3ThSer oM &
falw Animations, Slide Transititons
3R Sound T STANT fwan @l 2

Presentation Software & &R ¥ ST IR ST Start T @l

Presentation Software ¥H 310l ThH{3d SHHRI ! Tk o 3Rl & TS Fl text,
image, audio, video 3R animation & WeAH ¥ YW@l ik o Wd w3 |

L ARE S

Powerpoint Presentation (Ffd) Slides (%ze®) &1 T ¢ f5ad s favg W
SHHR e et 81 MR R Presentations <AMIR W #, wf¥emr ik Hfers

el & fow U &1 St @1 89 Presentation Software T &AM Presentation

g4 & faT =)

Slide (¥EE) Presentation @1 T&h ThIA © 3R Y Presentation &% Slides

(TezE®) @ Tt s et 2l

Presentation Software @I open X




| sTEP-1 |

Keyboard ¥ windows button 98 @I 3! Start Menu & Options <@
¥ IY 9 Picture ¥ fRu U g

en =

Intemet Explorer é 46

~

SENSEX - 21-09-2017 1 Hong Kong isiand, Hong
@il v 3237004 -000% SkyDrive Kong SAR

, <,
\ U~
/":‘ N

W Virat's message for PM Modi

card Aol

[ How much moneyin Dera
accounts?

o3 2.1

| STEP-2 |

T8l S € Powerpoint 2189 T dl Search box ¥ feran fe@r <m 3R 319 ==T left
side (ST TW®) Powerpoint @i Select Y Hehd T

A p p S Results for * powerpoint "

'a P

Type here
"powerpoint"

click here to
open

o= 2.2



| sTEP-3 |
78T BH Presentation s & f&T Blank presentation option select |

? -« 85 X

POWQFPOi nt search for ontne templates 8 O Sign in to get the most out of Office

Suggested warches Presrntatcnn Brirves Lesrn more
Industry [ ducation | atubs Onarts
Personal

SEATURID CusTom

ay Open Other Presentations Ta ke a @
tour

Bhank Presmritaseon Wekcome 10 Powes Posnt

et 2.3
Blank presentation select &% W™ First slide TITLE SLIDE fg@rE 2t 21

| Home | Insert  Design  Animations  SlideShow  Review  View @

"i’j & Cut LJ (5 Layout ~ T - e ‘@ | = |1} Text Direction - B I IEE‘ [ v &r Shape Fill - &4 Find

= 3 copy BReset = — [ =] Align Text - ALLDEG - 4 7 Shape Outline - || 83, Replace ~

Pt 9 FormatPainter ‘ e Delete ||[B L abe & 2 Aa (A ‘ E= ) converttosmartart - ||| % YA { F % /= T 5?;\;? ) ShapeEffects - || I3 Select~
) Sides | Font | Paragraph & Drawing | Editing

Click to add title

Click to add subtitle

Click to add notes

slide 10f 1 | "Office Theme" | English (India) |

o1 2.4




options T+ fselt ey
T word processor H

@ frd 9 ok W@ A

e Insert Design Animations Slide Show

% Cut e @uynut:‘ T el ; = B\ \OoO - Or shape Fill - A Find
-.; i3Copy = £ Reset —— ,If ?ID — _’—__” B ALLDE G (2 shape Outline = || 33, Replace ~
i #}om\nhlmﬂ oo 5 Delete B 7 udes A f|lEE=aE) P convertto smantart - ||| % N AL ) frlz/ AT09 s?y,“f,k. < Shape Effects = || [ Select~
Memd ] Slides _ Font A Paragraph | __ Drawing _ W Editing
 Slides e x
il
|
roup =
Click to add title
Click to add subtitle
Click to add notes Zoom I
—
1013 | Office Theme™ | <5 (india) Presentation Views
a1 2.5
31 9+t Options ! 39 YR AW
Options Purpose

Quick Access Toolbar  |az e Wi & a1 @ @ Options 1 <
2 @ New, Open, Save, Undo, Redo, Print Preview.
TEeh! B9 Customized (Tfuifa) & Hehd 2l

Office Menu TE BH Ul Presentation ¥ HwEfd Options b
I % & S New, Open, Save As, Print.

59




Title Bar Presentation file =1 =19 fe@mr 2|

Command Group Presentation Font ¥wIfd Options =1 JaNT 2@ 9
femal ST Hehall B

Command Tabs 7% |t Commands &1 ¥ & S &5 Presentation
g § HEg |

Outline Pane 75l |4t Slides &I Slide Number & @& <@ s
Gohdl € T8 a1 % Bl &l

Slide T&T ot fawa &) SHeR °d 21 29 Work Area
el 5 Fhdl 2

Presentation Views Presentation &l f9=-f9¥=1 T ¥ 3@ H A< i
2|

Zoom Slide &1 Zoom Y T&d 2l

Status Bar IJE &7 Active (TfHT) TS & IR U IEHR Y5H

F €, AR FE View fawed ot T & 2

3

Thankyou #ed, sgd &
fog T W@ T XD &
I B uww oS W T Hred |, = § sEet
Presentation &AM # e ¥ ford) ot faog =)

Heq z@d 1 ogd
WS § dWEen ®

HEE HT| SR <1 Fehell 57
%5
. & R a=dil G 3 TMHR d9gd GRit g8 o oY W6 | T4
) | Trae & oy g9em d9R Td 81 89 Presentation Software
/4/ F TR o off o TR A e s @
Gohd B1 Tl TS BH 39 STIWel ! Tk Presentation

\@({V & HiEeAH © 3T



Creating Presentation (Eﬂﬁﬁ[ ERINID
MM ¥eh 2@ (Activity 1): Blank presentation option T use %1

| sTEP-1 |

Blank Presentation option select & W T Teeil &iEe Title Slide 3t €
(et 2.4 o <wrfen 7o @) S/ W W 10 Presentation w1 T 2Ed & 21

ng‘ilﬂlﬂb
@

|MIM SlideShow  Review  View @

et | Des
H Colors ~
Aa Aa ) Background Styles ~
................... J ettects - ||| Hide Background Graphics
r-

[ Pag: Setup ‘ Background

A day at the Zoo F»nue

By: Kush
VII-A

Subtitle

Slide 10f 1 | “Office Theme® {5 Engusnnnm-u

=1 2.6

Title 3R subtitle % Font style, font type 3R size &l 9% &
faT command group @ options @i select X Thd Tl

| sTEP-2 |

T TSl Tfd o % Ty e SEm Sfult e fell iR vl @ wieEm @ gwil
Bl © o foy 86 U 3R WiES & Sevdehdl B 376 BH Th SR WIES el
e




New Slide & 3R Layout apply &%l

N IR S

y Insert Design Animatior
| = 7 25| Layout ~

! -j =3 —J Echct

Pafte . s?i‘;gg)h-]m'ftf B 4 U =

Clipboard ™ Slides

Office Theme
Title Slide Title and Content Section Header
e o S P | pap—
=gl e || e |
Two Content Comparison Title Only
e .
Blank Content with Picture with
Caption Caption
(2] Duplicate Selected Slides
E5] slides from Outline...
‘=] Reuse Slides...
=1 2.7
e ——— - & L

Keyboard Shortcut
for new slide

CTRL+M

g% Slide Layout (Mse
TeAse) W text (W), video
difeat (aafes), picture (o),
chart (@12), images (i),
clipart (fot9 31€) , background
(gegfy) & faw placeholder
(WMYRE) a8 € 3R
3H 31 object (Afssiae) & fag
theme colour (efim %), font
(Hi=2) IR effect (Y9E) <9
formatting (®EfT) «ft wfha
B €1 TEe sTsed BH Ul

SR k1 Fel S8 9SiH H Heg

3 2| Foa8 eat wgfa et

|

P> -2 w




A A
T -lEaElETE e JIf} Text Direction - BRSO ;& shape Fill - 44 Find
| | [a (=] ‘- = I;]Angnnn- ALLDE G - LZ shape Outline - || 8%, Replace ~
[B 7 U e & M- 2a|A w E=E=EE] S osmenn | 2 3L Totxal e s?ﬁfi -4 Shape Effects = || I3 Select ~

Paragraph s Drawing =l Editing

Click to add title

¢ Click to add text

| Home | Inset  Design  Animations  SlideShow  Review  View

= & cut > () tayout - T2 el ,; i= ||z a2 (3= |l Ten Direction - E\\NOO0O- & L shape Fill - A Find
I ‘-j 33 Copy = L O — = = \A—'fn—’] I*"i”ﬂ”‘;ljmnrm ALLDE G- ‘E] 4 (Z Shape Outiine - || 3, Replace ~
I PItE o Fomat painter | ouce s Delete || B4 W abe & -] A - [E T = BB B comertosmaman- ||| % AL ) Az o0 k. snapeteds - || [y setea~

Font Drawing

What is a Zoo? |—>Titleof

slide

* Azoo is a place where people can go to
observe or watch wild animals and their
behaviors.

)

* Many people work together to make sure the
animals are happy and healthy.

o1 2.9

Title and Content slide & Hi=qH § §H 3194 Il i =l H
T H T L

| sTEP-3 |

IR WY - WY eH o A wE oo W fa i et 9 &% faw e ?1 'w
Ta g oft Ard ? fF ean oftass sl @ s fesll sl TR waar € Te s erfus

THA qeh O Ed @1 MEA ord eW U wifa o el bl Sew @ sue forg
%" Two Content Layout 1 J&T |




;

Two Content

Two Content Layout

\ Home | Inset  Design

& Cut j = Layout ~
53 Copy 5 Reset
New
J Format Painter || gjige~ % Delete
_ Clipboard G Slides

|nlu-hi“

| Font

* 43088 pace where pecse angoto

cmserve o weic wid e g e
seeie

. uww.-nwcvumunm

e wre rasy a0

(3 3= |l Text Direction - B\ \OoOO -
;L'l_]_JAI(antm ALLDE G
2 Convert to Smartart - 'z AL Fs

Paragraph

Click to add title

* Clickto add text

RF

gml

* Clickto add text

== 2.10

o R
| Home | inset  Design  Animations  SiideShow  Review  View

’ﬁj % cut ] 5] Layout ~
S hcopy B Reset
Paste

v J Format Painter Sllﬂe « % Delete

cnpnum “ Slides

=1 2.11

=z il (7= 1A Text Direction - B\\OoO- B 2 shape Fill -
il I’L—]__jhhgn Text - ATLLT Ok Lr-l' 25"“' Ottt

B v . ) E
(B U sbe & & aac|lA (== = -H:] P converttosmartart - || 2 YL P % = AR ?;f': <) Shape Effects =
B\ . ~ paagmph Drawing

People who work for Animals

Zookeeper Veterinarians

I Imagel inserted from file I I Imagel inserted from file I

A Find
25 Replace ~
L Select -

Editing

Click to add notes

Slide3of3  “OfficeTheme <  English (India)

| EEET

O




fo 2.10 ¥ fS@MT@ MW options &l T4 YHR THE|

1. Table :- Table fafa= T © AR & =afiad & § TS HY THd 2
I€ Rows 3R Columns T a0 giar 21

2. Chart :- Chart Numerical Data (T&IcHe SHRRI) 1 T=AHS TSI 2l

3. SmartArt :- T& SmartArt (FR3E) Uifthe A &M 3R fo=mi =1
fersmenes g 7

4. Picture from file :- 3§ option &I #WEZ ¥ TH 34 presentation ¥
pictures SiIg ®ehd @1 ¥ pictures .jpeg, .ong, .omp, .gif & ¥ fe o
format ® © @Wehdl ?1 Internet ! Hew™@l ¥ B pictures download &
Thd ® IR ¥ ST0 wEgfa | WA Y Gehd

5. Clipart :- I8 Presentation software ® &4 images (SHSISI) w1 TG
g R

6. Media Clip :- $9 option & W=aH ¥ BH U UG & WY video
SiIE Fhd

Note: ¥+l Graphic Images &I ¥4 Insert Tab R click &%
ff ST X Ghd 2l

@M 9-a )
a )l |

Home

-Click here - o. - o HEN

= |
Animations Slide Show Review View Format L7

j ‘ gl 13 -j Shapes ~ | '@, Hypetlink | [A ] Header & Footer | #] Slide Number d
£ FIL - |
Qe P] SmartArt Action J‘WOrdArt' {2 Symbol
l Table | Picture Clip Photo ; Text Media

Design

Art  Album - il Chart Box .3y Date & Time *$d Object Clips ~
Iablec lyetratione Links Text 1

Wd & 2@ ( Practice 1):

AT Thet Library B W 3R ael 9 o5 IR M & 91 o SHSR ThH i
AT 32 ¥ ft AHHR) WISl Tehd 21 36 A § Th =3l © TEfd dur |
T fu e faget @ et wfa § Wi w

e — o - —
‘ ; l . & T D — R ——— T —— ——




Slide 1: @@= 9Rd 31fvaM 9=y ik 3w

Slide 2: Internet & =M ¥ % o=l &1 @S s {6 Wog 9RA AMTAH 1 <90
2l 39 37U 31eAfueh] &1 Feraal § 3197 foenerd o 29 S &l 9et iR o8
F FB TR H ot AT y&gfa H g gehd 2

Slide 3: 8H W= YA i ST 17
Slide 4: o8 Afya= g wufda fe=n = ?
39t Presentation ! Save il

Editing and Formatting Presentation ( Wfa Hute 3fiv w@wyur )

Tren T fUselt oo o data o1 SfSd T G o
el T Mind Map @1 JaRT fan o wifehd &=
29 TH 379 Presentation § #f & Tehd B

St few, eFH 9 Zoo w1 W H WMl % AR H %
SHHN THS &1 21 9 89 379 Presentation §
e =red 81 gHR) Heg hifed Hed|




_How they breath Lungs
_Skin |
_What they eat Herbivores
Mammals / viviparous |
Oviparous

Vertebrates

@ Amphibians

Carnivores

Invertebrates

M3 Tk W (Activity 2 ): Wgfd ¥ Smartart, Table 3fiX Chart @t gt
e

| sTEP-1 |

STTT STERIehdl TTER 8H SmartArt Graphics Options ® ¥ @& Option &1 =31
F Hehd g1 SHY FEfud Options ! 3 <91 T4 2




Relationship Examples of smartart

o= 2.13

v
| Home | Insert oeugn Animations  Slide Show  Review  View Format
& Cut I U S | eeermepreneen v = uamzwunon- B\\OoO- S shape Fill -  #4Find
,@ 3 Copy t:l B Reset = = J- ext - ALLDL G - L% Outline ~ ‘ i Replace -
€ 3 Format Rainter || ot~ &1 Delete ‘|. 7 U e 8 8- A ”.E’"' == ﬁcommnsmnm- 2L %= """"5.,,,,. 3

%

------------------------------------------------ et 2.14

* Click to add text

Ex (1D — p— lick here to i
£ (& [insert SmartArt Graphic]

Home  Insert Design  Animations  Slide Show View ]Dﬂlgnw

i i AddBullet | < Promote -l E

& Rightto Left | % Demot é- 5 b . - = “ -

i TR r:: E soa ... = cmgl - = -- _= -/‘E -. Reset
[T et pane| = || colors ~

Shape~ &5 Layout =

Create Graphic SmartArt Styles

Type your text here
* Animals
* Vertebrates(with backbone)
® Fish
* Reptiles
* Birds Vertebrates(with
« Amphibians backbone)

 Invertebrates(without
backbone)

* Insects
* Crabs

artArt text can be

Edit Text

Invertebrates( =
ont...

without
backbone Change Shape  »
Add-Shape > |y Add Shape After
Save as Picture... "] Add Shape Before
=
3
2

Add Shape Aboye
2/ Add Shape Below

Reset Shape

Format Shape...

@ | Add Assistant

o1 2.15




| sTEP-2 |

| Home | Inset  Design  Animations  SlideShow  Review  View Format

[ & cut =) tayout - s = =T = E = uﬁ}mmunonv - 3 () QshapeFin-

“j <2 C:Dy = BjReset e o 2 I e “;t?”:ij_gmmrml- f‘t‘tggg = L‘ﬁ ‘j ésmmouﬂm..

Paste g Fomat painter || oo &petete || B4 VI sbe & Y- Aa-][ A | 1HEIE == By comerttosmanart - ||| % N T fr = A9 K cnape etrects «
Clipboard ] Slides Font il Paragraph ) Drawing i}

Types of Animals
T

o1 2.16

| Click here to insert table |

Home  Inset  Design  Animations

| Header Row  [7] First Column

.2 Shading ~
Bords

7] Total Row I Last Column

Types of Animals

V| Banded Rows | Banded Columns ||| =
Table Style Options

Dra
< Effects ~ Styles» (A~ ZPenColor~ i
i

Types of Animals
| Harbivores

| Data in Table |

| Click to add notes

Note: Table & H+ options 39 79 fUseh ¥ H +ff H I
21 @&l % | options MY T&l i WA H o Tehd 2B

Hen qg =gd € 3= o7 Wl B1 Presentation Software
A ogd € ST SR emehvs off €1 Hew "9 Zoo ® <@
STHedl 1 ST bl o794 U forg foran o eI} o St
F gemet # T H T fhg yeR <@ wehar g7 S
Birds- 10 Reptiles- 25 Water Animals- 34
Insects- 15 Amphibians- 23 Mammals- 22




| sTEP-3 |
Chart ¥ SH&I &1 <911 6|

Home | Inset  Design SideShow  Review  View  Format
| I

% cut J_Euyout f S uﬂ‘fntbiudlon' BENN\CO0 - S shape Fill - rﬂ
Sy G Caubnmmmgs I« [E@I [:J@-[ammrm~ ALLDG G- %& @ ZMOM 9'&
e jromummu s".,. {_loeme l""" .HE] ‘c::mmomm-

S HAAL T s mgsmg, ‘o Shape Effects ~ . M
Slides Font r|[ Paragraph 1|

| e s
e —

Click here to insert chart

=1 2.18




Chart 5gd e & &/ @ S 1= & T Picture ® f&&n w1 81 g9 19 Slide &

few Column Chart =T 93T &iT|

Ll

Jsd| 144

Sub Category of
charts

BrOoBEEZEMeR

"y

Types of char

| Manage Templates... | | SetasDefault Chart |

d9-0)s A Zoo Day - Microsoft PowerPoint | Chart Tools

Home nsert Design Animations SlideShow Review View | Design  Layout

f A B (il =
o TRk = W
Change SaveAs || Switch  Select Edit Refresh || Quick Quick

Chart Type Template |Row/Column Data Data Data Layout ~ Styles ~
Data Chart Layouts | Chart Styles

&

Number of different animals

number of animals

\'nome||nmt Pagelayout  Formulas  Data  Review  View

Calibri - Bl (General  ~ A\;-mmt-
Bsu- AN EEEa B |
- 2 |[E AL ([FEER] | (8] “ " | (21 Fomat -
pard Font

| Alignment || Number '3 ,‘ Cells

4 Water Animal 34]

6 Amphibians 23

 P—" D o e e e G

| 3 Delete @ &

® number of animals |~

| Data Sheet for chart |




W& ek <@l ( Practice 2 ):

Practice 1 ® s Tt Presentation @1 open wifs@ 3R S&8 = few mu e

% TTER 3T T&fd ¥ Slides Sifea|

Slide 5: Tad % AT &8 3 SN S&4 7 fF g9 ST g FIhS FI HY TS T H
O W IYAR Y Fehd B A9 < TR SHER i ST SmartArt & HiEEH W S9!

Tefa # qftdfea st

Qlass S—_
TexleS  pulky west®

Agriculture and co.

insecticides, herbicides, rat poisons...

Household waste

batteries, CFL bulbs, mercury
thermometers, cosmetics, nail polish
and removers, household cleaners and
containers...

fungicides and wood preserm) -

adhesives, latex and oil-based
paints, paint thinners, solvents, used
motor oil and oil filters, car
batteries...

\.  E-waste (WEEE)

PCs, laptops, mobiles, TVs, fridges,
thermostats, smoke detectors, VCRs,
DVD/CD players, video cameras, alarm
clocks, video game consoles...

Medical waste

surgical items, wound dressing materials,
needles, syringes, pharmaceuticals ...

A\ sssmsssas lesn mase ccmsim sasmcda e




Slide 6: Recycling &1 Hewl sl THE gY Wiehfash IR AMa ffda HameH 1 Table
% ey 9 el g A= § TR SHw #1 o 9En w TeRd 2

[ wood I I cotton I I metal |

I plastics I | synthetlc cloth |
natural Man- made
materiais _ [ gtass |< | materias |
State that man-made materials
comes from natural materials

& L

AW

[ reducing [ reusing recycling ]
Y 2\ Y\
I public transport ] I plastic bag ] [ bottle | I plastics | I glass I

Slide 7: 9 &a SMd & foh S&T =it Bt © =@l 7=sX i B4 B TS whred 9
agd W Seiar it ot 81 S 21 Internet ) HeEdn 9 fusd 6 @ o Hesd
% T 9 BH el faHifEl 1 SHer T HIf™ 3R 39kl Chart & g 3791
egfa § eI

3T Presentation ! Save &%l 3R ICT Lab # fe@md)

Design Templates ( f&<iz 2wWele®) & ar o S|

feq, #4319 Presentation
Teeh! ICT Lab o fe@r @ik
Hah! qEg ot oME| §gd &
3T=91 ST¥E o wifehd Tt T
o o wged o @A g
e 9 B9 =1e Y9 T T4
4 ¢l S T SEeR)
AR off rRveE e 2

. & T

St femw, #1 @ I SR
ava fea w1 TR = A%
Font Type R Font o

Styles |a e - el
fear 2 ® 8 w0 &
3T Presentation <l

T &9 Y& FT THhd




=41 ST Grel HEl B1 B9 3191 Presentation 1 T
TUA1 <A AT 9 SMeR | 9 991 | g forg
21 Design Templates &7 ¥ |

fesiies 2reicd @3T=e Theme Colour (T ), Theme Font (fawa wie),

Theme Effect (fama 99@), Background Styles (g39fa Siferat) =1 wmwft &t
Tl g1 St @+t Slides i Tk St Formatting 2 €1 Design Templates @1
<9 T qel W 81 Hehal B

1. 19 Presentation Software & Open o= ST € a9 gH Design Templates
select &Y TWehd © w4 fo 2.3 H e mn 2

2. Design Tab W& & |

- X
i) } -
Home Insert Design Animations Sllm Format (7
= 1 i v
Ll ﬁ s % £olon \2 Background Styles ~
Fonts ~
Page Slids

Hide Background Graphics
Setup Orientation ~ [O]effects - ¥ 9

Background

(sl
g B oM




TR 3T wEe Iistem SeT)

e qH A agd W o W T o H @ et & TR
Ht Presentation &1 it Tifehd 3T H T e o2

Fh) TR IS € Zoo H IR fhal 4% @IS Wl o1 3R
3 9R vaft fohaT =m=er ® 9?7 foddt o=al eters o
W ef? | @ 3 @ W@ oo f fra et B fR A
A A B T IS Bl SANE H HU Fehall HeH
1 Y T I HP TR L Fehell €2

.‘

. P 3T, TRNI Sehdl 3@ HI T3 3T=31 1| BH Presentation
/4 Software @ H&g ¥ 7T TESH & | Sound (&AM)
g / % WY - WY Special Effects i s @shd ® 5= &H
‘(&Lk, Animations and Slide Transitions &&d 21

Animation (THHIM) He@qul fagstl W e *fsd &, o & Y@ !
et s iR oot wefa o <ufenl 1 feereed agM &1 T dfgan e @
T fEeR Text 3R Pictures W Tfd SH % 1 ¥H 31 2|

S 3 fHHl presentation & IR TH Slide ¥ W Slide W W 1 T

Slide s<am@ 3R Animation 991@ &1 slide transition &gd &, foad g wfa
&1 it T gohd € iR waft Sig ged 2l

L4 | g - ——ge
h‘a‘ " R o &} S _—




33T ek 2@ (Activity 3 ): €SS, THHYH 31 WIES SS9 SeT Ha|

| STEP-1 |

RS ISvF SR THayH St & fau widem 39 W foas 1 9eft wiged
T AT 4t set T Tohd © TSEH TRl 1 SRR @ 1 THW g9 THe Heh |

x
e 4
Home Insert Design Animations Slide Show eview View For ﬁi

« |y, Transition Sound: [No Sound] ~ [Jadvance Slide

ij 12} Animate: No Animation - || NoTransiti ; ;

Preview || %2 Custom Animation B = Tu:’“‘:i: ged: | Fast = :’,"rn:‘;;f:‘:ﬂm 0000
Preview Aninations S ffects from here e e — —
." e | Jﬁ]g]%g]\@ ‘ < :

LK DL EE TR FTa
e (] ] o 65V 67 55 R ) ) ) )
N ] 7 ) ) ) () )

Push and Cover

-

i

Stripes and Bars

) =

Random

=l 2]

o= 2.22

| sTEP-2 |

Animations Slide W Text, picture, smartart, chart AR @t T & graphics W set
fhdl ST Wehd 1 oW T8l W SH object W click % gial € 5@ W special effect
apply &% € fRT 89 Animation Tab ® animation effect select X ¥ehd B| S
Ty € Sound Option ¥ &4 2Tt Slide & @ Sound it Add =X ¥ehd 21 S
g9 &l Duck & T duck-quack sound effect add =T @& 2l




|[No Sound] | &
Format
7& Trlnsbtion;m.ms Vmo Sound]  ~ VAmn(t snn; 2 [St"p Previous Sound]
Lﬁﬂ ﬁ j ﬂ ﬂ B || - S Tensition speed:  Fast - | ¢/ OnMouse Click duck-quack3.wavg———
Transition to This Slide e e Applause
Sides, i ick on Ani - ] e Arrow
——y — Y AddEffect v Bomb
R o Q o w5 Breeze
N Not all animals are mammals. This is a bird. i 2 thm ; Camera
irds have feathers and lay eggs. i 4 Motion Baths » Cash Register
Chime
Click
Coin
Drum Roll
Explosion
Hammer
Laser
Push
3 ; s Suction
Typewriter
¢+ wox |Voltage
| > Hseet | Whoosh
i Clickto add notes FAtebreven wind
Siide9of 11 “Flow" | English (United States) EEE -Uy | Other Sound... v

Home Inset  Design | Animations | SideShow  Review  View

S il =L =

Preview s

>*

LI

A4

Loop Until Next Sound

o=t 2.23
| sTEP-3 |

Soud Add & & faw i Animation Tab &1 € w3 fean Sl 21 Presentation
Software & H¥ % 98 ¥ & Sound Options T g 81 &9 319 «ft Audio File
Tfd § Sie Hehd € 9 wig off saft S eae fREh oI wremw @ oft T e

Home Insert Design | Animations || Slide Show

Review  View
| ] = =
W) || L3 Animate: | No Animation — = . — — — — - 4 Transition Sound [No Sound) |=|| Advance Slide
= 1 - ﬂ L ‘ " i 3| - 2 Tansition speed] [iNo Souna) T ™
Preview || i Custom Animation) | L Lol = i3hApplyTo All [Stop Previous Sound] I After: 00:00
Animations Transition to This Slide ::::““

|| somb ion v x
Breeze
L — el %
Sl | e —— = = Cash Register
~Tsaw two black bears at the zoo. Bears are omnivores just 2:1’:‘ 1
like you and I. They like to eat cabbage and fish. Coin |
Theyalso like to eat berries and honey. D pos Tv]
Explosion
Hammer
Laser smbnt of the side, then
Push ffekt " to add animation.
Suction
Typewriter
Voltage
Whoosh
Wind
Other Sound... b

Loop Until Next Sound

Click to add notes (V] AutoPreview

Slide 6 of 11 | “Flow" = English (india) B8 2 = 0 7 e

] & ~ =
o= 2.24




w@d wieh 2@ (Practice 3 ):

Practice 2 & I T &1 open ®Y 3R SEH Design Templates apply =
== fST T Special Effects (T4 $haed) i TS Hl

Slide Transition Effect ------- WIPES

Animation For Text ---—---- DIAMOND

Sound Effect ------- APPLAUSE

3T Presentation ! save @&t 3IR ICT Lab ® 219t g =1 fe@md|

Tren, 3 =gd € =31 3 e B| &1 €9 ¥ Special
Effects 1 F5 Press & 3@ Hehd B2

TEt Hel &, Special Effects &1 Slide Show ¥ <@n
S Gehdl 21 R A9 S 22 T Presentation 1 2@
% 9gd OR al% T 59 W Presetnation Views (=)
FEd 2l

Normal View T ¥4I Presentation design & feq feman sman € @rel &9 Slides
edit T TFd 2|

Slide Sorter View ¥ Tt Tlged 1 T T 3@ < Fohel ¢| 3TH 2T B
Miniature (<T%) &9 &1 @1 Sl 2|

Notes Page View &1 T3 Jcieh TGS i SIMHR & fag fepan Sran € 3 o
(Presentor) & fou =idr 21

Slide Show View =T ¥arT Full Screen & <@ & fow 2iat 2?1 F5 key keyboard
T U9 F off 9 39 View HI 3@ Thd T

— - - 5
e ——— et M— L - w S




I3 ek 2@ ( Activity 4 ):
AU TEfd I @A & foIU 79 View Tab &1 WM w3 2l

| STEP-1 |

Normal View ® T&fd &l 3@

Design  Animations  Slide Show  Review ———Click on view tab> -

DE 0L (SBEE  (gimR @

Slide Handout Notes Zoom Fitto Switch. Macros |
Master Master Master ||| | Message ar Window || Pure Block and Wihite | wingow G Move St | windows -

Show/Hide Zoom Color/Grayscale || Window || Macros

saw two black bears at the zoo. Bearsare omr;voresjust
like you and I. They like to eat cabbage and fish.
Theyalso like to eat berries and honey.

s B 1%

a1 2.25
| sTEP-2 |

Slide Sorter View ® W&fd sl <@ 399 @l TEed 1 Tk | @1 S Gehall 21

Inset  Design  Animations  SideShow  Review | View | ©
J !-l = 3 E] ] ] Ruler Q . \ & Color| "'l EMlngeAll E
Gridines | Grayscale %mu« ‘ E
Normal| Slide | Notes ~Slide | Siide Handout Notes Zoom Fitto New Switch || Macros
Sorter | Page Show | Master Master Master  Message Bar Window | [l Pure Black and White || window - Move Spit | windows +
Presentation Views Show/Hide Zoom | Colot/Griy!ala ‘Window | Macros

Slide Sorter  “Flow™ <& English (India)

=1 2.26




| sTEP-3 |
Notes Page View ® U&fd @l @1l Hg@qui &R ! 9 Notes Page View H
Save (& W@ Thd Bl A G Slides =1 fheft i ©h wise & forw & ganan 21

Review  View

Home Insert Design Animations Slide Show
== ‘llﬁ Text Direction ~ B\\NOo0O- & (= L shape Fill - 3 Find
E#l= =

= X Cut | Layout T |8 || [ s
B = calibri (Body)  ~ |20 - [A” A7|[2] [i=- = i )
2 43 Copy S| Reset [l align Text ~ AL LU G Z shape Outline - | 35, Replace ~
Paste New — [ - s A ] = _ Amange Quick
S Fromatrainter || sige~ 33Detete ||| B W iabe @ 4L As A =E===2 Poomerttosmartat - | % ML ¥ M K ) Shapettrets - | g select
i Paragraph & Drawing 5 Editing

Clipboard o Slides Font

YAH elephants have severaldistinctive features, the |
| most notable of which is a long trunk

| or proboscis, used for many purposes, particularly |
| breathing, ifting water, and grasping objects.

| Their incisors grow into tusks, which can{serve as

| weaponsand as tools for moving objectsand
xdigging. Elephants' large ear flaps help to control
| their body temperature. Their pillar-like legs can
} carry their great weight. African elephants have
| larger ears and concave backs while Asian

} elephants have smaller ears and convex or level

o

Notes8of 11 | "Flow” | & English (India) v
< ) =2

=1 2.27

| sTEP-4 |
Slide show view ® T&fd &1 @Il 19+ T&fa 1 Animations, Slide Transition 3R
Sound Effects & @11 <&+ & T &1 wai fhan ST 21 Slide show &t s # &

U & foI ESC Key 9 o Hhd 2|

—_— . . -

What is a Zoo?

* A zoois a place where people can go to observe or
watch wild animals and their behaviors.

* Many people work together to make sure the animals
are happy and healthy.

o3 2.28




W ek <@l ( Practice 4 ):

Practice 3 & o=l Tl T¥qfd &l @l Views ¥ 3@| 319+ W+t wised & foalw Notes

Page view ¥ ST £ WM& save 31 ICT Lab o o199 |+t Sl &l 9 W&qfa
Y SFeTd YT

Thank you #eH, 81 Presentation Software & aR H
aqq & fau # sga gw | o H Rt o fawm
SRR T FE BT W Rl H Hehdl § SR S Wgd
T St oA Hehell €

T el KW, T H ICT @ g9R fog =vgm 21 4 'W
fohal T o We S W@l 3 2




=di, ®al H AT §E Presentation @l Internet &1 #&X ¥ Slide Share
(https://www.slideshare.net) website W sga 3@ ¥ Upload &% T&hd T

aqfer g oft, Se-gfan & fet oft &9 @ fdt «f @@ % Compuer, Mobile
1 Tablet T ¥eZ ¥ 3@ Hehal T

IR =4, internet % M % 1Y@ WSR 1 NN od Y g4 Y0 Afder g
*1 & Jor wifed fF et off safsa =1 geen & Hifesw wm w1 foa 59 =ty
LA Sl TS % 8l SYAN hil dMed|

e W@

1. Slide Layout ® T# Wi W @R 37 awit 9 Ameft & faw formatting
(HIEET) , Positioning (WSIIFT) 3R Placeholder (wi@gleel) B €, @1
& 8 Slide Title BT 21

2. Animation objects like pictures, text, charts W apply & 2

3. Slide Transitions slides ™ apply &% 21

4.  Slide &t Delete ® fT@ Normal View ® Slide W Right Click (e foieh)
il Home Tab ¥ Delete option ¥t use X Hehd T

5. Presentation Views 3@+ & f&Tu Status Bar (2@ aR) 1 9 A foman e
2

L =
L PRR | Ciickto add notes

Sher lof4  BackioSchood M D Engluh ndal

Full Screen (Slide Show) @& faT keyboard & F5 press &

Chart Numerical Data (=IAR&d 1) %1 T=AHF Fa9H 2|

6.
7. W& SmartArt (FHRER) Wik BAR SR 3R foam &1 fasmenss geeiq 2
8
9

.ppt presentation software 1 TIEel THRERYH il 2|

10. Ctrl+d fdt off wEe &t Duplicate (Swihe) wiEE a9 & faw wAm fova
Sy

> f.i» />/ — 2 3 M
‘i'—_‘é_"_-f:“ S . w e i



11.  Shift+F5 T 937 selected slide ¥ slide show (&S M) & & AT g

2
12.  Slide Show %! = ® & U+ & folw ESC key TH % Fhd €|
g w
a9 |t Sd @ fop miefis i weefin el ST @ ST %Ikl "ol % HEY &% 9%
TUR I STSIE AT o9 Geft 1o Tohed gl o STehs Tt St & ok o Sl
Tehdl Y| S!Sl ot 9 Wehd © a1 fRY orot sfier@ o) ferara w1 SUERT Y @I
T Tl § ygfa am e e faw foget & ot usgfa & 9w
1. Title Slide ™ 3w 3 “TAR aMq"|
2. Internet W TS & o &1 @S R 39 19 e § add FR

3. TMEE W Table T #X 3R 3ITH Mefsht g1 wo@ U geft enieHl w1 g
CEip]

4. SmartArt T I i ST & Agial i <)
5. Bulleted Form et TS & 9ii@iie Siiod & o) § fag|

6. TES W =@l 1 foa5 @ 3R Notes Page View ® SIeht SHeh R H SR
fore|

7. Wk =1 9 Design Template 379t J&ifd T <C
8.  Slide Transition and Animations & Q|
9. T TERfd W Sound add X

10. Presentation 39+ =9 # fe@md|
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SELF ASSESSMENT

Fill the following assessment sheet with the activity and grades awarded by the
student (self) and peer group according to the grade scheme mentioned below.

SI. No. Activity Student Peer Assessment
Assessment
Name of Grade
the peer
GRADE SCHEME
Grade Remedial Remarks
D Need Teacher’s Help
C Requires occasional peers’ help
B Can work independently.
A Is able to help others.
Note: Peer assessment must be done by any one peer from the student’s group.
84]
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T H

Q 1. Sgfashedra UvT
. UG SR HEA arell ueill ged oTesl % &Y W WA i T ©
a. Atable slide
b. A bullet slide
c. Atitle slide
d. All of the above

2. T& Presentation ¥ EE UW & & fau st foven S aren foviw gama
el Sl Bl

a. effects
b. custom animations
c. transitions

d. present animations

3. %I @ PowerPoint view Slide Transition Sied & ot Ta@ 7= 9 il &2

a. Slide show view
b. Slide sorter view
c. Slide view

d. Notes view

4.  Presentation ® W+ft Tged & faT Transition Effect Te &t w9d 741 views
T 9 HH 9 g9 T30 view Tl

a. Slide sorter view
b. Notes page view
c. Slide view
d. Outline view
5. 7/ & @ == @ Slide Show View ® 31fim =&t sHam?
a. The esc key

b. The space bar



14.

15.

c. The enter key

d. The mouse button

Presentation Software T YaIT BIdT @ 39 foq
a. Note outlines for teachers

b. Project presentations by students

c¢. Communication of planning

d. All of above

ST 9 i G WIES fesgd @ fewm el 22

a. Design Template

b. Color Scheme

c. Animation Scheme

d. Slide Layout

" Tab ¥ 3 Picture (fa1), Text Box (3% dfa#¥), Chart (I) 3T slide

d. View

ford wiEs i fopdt fawa i 991 w3 T fa & T set w6 & fow 3w
IERIESIG

a. table slide

b. graph slide
c. bullet slide

d. title slide

Presentation ® ¥t TEed & faT Transition Effects ¥ & ¥9a =
Views ¥ ¥ &4 91 ST & &1 Fa8 =31 View 27

a. Slide sorter view

b. Notes pages view




c. Slide view

d. Outline view

Q2. f=F T ww

1. THh Full screen mode ® TiEe@ w1 Tghfash 733 21

2. T UH Software @ S Presentaions @l Sieel 9 oM § HeR
FIA R

3. Numerical Data (<A 221) &1 THAHAS T30 21

4.  Ellipse Motion T 2l

5. T AN Sk TG SRR R UL FH & foIu @ 21

Q3. HEl 918 o 3T W&l (V') 99T TAd o 3T e (X ) ot forg erm

1.  UeR @Ee YSiRyE 9 T wiEe fUe e 994 ) ()

2.  Presentation ¥ EEH U¥ & & @ sWH@l fhy W9 el foRie goal ot
custom animation gl Sl | ()

3. Ctrl+d Tt oft =ze *1 geiiee wigs s & foaq wam fwman S 21 ()

4. 9 BH themes apply #%d 8 d 8 T slides W ¥ 2ial B ()

5. Templates 98t & s styles Bidt & f5@ Wex Wge ¥ presentation & ferw
use fomam S Tehar 2 ()

Q4. Y ITHT U

1. Presentation Software =1 gid1 8?2

2. Slide = 2t &2

3.  Presentation software @& @ Views & -4 for@|

Q5. i T uvA

. Smartart 3R charts = G|

2. Presentation Software %! T % & F1 HET B2

3. Title Slide = @il 82 THHT YT &d1 2al 2?2
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