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User’s Guide

For the ALS Learner:

Welcome to this Module entitled Digital Applications — Presentation Software under Learning Strand 6 Digital
Citizenship of the ALS K to 12 Basic Education (BEC).

This module was designed to provide you with fun and meaningful opportunities for guided and independent
learning at your own pace and time. You will be enabled to process the contents of the learning resource while
being an active learner.

This module has the following parts and corresponding icons:
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Let’s Get to Know

Pre-assessment

Setting the Path

Trying This Out

Understanding
What You Did

Sharpening
Your Skills

Treading the
Road to Mastery

Don’t Forget

Explore More

Reach the Top

Answer Key

Glossary

This will give you an idea of the skills or competencies you are expected to
learn in the module.

This part includes an activity that aims to check what you already know
about the lesson. If you get all the answers correct (100%), you may decide
to skip this module.

This section provides a brief discussion of the lesson. This aims to help you
discover and understand new concepts and skills.

This comprises activities for independent practice to solidify your
understanding and skills of the topic. You may check the answers to the
exercises using the Answer Key at the end of the module.

This includes questions that process what you learned from the lesson.

This section provides an activity that will help you transfer your new
knowledge or skill in real-life situations or concerns.

This is a task which aims to evaluate your level of mastery in achieving the
given learning competency.

This part serves as a summary of the lessons in the module.

In this portion, another activity will be given to you to enrich your knowledge
or skill of the lesson learned. This also tends retention of learned concepts.

This part will assess your level of mastery in achieving the learning
competencies in each lesson in the module.

This contains answers to all activities in the module.

This portion gives information about the meanings of the specialized words
used in the module.



At the end of this module you will also find:

References This is a list of all sources used in developing this module.

The following are some reminders in using this module:

1. Use the module with care. Do not put unnecessary mark/s on any part of the module.
Use a separate sheet of paper in answering the exercises.

2. Don’t forget to answer the Pre-assessment before moving on to the other activities

included in the module.

Read the instruction carefully before doing each task.

Observe honesty and integrity in doing the tasks and checking your answers.

Finish the task at hand before proceeding to the next.

Return this module to your ALS Teacher/Instructional Manager/Learning Facilitator

once you are through with it.

AN

If you encounter any difficulty in answering the tasks in this module, do not hesitate to consult your ALS
Teacher/Instructional Manager/Learning Facilitator. Always bear in mind that you are not alone.

We hope that through this material, you will experience meaningful learning and gain deep understanding of
the relevant competencies. You can do it!
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MODULE 4
ILET'S GET TO KNOW

Before, our teachers used blackboards, manila paper, overhead
projectors, and slide projectors to teach their lessons properly. Now,
the most common presentation tool today is the computer.

At present, we use presentation software that help make dynamic
presentations—a quality absent in traditional presentation tools.

This module will give you basic the steps on using presentation
software. The following are the three lessons in this module:

Lesson 1 - Understanding Presentation Software
Lesson 2 - Formatting a Presentation File
Lesson 3 - Inserting Graphics and Animations

PRESENTATION SOFTWARE



MODULE 4
PRE-ASSESSMENT

Directions: Read each question carefully. Write the letter of the correct answer
on a separate sheet of paper.

1. Which tab do you click to add a picture or graphic to your presentation?
A. Home B. Insert C. Design D. Animations
2. Which tab do you click to change the font from bold to italics?
A. Home B. Insert C. Design D. Animations

3. I added a new slide, but I want to change the layout. Where do I go to
change it?

A. Home B. Insert C. Design D. Animations

4. Twould like the presentation to fade in and out of each slide. Which tab
do I need to click to find the transition?

A. Transitions B. Slide Show C. Design D. Animations
5. If I want to add a chart or a table with data, which tab do I need to click?
A. Home B. Insert C. Slide Show D. View

6. I have created a slide with a bulleted list. I would like each item to show
up one at a time. Where do I go to make this happen?

A. Transitions B. Slide Show C. Design D. Animations

7. Which tab do you need to click to save a presentation to a different file
type?

A. Home B. Slide Show C. File D. Insert

2 DIGITAL APPLICATIONS



MODULE 4

8. When you create a new presentation, you can select a
to give all the text and slides a consistent appearance.

A. Slide B. Template C. Layout D. Design

9. The first slide in a presentation is called the

A. Content B. Section C. Comparison D. Title Slide
Header
10. Once you have made your selection, pick a for each
slide.
A. Template B. Layout C. Background D. Design

Did you get all the answers correct? It is all right if you are not familiar
with the concepts yet because this module will teach you how to use a
presentation software program.

PRESENTATION SOFTWARE 3



LESSON |
SETTING THE PATH

UNDERSTANDING
PRESENTATION SOF TWARE

After this lesson, learners should be able to

use a presentation software to produce different

documents to present information in everyday
life;

create a new presentation based on the default
templates;

demonstrate how to save a presentation under
another name, as another file type, and to a
location on the drive;

determine the use of the different toolbars;

demonstrate the creation of a new presentation;

o0 0 © @
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LESSON 1

@ distinguish different view modes; and

@ manage a slide.

PRESENTATION SOFTWARE 5



©g |LESSON 1
@ TRYING THIS OUT

Directions: Identify at least three capabilities of a blackboard and a computer.
Write your answers on a separate sheet of paper.

BLACKBOARD COMPUTER

What did you realize about the capabilities of each thing? Are they
both useful to present information? They are equally useful to present
information but do not have the same capability. Let us see how to use the
computer to present information digitally.

DIGITAL APPLICATIONS



LESSON 1
UNDERSTANDING WHAT YOU DID

Presentation tools are
helpful when you have a large
audience, such as students in
a classroom. Most of the time,
teachers use the blackboard to help
them clearly explain their lesson to
the students, but this limits them
from becoming more creative in
presenting their lesson. This is now
possible through technologies such as presentation software.

Today, people have become more dynamic in presenting information
using different presentation software. Among these are Microsoft PowerPoint
(MS PowerPoint), Prezi, Presentations, iWork Keynote, OpenOffice Impress,
and Google Slides.

PRESENTATION

ICONS PROGRAM OPERATING SYSTEM
Microsoft PowerPoint Windows
Prezi Any (Online)
Presentations Windows
iWork Keynote Apple MacOS

PRESENTATION SOFTWARE 7



LESSON 1

PRESENTATION  55ep ATING SYSTEM

PROGRAM
OpenOffice Impress Any
Google Slides Any

USES OF PRESENTATION SOFTWARE

Presentation software are tools that can help you organize your ideas
in an outline form and convert them into a multimedia presentation.

These software programs are used in many industries, such as in
schools where teachers use presentation software as visual aid; in companies
to present their plans or results during meetings, seminars, and trainings;
and even in personal events.

GETTING FAMILIAR WITH
PRESENTATION SOFTWARE

While there are many different presentation tools available,
Microsoft PowerPoint is the most widely used; Prezi is also a popular online
presentation tool. This module will use Microsoft PowerPoint 2019 to discuss
the different features of presentation software.

Like any other application, Microsoft PowerPoint 2019 has its toolbars,
ribbons, tabs, and groups with different functions that will help you create
presentations easily and professionally.

8 DIGITAL APPLICATIONS



LESSON 1

MAJOR PARTS OF MICROSOFT POWERPOINT

< 5 jout~ . A 14 HAEN\\OO | O3 ) & OFind
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Click to add title

Click to add subtitle

:
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1. Slide tab. The tab that shows you a scheme with a title and work
area. It allows you to visualize a thumbnail of the created slide.

2. Slide area. The area where most of your work—such as editing,
adding, and deleting content—is done. It has a series of panels,
such as notes and zoom, which simplifies the work.

3. Slide number. This shows the current number of slides you are
working with.

4. Slide view buttons. The four buttons to the left of the Zoom control
that allows you to switch between different displays: Normal, Slide
Sorter, Reading View, and Slideshow.

PRESENTATION SOFTWARE 9



LESSON 1

CREATING A NEW PRESENTATION BASED ON
THE DEFAULT TEMPLATES AND THEMES

The Home page is the first thing you will see when you open Microsoft
PowerPoint. Here, you will find different themes to use for a new presentation,
including Blank Presentation. Templates and themes have predesigned slides
to help you start.

[P L o *
PowerPoint Good afternoon
w MW
-y R
- - E = -
B Pt atier, ek et B Pt Pt Berm) primes o rariiatiniorrs b L Vi ad Py Uty prmimrm P Favtbry s ity

£ Seaich

Recent  Finded  Shaded with Me

O ves=e Tladr rawifd
o HOW TO SIGH IN AT MICROSOFT OFFICE 365 10 March

1 Dnsmmin
“;' HOW TO ADD SUBECT TEACHERS TO YOUR TEAMS. e T
i Infraere Presentation .
| s e

B QUE Fol grade & ;
B Damiiop » X1 nchood e » P bsars -

Recent  Firnssed Shared weth Me

@0 HOW TO SIGH IN AT MICROGOFT OFFICE 365
Dt
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LESSON 1

You can click on the suggested searches to display more templates and
themes or search online templates if you are connected to the internet.

PowerPaint NEW

Wik Pt ot

Search lor online templates and themes F:l

Imnmm Porumisiions  Thewer [decsion Charh  [oguen  Bosew  Infoguaphio ‘

s,
QuickStarter mr',:-
A
) :
Ll P :
Tl e Gt . Fuom sl Fimard

Weksorset b PumearPoion e pins presmdatigee 18-

Title Loremn
Ipsum

-+ +--You may also use the predesigned templates.

2. For this lesson, let us select and click the Geometric Color Block template.

PowerPaint &) W, - oKX

PowerPoint NeW

Blank Presentation

Search for online templates and themes 2

Suggested searches:  Presentations Themes Education Charts Diagrams  Business  Infographics

QuickStarter

Title Lorem
Ipsum

Urban monochrome
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LESSON 1

Once it is selected, a window will appear with some details about the
template. Click Create.

PowerPoint

A N\

TITLE LOREM
IPSU

3. You may now start creating your presentation. Simply edit the contents
of the text in this template. First is the title of your presentation.

EAENN\OO ml 2 shape F
DAIIQU-NEB?QQZ: pe Outline
e { } [T e @shape Effec

wwwwww

TITLE LOREM

IPSUM

Sit Dolor Amet

“a»

fide 1 0f 2_English (United tates) 2 Notes [E 8 B & - ) a2

L=
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LESSON 1

When editing the title, click on the text and change it to your own
presentation title.

Autosave (@ 0F) VD-DE G -

Fle Home Insert Design Tansiions Animations SideShow Review View Help  Fomat 0 Search & share B Comments
- oo P - £ Shape Fill - Find
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pase [BICORY - New Reuse EReset OALLJ - n et [Z Shape Outline - | % Replace - ot

ste ew Reuse = Wora | 2 A * Arrange Quid 3 “ 7| Dictate
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Clipboard n Slides Font 3 paragraph 3 Draving 5l Ediing Voice ~
116115 114 113 1120111 190 19 1B 17 16105 14 13 12 11 10 1112 13 K4 15 16 17 18 19 110 141 12 113 114 151161

HISTORY OF
VOLLEYBALL

4. After editing the title, click on the second slide to proceed with your
next slide presentation.

ve (
File  Home Insert Design Transitions Animations Slide Show Review View Help O Search 2 Share I Comment ts

X 1] [ Bavout- o - == === B EEN\\OO| O3 =
P@r} gggm . o - S m DAIIDD'N:EE@ z
E Side - Siides B section~ | e 2 S G { T @

Cipboard % siides o
B by Juan Dela Cruz

- 2

- ¥

slide1of2 [I4 Enalish (United States) = Notes =N =R g - 1] + 8% FA
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LESSON 1

14

On Slide 2, you may also edit all the text and change it based on your own
content.

Presentation1 - PowerPoint Niko Ochoa
file  Home Insert Design Transitions Animations Slide Show Review View Help O Search ¢ Share ) Comments
X i+ Eltayout o A A LA = Ik EEN\\OO | 01 & OFind
ok i I ° D . = mEN OO T (42 e | D
Paste L2 New Reuse Reset oo Y 2. A & Arrange - ‘ Dictate
- Slide - Slides [ Section~ S b fi-A|L- A 2 GeN\{ 3T @ I} Select~ N
Clpboard 5 Sides Font Paracraoh ) ediing e A
I R R I R O T IR R R AR R SR ST ERr R R R R ENRE R SR SR BN SR SR AR SR RN R IR R MR TR R T <
q :
v B
As A
e —— :
N 1 1
H LOREM IPSUM DOLOR SIT AMET, NUNC VIVERRA IMPERDIET ENIM. | PELLENTESQUE HABITANT MORBI
B CONSECTETUER ADIPISCING ELIT. | FUSCE EST. VIVAMUS ATELLUS. | TRISTIQUE SENECTUS ET NETUS.
B f e e e mm o Al e e e e e Al e e e e e e e e e = .
B 2
@ ¥
Side2of2 [ Englsh (United states 2noes B 53 T - +ax @

You may also change or customize the icons by clicking on them.

AutoSave (@ OF Graphics Tools
file Home Insert Design Transitions ~Animations Slide Show Review View Help Design Format  Format O Search 4 share T Comments
X cut * Layout - o A Al | = = b EEN\\OO | O £ shape Fill - OFind
g [ copy - 3 TReset Z T T ®m OAlL®§ - O ’2 2 Shape Outline - | ¢t Replace - QJ
Paste New Reuse BIUS%MN-as-|2-A-|= Arange Quick o B B Dictate
- <SFormatPainter | Slide~ Slides [ Section~ = 2T |4 B GENN { } 770 gyjes - @ shape Effects I3 select -
Clipboard 5 sides Font Paragraph Drawing 5l diing Voice ~
, 146195 114 11312 141190 18 18 171 6 15 1 413012 11 1.0 11 12013 14 15 1.6 17 18 19 190 141 112 113 114 15 1161 -
‘l@ :
v, z
L VU
’ : Title Lorem Ipsum
p— : ITle Lore psu
- o o o
~ <
: LOREM IPSUM DOLOR SIT AMET, NUNC VIVERRA IMPERDIET ENIM. PELLENTESQUE HABITANT MORBI
B CONSECTETUER ADIPISCING ELIT. FUSCE EST. VIVAMUS A TELLUS. TRISTIQUE SENECTUS ET NETUS.
- (S o o
- 2
- ¥
slide2of2 [ English (United States) Znotes | B B8 g - 1 + &%
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LESSON 1

Go to the Graphics Format (or Graphic Tools > Format) tab, and then
click Change Graphic. You will be presented with four methods: From
a File, From Online Sources, From Icons, From Clipboard. For this

activity, choose From Icons.

N U e 2o -

Group Rotate | Crop (s 5o -

An Insert Icons window will appear, and you will see various icons
grouped into several categories. Scroll down and find the Sports

category. Select the volleyball icon then click Insert.

File  Home Insert Design Transitions Animations Slide Show Review View Help Design Format Format £ search I Comment its
[ | —a =1 o= |
o X
Insert Icons © e
chang ~
1 Al R Search lcons Sports Al
Landscape
A & N * o o N s o . 'y
. 1 & % H 25 A XK
, Medical
. — s < o
mmmmmmmmmm o = J 4-I-5
Nature and outdoors 3 \C =e PO ‘2‘ 91 '«?’ ﬁ ‘A ,{
Occupations
—— ™ o @ T S <3 Gle 2 [ S
R . o & . . H .
T ' w I~ A o
Process . °
. .
Puzzles and gam 0 .
™ o D owm < Qo
Security and justice . b ..t ©
.
.
Signs and symbols . .
i .
@. Sports I o oTchpolpay and electronics N
Technology and electronics. l:l Pl ﬁ . ﬁ r—
e = 1} O & &8 & 15
Tools and building . v
Vehicles
Weather and seasons N
. T
o [ a = notes B | = ' A

Try it with the second and third icon by applying the same steps.
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LESSON 1

ADDING A NEW SLIDE

If you need more slides for your presentation, click on New Slide. A drop-

down menu with different types of layout will appear. You may choose any
of them.

o - B resentationT - PowerPoint ko Ochoa 73
esign  Transitions  Animations  Slide Sho evie e e earc! are
iz jout - ® /i = 1 LFind g
8- | A A === : b S
TReset . A 1z & Replace -
New B I AV A A = = ange Dictate
. I U ab Aa s [ Select~
siide - ffiides 5 Sectio *
Rt paragraph Draving Voi
12111100 18 1B 1716 15 1 41312 1110 111213 14 15 16 17 18 19110111 112 113114 115 1 16

LOREM IPSUM DOLOR SIT AMET, NUNC VIVERRA IMPERDIET ENIM. PELLENTESQUE HABITANT MORBI
CONSECTETUER ADIPISCING ELIT. FUSCE EST. VIVAMUS A TELLUS. TRISTIQUE SENECTUS ET NETUS.

A third slide will be added on the presentation. Click the textboxes to edit
the content.

— Click to add fitle

e Click to add text
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LESSON 1

SAVING A NEW PRESENTATION

Save a new presentation by doing any of the following:

1. Press Ctrl+S on the keyboard.

2. Click the Save button @l on the upper left corner of the
presentation.

3. Click File then Save.

If you are saving a new presentation, a
dialog box will appear, asking for the file name
and a location where the file will be stored. If you —
are going to locate a folder, click the drop-down arrow
on Choose a Location or click More save options to look for other locations.

Once you are done, press Save.

PRESENTATION SOFTWARE 17



LESSON 1

You can also save the files in a different location, file name, and file type.

Click File, and select Save As then Browse. You can
select any location from your computer such as Desktop
"+, and Documents. Edit the file name of your presentation

: then click Save.

Save As X
i B2

1 B > ThisPC > Documents ~ O ISearch Documents £

Organize - New foffier = -

= This PC

¥ 3D Objects =4
I Desktop LR E: &

¥ . . 3

Documents . °.
& Downloads L ° AddinExpress Adobe o Alyssa Apowersoft Autodesk
5 . Application
Music . Manager
[& Pictures

B8 videos

Windows8_0S (C
———

[HISTORY OF VOLLEYBALL pptx}

.
. ® Save as type: PowerPoint Presentation (*.pptx)
.

4 File name:

Authors:  Niko Ochoa Tags: Adda

~ Hide Folders Tools v Cancel

Other locations
E@ This PC

—@ Add a Place
[

V4

B Browse o=

Presentations in Microsoft PowerPoint are
usually saved in the Documents folder and with
the file type PPTX.

HISTORY OF VOLLEYBALL pptx - Saved to this PC

iew Help 0O Search

o
AutoSave (@ 0ff) ") < O l}l [% s HISTORY OF VOLLEYBALLpptx - Saved to this PC

File Home Insert Design Transitions Animations Slide Show Review View Help 2 Search

r;rj }Cut TEI Iﬁ‘ Layout' 18+ AN A

14

Notice that the file name on the title bar has changed from
“Presentation1” to “HISTORY OF VOLLEYBALL.”
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LESSON 1

SWITCHING BETWEEN OPEN PRESENTATIONS

There are several ways to move around and switch between files.

USING THE SWITCH WINDOWS BUTTON

1. One option to switch between the open presentation files is to use
the View tab on the ribbon. Go to the View tab and click on Switch
Windows.

Presentation1 - PowerPoint O search -

File Home Insert Design Transitions Animations Slide Show Review View Help Acrobat
(=] EE = Ruler E - | =B 1= Barangear | = =
fu} i =1 |5
R R R ridlines @
Normal Outline Slide Notes Reading Slide Handout Notes i Notes Zoom  Fit to, Gw cascade Switch Macros
View Sorter Page View | Master Master Master Guides Winy w EiMove split | Windows v
Presentation Views Master Views Show ~ Zooy Window . Macros

ooooooooooo

Y

Windows v

2. Pick the presentation you would like to move from the list of available
open files. There will be a check mark next to the file that you are
currently viewing.

AutoSave (@ off)

File Home Insert Design Transitions Animation: (9| 'j EEQJ

O v Presentation1

N\

E E Arrange Al ('?"f] Eir

T =
Normal Outline Slide Notes Reading | Slide Handout Notes Switch Macros Ny =CEEEEE ERTI | Macros
View Sorter Page View | Master Master Master Windows v ndow E¢!Move split | Windows v
ooooo
Presentation Views Master Views

° )
$ Window v 1 Presentation1

v 1PresentationT = J = cececee 2 Presentation2

2 Presentation2

In the example above, there are two presentations: Presentationl and
Presentation2. Click the file you need.
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LESSON 1

USING KEYBOARD SHORTCUTS

To move back and forth between any open window (of all file types
and browsers), you can use the Alt+Tab combination. Hold Alt and press
Tab to browse through all the files until you get the one you need.

CLICKING THROUGH THE TASKBAR

Click the icon of the presentation application on the taskbar, and a
small window will appear. Then, select the file you want to open.

#® Presentation1 - PowerPoint #® Presentation2 - PowerPoint

USING AVAILABLE HELP FUNCTIONS

The help feature in Microsoft Office applications is usually the fastest
and easiest way to get help. In Windows, access it by pressing F1 in the
application or just click the Help tab.

AutoSave (@ off) O ¥ = Presentation1 - PowerPoint O search
File Home Insert Design Transitions Animations Slide Show Review View Help Acrobat
@R © L
Help {ontact Feedback Show What's
Ipport Training New
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LESSON 1

Once the help feature opens, TS -
use the search feature in the right- B
side task pane to find answers to your o )
questions related to the use of the i
presentation applications. 2 Design

9, Animations

To browse for topics, open B Pictures & charts

Recommended Topics. D present

A Slides & text

Recommended Topics

Design your slides

Apply a template to a new presentation
Save a slide design (theme) as a template
Create and save a PowerPoint template
B Whatis a slide master?
v
éNotes = 88 [ ] + 69% @’

USING ZOOM TOOLS

1. Click on the View tab then select Zoom in the Zoom group.

AutoSave o < Presentation1 - PowerPoint O Ssearch
File Home Insert Design Transitions Animations Slide Show Review View Help
(] [=I=] = Ruler = .Color
. =
- ) - ) Gridlines . &= Grayscale
Normal Outline Slide Notes Reading Slide Handout Notes Notes Zoom Fitto
View Sorter Page View Master Master Master Guides Window :Blackand\i
Presentation Views Master Views Show N Zoom Color/Graysc
Zoom
1

Zoom to the level that's right for
you.

For zoomier zooming, use the
controls in the status bar.
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LESSON 1

2. Once clicked, choose a percentage you want to zoom in or zoom out
the slide area. The default zoom level depends on the size of the screen
of the device you are using, but you may try different percentages to
see the effects of each level. In our example, the default zoom is 81%.

Zoom ? X

Zoom to

@ Fit  Percent: 81%

O 400%

O 200%
. O 100%

O 66% ol ‘

C‘ICk t( O 50% L e
O 33%
ClICk 1 OK Cancel

USING RIBBONS, TABS, AND
THE QUICK ACCESS TOOLBAR

Ribbons are designed to help you quickly find the command that you
want to execute in Microsoft Office. Ribbons are divided into logical groups
called Tabs, and each tab has its own set of unique functions to perform.
There are various tabs: Home, Insert, Page Layout, Formulas, Data, Review,

and View.

= EEN\\OO/- O3
3. |ALLef, B
Ge N { }[5|Amee

RIBBON
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Presentation1 - PowerPoint

AutoSave O

File Home Insert Design Transitions Animations Slide Show Review View Help Acrobat

<l

E"lj X ‘}@ ,@'\ [ Layout v E A A A — = === 1A
Paste E New Reuse @Reset S — = — — 1 DA

v & | sidev Sides Bisectionv | ° 1 Y STGK’B/S rav £ AV [ EEEEE = o | B
Clipboard N Slides Font i Paragraph

" wi

1. Ribbons can be hidden when you collapse or minimize ribbons. Right-
click on the Ribbon area and choose Collapse the Ribbon.

AutoSave O ¥ < Presentation1 - PowerPoint
File Home Insert Design Transitions Animations Slide Show Review View
flil X _Eﬂ L_lo\ Layout v Add to Quick Access Toolbar A" | A =vBo =
[0 53 Reset . .
Paste New Reuse Customize the Ribbon... A = = = =
RS 4 Slide v Slides [J] Section v - T
Clipboard N Slides Collapse the Ribbon Paragr.

| L

2. Only tabs will be displayed. Ribbons will only appear if you select a tab.
Presentation1 - PowerPoint £ search .

File Home Insert Design Transitions Animations Slide Show Review View Help Acrobat

--------- Auto-hide Ribbon
T Hide the Ribbon. Click at the top

of the application to show it. 3. To restore the ribbons, click
== Show Tabs Ribbon Display Options at the
Show Ribbon tabs only. Click a upper right of the workbook
fab to show the commands. then select Show Tabs and

—— Show Tabs and Commands

Show Ribbon tabs and
commands all the time.
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Commands.

The Quick Access Toolbar is a universal toolbar that is always visible
and is not dependent on the tab that you are working with. It lets you execute
commands easily.

AutoSave C_) v Presentation

File Home Insert Design Trarfsitions Animations Slide Show Review View H

- PowerPoint

1 k-« QUICK ACCESS TOOLBAR
| Wi E

AutoSave O Er Presentation1 - PowerPoint

File Home Insert Design Customize Quick Access Toolbar ide Show

v Automatically Save

1

New

The default commands ) jp
are the save, undo, and redo Email
buttons. Customize the toolbar Quick prnt
by clicking the Customize ;;:Wd "
Quick Access Toolbar button < Undo
and checking the commands 7 Redo

v Start From Beginning

you want to include. Touch/Mouse Mode

More Commands...

Show Below the Ribbon
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CREATING A NEW PRESENTATION

To create a new presentation, open Microsoft PowerPoint and choose
Blank Presentation.

PowerPoint Nkoodos @) ©® ® 2 - o5 X
PowerPoint Good morning
i‘ - - LLLLL . i
®

= M A. | 28 LG AR NS

Blank Presentation Welcome to PowerP... Bring your presentat... Gallery Parcel Wood Type

: : More themes —>
arc

cccccccc
@ OCCP2_OCHOA Presentation_Narrative.pptx
Desktop » OCCP » OCCP2

0CCP2_OCHOA Presentation_Narrative.pptx
uuuuuuuuu

@ UNESCO-ALS_190805.pptx
Desktop » UNESCO-ALS
@ UNESCO-ALS_190805.pptx
E

Personality Test.pptx

DDDDDDDDD

uuuuuuuu

If you have an open presentation, click on the File tab and choose New.
Then, click Blank Presentation, or press Ctrl+N on the keyboard.

New

Search for online templates and themes jo

Suggested searches: Presentations Themes Education Charts Diagrams Business ~Infographics

)
GALLERY
-
“ A. AT OV M VR
Gallery

Blank Presentation Geometric color block Welcome to PowerPoint Bring your presentations to |

wore: [T

A blank presentation has a plain white background. Edit text, add other
slides, and insert pictures based on what you need for your presentation.
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Presentation1 - PowerPoint

File Home Insert Design Transitions Animations Slide Show Review  View Help £ Search & Share 7 Comments

X 5] I Beveut- IS R e e EABEN\DOO/ [ & Lfina g
ﬁj[ﬂ (&= ﬁo\@Re&eﬂ T T T m OA1LL 0 - b0 @r‘ & Replace - | =
Paste New Reuse — B I USaA-A 2. A ====p | Amange Dictate

- Slide - Slides [ Section ~ 4= e Aa ==== 2 e\ { =T Q I select~ -
pboard " o orawing catng A
7 .
1
Click to add title
Click to add subtitle

Side 10f1 [ Englsh (United States) = N =] T - 1 + &% 0

Blank Presentation

If you want a theme for your blank presentation, go to the Design tab
and select your desired theme. To view more themes, click the More drop-

down arrow button.

14 Share &7 Comments

- - ‘ E g SEe Rt || BETED
~/ | size~ Background | Ideas
Variants
21314 1516 17 18 19 110 AT 12 11 '

Designer ~

File  Home Insert Design Transitions Animations Slide Show Review View Help O Search

3114115 116
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DISTINGUISHING DIFFERENT VIEW MODES

In Microsoft PowerPoint, there are different view modes located at the
lower right corner of the screen. Let us see the difference in each view mode.

W wCVER @%Y\ovv
Q Q Q
O )
m]m| 2
oo

ooooooooo

oooooooooooooooooooooooooooooooooo

= Notes | [B &5 T - | + 2% [
NORMAL VIEW
= This is the default view of the presentation, with the slide

sheet on the right and slide thumbnails to the left. This view
allows you to work on the slides and rearrange them.

HISTORY OF
VOLLEYBALL

by Juan Dela Cruz

oes (B8 B T -4 + x|
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SLIDE SORTER
oo The slide sorter displays all the slides in a tabular form. This
view only allows you to rearrange the slides and confirm
that all the needed slides are still there.

READING VIEW
This view will allow you to read the slide carefully, but you
cannot perform any editing. Unlike the Slide Show view,

it includes easily accessible buttons for navigation, located
at the bottom-right.

SLIDE SHOW

This displays all the slides along with the animations and
sounds that you have included. The Slide Show view has an
additional menu that appears when you hover your mouse,
allowing you to navigate slides and access other features.
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HISTORY OF
VOLLEYBALL

by Juan Dela Cruz

Reading View

HISTORY OF
VOLLEYBALL

by Juan Dela Cruz

Slide Show View

You can find all modes in the View tab.
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File _Home Insert Design  Transitions Animations Slide Show Review View Help O Search

= B[ Qo mE | B 5 |5

=ME= = = & Enj

Normal Outline Slide Notes Reading | Siide Har D ridines (20| Zoom Fitto | EGryscale New DICascade Switch | Macros
Gu Window | [mmiBlackand White | Window 3 Move Split  Windows -

View Sorter Page View | Master M:
eeeeeeeeeeeeeeee Master Views Show, 5 Zoom Color/Grayscale Window Macros

-

R REEERETE Mormal Cutline Slide MNotes Reading
View Sorter Page View

-
-

IIC]

Presentation Views

MANAGING SLIDES

There are a many ways to manage slides more easily, especially when
you have a long presentation.

VIEWING AN OUTLINE

The outline view shows your slide text in outline form. This allows you to
quickly edit your slide text and view the contents of multiple slides at once.
Choose Outline View in the Presentation Views group in the View tab.

HISTORY OF VOLLEYBALL pptx

ﬁ BElArrange Al (% E

N =
Zoom Fitto New CICESCRE Switch | Macros
Window | [miBlackand White | Window [E5/Move Split  Windows -

Color/Grayscale Window Macros

p—————
1] HISTORY OF VOLLEYBALL
by Juan Dela Cruz
Title Lorem Ipsum
Equipment Used in Volleyball

2
3
n
5 Basic Skills in Volleyball
6
7

HISTORY OF
VOLLEYBALL

by Juan Dela Cruz

Click to add notes
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ORGANIZING SLIDES INTO SECTIONS

You can organize your slides into sections to navigate your presentation

easily. Sections can be collapsed or expanded in the left pane and named for
easy reference. In this example, we will add two sections: one for volleyball
equipment and another for basic skills in volleyball.

1. Select the slide for your first section. In the Home tab, click Section.
Choose Add Section from the drop-down menu.

HISTORY OF VOLLEYBALL ppix

EAEN\OO - T A PFind
OA1lLeg - o 2 8

e { T

]

2. A dialog box that allows you to rename the first section will appear.
Repeat the first step with the fifth slide to see the difference.

2 e Equipment Used in Volleyball
ool
so || |mm &0 |
1 v )

6 1 - Click to add notes
Siide30f7 [ _Engish (United States)
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You will notice that your slides are now divided into sections. Slides 1
and 2 are in the default section, equipment for slide 3 and 4, and then Basic
Skills for slides 5 to 7.

AutoSave (® 0fF) = < HISTORY OF VOLLEYBALLpptx
file  Home Insert Design Transitions ~Animations Slide Show Review View Help O Search % Share {3 Comments
E"DA“ m ,ﬁlayoul' X Al A === U EAREN\\OO \:\1 F/ PFind QJ
[]gc - Reset e OA1LL 0 - o % Replace ~
Paste New Reuse — BIUSG®wA-a:-2-A S==1= ~ & sel Dictate
Slide~ Slides [ Section~ o = » e\ { } - elect - B
Mo - .
4 Default Section
| Ai :
\ :
, : Equipment Used in Volleyball
4 Equipment N
3 -
.............. :
N -
(N2 %) - \
s H // \
4 Basic Skill -
5 : -
E = :
- J] Click to add notes
lide30f7 LI Enalish (United = (=] B T - 1 + =]

To see the changes, from the Home tab, click Section. Choose Collapse
All from the drop-down menu. To return it, just select Expand All.

fl'j A Cut T"ﬂ I@l\ BElLayout - f’lj A Cut @ I@\ ELayout -

- &
EBCDDY N @Reset Paste [B(Iopy New Reuse O Reset .
Paste New Reuse —_ B I U S " ! : — ; I USs
o Slide ~ Slides [ Section ~ o= o Slide - Slides [J] Section ~
clipboard r, sid B Add Section Elpbuad i sid O Add Section
~ - =] At
=] 1 4 Default Section -

[ Default Section (2) 4=

1= 1 o
I Equipment (2) = _ J/B} Remoauve All Sections
- E;'( Remaove All Sections o
b Basic Skills (3) = 1B callapse Al
_ = collapse All e
= Expa
T& Expand Al g
w 2 -
- e n
: o .
-+ Eer = = -
- 4 Equipment -
z 3 | B
Equipment Used n Voleybot
- o
_ " -
o (N AT -
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MANAGING SLIDE MASTERS

You can use slide masters to set the default layout and appearance.
When you apply a layout, the slide is formatted according to the slide master’s
specifications.

Each slide master has several associated layouts. It is possible to also
use more than one slide master in a presentation, if desired. You can create
and customize your own layouts and slide masters in PowerPoint. You can
then save these into a custom template for future use.

1. To create and modify slide masters and layouts in PowerPoint, click
View tab in the ribbon. Then, click the Slide Master button in the
Master Views button group. Doing this opens the presentation’s slide

masters and associated layouts.

AutoSave O ¥ =< Presentation1 - PowerPoint £ Search
File Home Insert Design Transitions Animations Slide Show Review View Help Acroba
(]| [==] = Ruler = Color
g Qo B
- - - ) Gridlines : iGrayscaIe
Normal Outline Slide Notes Reading Slide Handout Notes ‘ Notes Zoom Fitto
View Sorter Page View Master Master Master Guides Window : Black and White

Presentation Views Master Views Show ~ Zoom Color/Grayscale

2. Each slide master in the presentation appears at the top of a hierarchy
of connected slide layouts in this pane. Each layout appears as a branch
of the slide master.

lew  View  Help  Acrobat £ Share ®

olors v &) Background Styles v m

! Hide Background Graphics

Click to edit Master subtitle style

ol bl bl D
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The current slide master and layout appear in the slide pane at the left
side of the window. It is displayed for editing in the main window.

3. To customize a slide master, select it in the slides pane.

AutoSave O El Presentation1 - PowerPoint

O search

File Slide Master Home Insert Transitions Animations Review View Help Acrobat
- Ll Colors v ) Background Styles v =
i B & @ et i ]
" ClirRename Fonts ¥ |v| Hide Background Graphics -
Insert Slide Insert Insert ] Foot Themes Slide Close
Master Layout [ Placeholder v ooters v u Effects v Size v Master View
Edit Master Master Layout Edit Theme

Background N Size Close
a

)
)

4. Then, select the default placeholders to apply by clicking the Master Layout

button in the Master Layout group. This can be found in the Slide Master
tab in the ribbon.

File Slide Master Home Insert Transitions Animations Review View Help
E = E] ‘ EColors v @ Background St
L ceccecsscccs g
Insert Slide Insert I__:H GEEE Master Q T
Master  Layout @ Preserve Layout E""."“""
Edit Master

Master Layout Edi I

Background

Master Layout

Choose the elements to include in

the slide master. MaSter
[ | Layout

o Dot
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5. Check the default placeholders to appear in the slide master and then
click OK. For example, if you choose Text and Date only, the rest of
the placeholders will not be shown.

Master Lay... ? X

Placeholders
[ Title
TEXT PI_ACEHOI_DER'-'--NE ' [ Text
- Date
[] slide number

Click to edit Master text styles

Second level
Third level [ Footer

Fourth level
oK Cancel
Fifth level

[F72]-+++++++ DATE PLACEHOLDER

y

Example of Master Layout with Only Text and Date Placeholders Activated

6. Ifyou want to save the selected slide master with the presentation, even

if it is not actively used by any presentation slides, click the Preserve
button in the Edit Master group.

AutoSave D Presentation1 - PowerPoint £ Search I
File Slide Master Home Insert Transitions Animations Review View Help Acrobat
= B . .. Colors v @ Background Styles v
L] [l Rename () . J AlFonts v O s
Insert Slide Insert Master Themes | — Slide Close
Master Layoull CF Preserve flo tayout €0e-0sc00 v (OEffects ¥ v [ Master View
.
Edit Master Master Layout Edit Theme Background| >< e Close
.
1 Preserve . .

Preserve the selected masterso o ¢ o CI eesoves
e that it remains with the I ﬁ P rese rve ose

presentation even if it is not used. Master View

Preserve Button and Close Master View Button

7. To close the Master Slide mode, click Close Master View.
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ooy |LESSon
| SHARPENING YOUR SKILLS

Directions: Enumerate the following. Write your answers on a separate sheet
of paper.

Major Parts of Different Views in W
. ) ays to
Microsoft Microsoft M .
g i anage Slides
PowerPoint PowerPoint

Microsoft PowerPoint is a presentation tool that aids in sharing ideas
with an audience. With this, people can be dynamic in presenting
information.
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TREADING THE ROAD TO MASTERY

Directions: Create a five-slide presentation about yourself by following the
instructions below. If you do not have a computer, please ask for assistance from

your mobile teacher.

There should be five slides for the presentation.
Choose a theme.
The contents should be about

your personal profile,

your hobbies and interests,

your family, and

other things you find interesting
about yourself.

Save the file with the file name:
MyFirstPresentation_(lastname)
(e.g., MyFirstPresentation_Cruz.pptx).

CRITERIA SCORE

Content 50%
Layout 30%
Format 20%
TOTAL 100%

Being familiar with a software’s features allows you to use it with ease.
To help you make your presentation look more professional, the next lesson
will show you how to format your presentation.

PRESENTATION SOFTWARE
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SETTING THE PATH

FORMATTING A
PRESENTATION FILE

After this lesson, learners should be able to

demonstrate understanding of formatting in
a presentation file;

apply different practices in creating slide content;

demonstrate good practices in lists and tables
in a presentation;

customize text in a presentation; and

edit charts in a presentation.

o0 © 0 ®
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TRYING THIS OUT

Directions: Give at least five characteristics that an excellent presentation should
have. Write your answers on a separate sheet of paper.

2
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UNDERSTANDING WHAT YOU DID

FORMATTING A PRESENTATION

3
F o

One of the primary difficulties encountered by people who use
presentation tools is getting and keeping the attention of the audience. To
avoid such difficulties, use Microsoft PowerPoint, which has many features
that allow you to make your presentation more presentable and creative.

THEME

In PowerPoint, themes give you a quick and easy way to change the
design of your presentation. They control your primary color palette, basic
fonts, slide layout, and other important elements. All the elements of a theme
will work well together, which means you will not have to spend as much
time formatting your presentation.

A theme is a predefined combination of colors, fonts, and effects.
Different themes also use different slide layouts. You are already using a
theme, even if you are not aware of it: the default Office theme. You can
choose from a variety of new themes at any time, giving your entire
presentation a consistent, professional look.

THEME ELEMENTS

Theme Colors

IIIIIIIIII THEME COLORS

Standard Colors

e i There are ten theme colors with light to dark

Recent Colors

EEE HER
No F

More Fill Colors...

/ Evedropper
=

variations, available from every Color menu.
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1 THEME FONT

Century Gothic {Headings)
Century Gothic (Bod) There are two theme fonts available at the top of

All Fonts
1HoonMakdaeyunpil R the Font menu under Theme Fonts.
210 Milkyway B

THEME EFFECTS
o —— | 2 shapefFill-

aoc| [ bc| |- 2 shape cutine- These affect the preset shape styles. You can find
- < = & Shape Effects ~

N . shape styles on the Format tab whenever you
select a shape or a SmartArt graphic.

APPLYING THEMES

All themes included in PowerPoint are in the Themes group in the
Design tab. Themes can be applied or changed any time, depending on your
own presentation.

To apply a theme, do the following steps:

1. On the Design tab, in the Themes group, click the drop-down arrow.
The menu will expand to show a gallery of themes.

sssssssssssssss

= lEls oo

ee || HISTORY OF
. VOLLETBALL
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2. Select a theme by clicking it. After application, every slide will have
a new look based on the selected theme.

File Home Insert Design Transitions  Animations

This Presentation

Office

Aa , Aa

_Ao A

ol

S
Aa Aa
- - L | = o]

Slide Show  Review View Help  © Search

T e

N

F‘E} Browse for Themes...
Save Current Theme... ’
I | - ¥ e W [] [ ]

file  Home Insert Design Transitions ~Animations ~Slide Show ~Review ~View Help 0O Search

1

k[

EmF

et

~| Click to add notes

HISTORY OF VOLLEYBALL

by Juan Dela Cruz

You can also change other aspects of the theme through the Variants
group, where you will find options not just for colors but also for fonts,

effects, and background styles.
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] - -
[ ] G

CCCCCC

Se

' [A] Fonts
[&] Effect
i

Background Styles
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Different Practices in Creating Slide Content

v" Keep it simple. Presentation software use slides with a horizontal
or landscape orientation. They were designed to display graphical
information that would support the speaker and supplement
the presentation. The slides were never meant to be the “star of
the show” Your slides should have plenty of “white space” or
“negative space.”

v" Avoid excessive words. Excessive words and lengthy texts make
it difficult to see and process information. People will either try
to read everything or copy down everything and will lose interest.

v Make bullet points easy to read. There should be no more than
six bullets per slide (some recommend four or five bullets), and
each should not have more than six to seven words. Periods at
the end of the bullets are not advisable.

v~ Use a dark font on a light background and white or light font
on a dark background. Avoid using too many colors because it
will be overwhelming on the audience’s eyes.
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ENTERING TEXT INTO A PLACEHOLDER IN
STANDARD AND OUTLINE VIEW

1. To enter a text in a standard view or normal view, click the placeholder
you want to enter a text with. There are two placeholders available on
the example below, one for the title and another for the subtitle.

Click to add title

Click to add subtitle

Click to add notes

Placeholders have texts that tell you to add content.

2. Let us add a text for the title. Type in “Hello World.” You can always
click the placeholder if you want to edit the text.

[} o o

Hello World

Click to add subtitle

i
0

Click to add notes
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3. You may also use the outline view to enter text. First, click the View
tab, and then select Outline View on the Presentation Views group.

4. Once you select Outline View, you will see the outline on the left
panel and the content of the slide. Let us edit “Hello World” to “Hello
Philippines.” Just put your cursor on the text you want to edit.

AutoSave DO B < Presentation1 - PowerPoint £ search
File Home Insert Design Transitions Animations Slide Show Review  View Help Acrobat

[ o] =] =l Ruler = .Color
e 2 B |

ridlines
Normaj Outline .Sﬂée."N(.)t.e% Reading S| Notes Zoom  Fitto Sevpel
View [Sorter Page  View M Guides Window :BlackandWhite
Presentation Views S Show ~ Zoom Color/Grayscale

1[_] Hello World

Outline
View

5. You will notice that the text in the slide area also changed.

O search

file e Insert Design Transitions

H
Normal O Notes Reading | Slide
Vi Page View | Master

+j B Armange Al
=
Ne

W Bicascade

Al
il

z
£ F [
g g
>

witch
ite | Window il Move Split ~ Windows v

Window

1] Hello Philippines

Hello Philippines

Click to add subtitle

6. To add text on the next placeholder, the subtitle, using Outline View,
position your cursor under the first letter of the title text. In this
example, click your mouse under the letter H. If you wish to add a
new slide, just press enter.
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Hello Philippines

presentation about the Philippines

COPYING, CUTTING, AND PASTING IN PRESENTATIONS

To copy a text:

1. Highlight the text, right-click, and then choose Copy; or simply
press the shortcut key, Ctrl+C.

2. Select the slide of the presentation where you want to paste the
copied text.

To cut a text means the text will be moved to another slide or another
presentation.

1. Highlight the text first, right-click, and then choose Cut; or simply
press the shortcut key, Ctrl+X.

2. Select the slide of the presentation where you want to paste the text
that has been cut.

To paste a text:

1. Click the area where you want to paste the text then right-click, and
then select Paste. Or simply press the shortcut key, Ctrl+V.

PRESENTATION SOFTWARE 47



LESSON 2

USING THE UNDO AND REDO COMMAND

The Undo command reverses your last action, while the redo command
can restore any action that was previously done using the Undo command.

To Undo: To Redo:

1. Press the shortcut key Ctrl+Z 1. Press the shortcut key Ctrl+Y
or the Undo button at the Quick or the Redo button at the Quick
Access Bar and select which Access Bar.

action you want to reverse.
The Redo command does not

By default, you can only undo have a list of actions because it
up to 20 times. will only redo the latest action
that has been undone.

FORMATTING TEXT

To change the font size:

1. Highlight the text then select the Font Size button in the Font group
in the Home tab. Click the drop-down arrow to choose font sizes.

ions. lide Show p  Acrobat hape Format & Share O ments  ©
5 e A ool Oa 2 shay pel ] Z
vengljll BAR A | == iz U [ EBNN =}
- e eeE gl SheYs o e ] e
BIUSSH Ay EEESH= ». (BN {}F - Styles v @ Shape Effects 3 Adobe PDF v | ideas
v

o

Hello Philippines:

A presentation about the Philippines
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To change the font type:

1. Highlight the text then select the Font button in the Font group in the
Home tab. Click the drop-down arrow to choose font types.

P Search
File e ign  Transitions  Animations  Slide Show  Review  View  Help  Acrobat  Shape Format (& Share ) Commen ts @
X Eﬂ 5 Buveu e = Ae | mBEINN\OO - I7 2 shape Fill OFind ) g
Trebuchet MS Bse = - i Vi
fﬁ iy t [rs| Treset e 1. OALlLo 0K O @ 2 shape Outline ~ <&, Replace ~ © =
Paste New Reuse Theme Fonts - I= Amange Quick Createand Share | Dictate | Design
© | side~ sides Bsection~ GO T e @shapefectsy | b select+ AdobePDF | v | ldeas
Clipboard 1§ Siides. Trebuchet MS Drawing 1 Edi jobe Acrobat | Voice | Desi igner ~
, Trebuchet MS o
All Fonts
Abadi (o)
Abadi Extra Light [}
Adobe Devanagari ]
Adobe Heiti Std R
Agency F8 @
Aharoni D e} (o}
Aldhabi D
ALGERIAN

Angsana New

s Hello Philippines

Arsbic Typesettng A presentation about the Philippines
Arial

Arial Black
Arial Narrow

Avrial Nova

9

To apply font styles:

1. Highlight the text then choose among the five font styles in the Font
group. In PowerPoint, there are five available font styles: bold, italic,
underline, text shadow, and strikethrough. Font styles can be used
all at the same time.

Design Transitions Animations Slide Show Review View Help Acrobat Shape Format

M N = — . = A > T = c‘ I =
Eiayou Trebuchet MS (Heading +|54  ~ A" A" Ay | i= = l: EENN\OO DL—‘D Eﬁ] 7Shape Fill _ }bDF'""
.  OALL 3~ [Z shape Outline v | % Replace ~

. &
{53 Reset S0 T Y A — — = |_| = ~ =1 Arrange Quick
& Section v _ v Aav A [ =E=ERE=EEFEY n. GeN\{ } [l Styles v @ Shape Effects ¥ I select~

des

Font [ Paragraph & Drawing 51 Editing

| B I U S a5

o)
A presentation about the Philippines
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To change the font color:

7. Highlight the text then select the Font Color button in the Font group
in the Home tab. Click the drop-down arrow to choose from a selection
of font colors, or choose a custom color by clicking on More Colors.
You may also use the eyedropper tool.
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Hello Philippines

Click to add subtitle

To apply case changes to text:

1. The Change Case command, which can be found in the Font group,
allows you to select among Sentence Case, Lowercase, Uppercase,
Capitalize Each Word, and Toggle Case.
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Hello PhilippinesE

Click to add subtitle

50 DIGITAL APPLICATIONS



LESSON 2

For example, if you choose Uppercase, the selected text will be in all
capital letters.

gn Transitions. Animations Slide Show Review View Help Acrobat Shape Format & Share I
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Click to add subtitle

To align text:

1.

Highlight the text you want to align, and then choose your preferred
alignment: Align Left, Center, Align Right, Justify, or Distributed
(only in newer versions) in the Paragraph group in the Home tab.
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PRESENTATION SOFTWARE

51



LESSON 2

52

ADDING LISTS AND TABLES

Microsoft PowerPoint allows you to break down your text in multiple
columns. This is especially helpful in organizing your list.

For example, you will list down all the places in the Philippines that
will be joining a volleyball tournament. Numbers 1-30 representatives are
now listed, but as you can see, the list automatically goes down and fits itself
by adjusting the font size.

Volleyball Togsnament

Let us break down the list into multiple columns so that it can fit in
the slide and make it more presentable.

Volleyball Togsnament

First, highlight all the B
text to break down. Then in &
the Paragraph group, click the
Columns drop-down arrow
and choose Three Columns.
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l‘ﬁ} Text Direction ~
[ Align Text ~

3= Convert to cmartArt -

T

A0 11
1

One Column

Two Columns

The long list is now broken
down into three columns. The text
and font are now readable.

Three Columns

More Columns...
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ADDING BULLETED TEXT
To indent bulleted text and remove indent from bulleted text:

1. Enter the list that you need for your presentation.

List of Filipino Dishes

* Adobo

- ° Lechong Kawali -

Sisig

° Sinigang na Baboy
* Crispy Pata
* Bulalo

® Inasal na Manok

2. Highlight the list, and then select the Increase List Level button in the
Paragraph group. This increases the indent level, which is often done
when there is a sub list. You will notice that the more you indent, the
smaller the texts and bullets become.

ow Review View Help Acrobat Shape Format

. = —=l=_ i | @B O
AR | BBNE - FEE v EENN\NDOO - 4

. OALL U~ ArraE
A  lM===EB= ». [ N\{ 17"

N Paragraph N Drawi
Increase List Level

Increase the indent level.
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List of Filipino Dishes
&

Py

O

3. To remove the indentions, click the Decrease List Level button.

W Review View Help Acrobat Shape Format
IS = 1=, 13~ \\'DOL
1.  OCALL U~
A - =v oo B8N { 7

Iy Paragraph N

Decrease List Level

Decrease the indent level.
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To switch to different bullet and number styles:

1. Highlight the list, and then select the Bullets drop-down button in the
Paragraph group. You will see different styles of bullets.

tions Animations Slide Show Review View Help Acrobat Shape Format

—r . da st Bl ==1=. B Npo - 0o L shape Fill v LFi
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« lipino Dishes
> v
7 TN EE Bullets and Numbering... I é@
* Adob
List of Filipino Dishes
@
o o o
LI Adobo
. Lechong Kawali -
DSisig
o DSinigang na Baboy o)
U Crispy Pata
U Bulalo
_ [Inasal na Manok
—o o o

2. To change the bullets to numbers, highlight the list again, select the
Numbering button, and then choose your desired style for numbering.
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itions Slide Show Review View Help Acrobat Shape Format
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. Bulalo

. Inasal na Manok
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ADDING TABLES
For a more organized and clear presentation of information, you can
use tables. These will let you insert your text in columns and rows instead of

lines and paragraphs.

To create a table:
1. Inthe Insert tab, click Table. A drop-down menu will appear, allowing

you to choose the number of cells you need.

1% Share 3 Comment ts

HISTORY OF VOLLEYBALLpptx

BEa T O B &

File Home Insert  Design  Transitions ~ Animations  Slide Show Review View Help £ search
BE | E e el B Q B [l sew. BRI B

e R [t o e g | = o | T (s e o (| et

Slide - Slides Pictures = Album - - Models EIMy Add-ins - Box~ &Footer - Time Number - Recording

For example, let us make a four-by-three table. It will automatically

come out with equal sizes of cells.

) (& e HISTORY OF VOLLEYBALLpptx
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Click to add notes
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2. If you need to move the table, select it and place your cursor on one of
the edges. Click and drag it to your desired location then let go.

AutoSave (@ 0ff) D-LE G - HISTORY OF VOLLEYBALL pptx Tal ols
& Share {7 Comment its
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Red Yellow Blue
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In this example, the table is now placed at the center of the slide.

3. You might also want to add columns and rows. For example, let us add
a row above and column to the right of Violet. Select the table, and then

go to the Layout tab then the Rows & Columns group.

File Home Insert Design Transitions Animations Slide Show  Review View Help Design Layout © Search
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Select Insert Above and Insert Right.
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Now you have added a row above and column to the right of Violet.

Primary Colors | Red Yellow Blue
Secondary Violet Orange Green
Colors

Tertiary Colors | Red Violet Yellow Orange | Blue Green

4. If you want to delete rows and columns, go to the Layout tab then
click Delete in the Rows ¢ Columns group. A drop-down menu will
appear; choose what you want to delete. In this example, let us delete

the second row.
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TPrimary Colors | Red Yellow Blue
Secondary Violet Orange Green
Colors.

(LTertiary Colors | RedViolet Yellow Orange | Blue Green
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_ Click to add notes
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The second row is now deleted.

Primary Colors | Red Yellow Blue
Secondary Violet Orange Green
Colors

Tertiary Colors | Red Violet Yellow Orange | Blue Green

5. You can also merge cells with one another. Let us select the cell Violet
and the cell beside it. Highlight the two cells. Then in the Layout tab, click
Merge Cells in the Merge group.

File  Home Insert Design Transitions Animations Slide Show Review View Help Design Layout O Search & Share &) Comments
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- Click to add notes
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Now the cells are merged.
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Primary Colors | Red Yellow Blue
Secondary Violet Orange Green
Colors
Tertiary Colors | Red Violet Yellow Orange | Blue Green
6. You can also split cells. For example, select _
the cell Violet. Then in the Layout tab, choose | [T
Split Cells in the Merge group. A dialog box Split
will appear, asking the number of columns and Cells
rows. If it is all set, click OK.
Merge
O O O
Primary Colors | Red Split Cells ? X
)Secondary Violet Number of columns: P ==l | 5
Colors MNumber of rows: 1 =
CTertiary Colors | Red Violet n [ oc || camel  Ereen S

Now the cells are back to its original look.

Primary Colors | Red Yellow Blue
Secondary Violet Orange Green
Colors

Tertiary Colors | RedViolet Yellow Orange | Blue Green
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To modify column width and row height:

1. To modify the column width and row height of a table, select the area

you want to adjust. A double arrow mouse pointer will appear.

Primary Colors Red Yellow Blue
Secondary Colors Violet Orange Green
Tertiary Colors Red Violet Yellow Orange Blue Green

2. For column width, drag your mouse to the left to decrease the width
or to the right to increase it.

TPrimary Colors ed Yellow Blue T
#Secondary Colors iolet Orange Green %J
(LTer'tiary Colors edViolet Yellow Orange Blue Green L

to increase it.

3. For row height, drag your mouse up to decrease the height or down

Primary Colors Red Yellow Blue

1 |
Seconadary Colors | violet Orange Green
Tertiary Colors Red Violet Yellow Orange Blue Green
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EDITING CHARTS IN A PRESENTATION

1. Click the Insert tab then select Chart.

AutoSave (® off) DO E = Presentation1 - PowerPoint £ search
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3. In the worksheet, replace the placeholder data with your own
information.
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I’" 'l' i I'I |!| I|| il |I|
A
1 Series1 |Series2 Series3
2 |Category 1 43 24 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
5 Category4 4.5 2.8 5
[«
Chart Title
6
5
4
log I
2 I I
0
Category 1 Category 2 Category 3 Category 4
mSeries 1 mSeries2 mSeries 3
o o

4. You may change the chart type in the Chart Design tab. Then in the
Type group, select Change Chart Type.

ch Heiden Chan  HC &= - X
/ View Help Chart Design Format & Share 2 Comments

il bwobeta bl i 1 -% St@ i F‘/ [EL ili

Change

Chart Type

Type ~
Change Chart Type
Cha“ge Change to a different type of chart.
Chart Type

title

Type

?:’ HH

Chart Title

5. The Change Chart Type dialog box will appear. Select the new chart
type you want.
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e @oD [ < <
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To edit areas of the chart, select the area then change it to your desired
text or content. To add additional elements in the chart, choose Add
Chart Element in the Chart Design tab then select the elements you

want to add.
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7. To change the background color of the chart, click Change Colors
in the Chart Design tab; for the chart styles, select among the
predesigned chart styles in the Chart Style group.

Presentation1 - PowerPoint £ Search —

Insert Design Transitions Animations Slide Show Review View Help Chart Design Format
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These are some ways to format your presentation. Be creative and
explore your presentation program to achieve a professional presentation.
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2| SHARPENING YOUR SKILLS

Directions: Identify the steps in formatting a presentation. Write your answers
on a separate sheet of paper.

STEPT:

STEP 2:
Change font color

STEP T

STEP 2
Change font type

STEP T

STEP 2

Apply theme
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TREADING THE ROAD TO MASTERY

Open your activity from Lesson 1: Treading the
Road to Mastery.

Format your five-slide presentation into
your desired theme, font color, font size, etc.

Save your work with the existing file name.

CRITERIA SCORE

Content 30%
Design 50%
Format 20%
TOTAL 100%

Applying themes and changing colors, fonts, and other elements will
help you create a simple yet professional presentation.
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SETTING THE PATH

INSERTING GRAPHIGS
AND ANIMATION

After this lesson, learners should be able to

insert a graphical object;

use tools to customize graphical objects in a
presentation;

demonstrate the finalization of outputs in
presentation software in terms of preparation,
checking, and presentation of slides;

demonstrate how to save a presentation in
various multimedia presentation formats; and

apply animations on each slide.

o © 0 © ®
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2

TRYING THIS OUT

Directions: Complete the concept map below by giving your ideas about the word

in the center. Do this activity on a separate sheet of paper.

You should be creative and understand your audience’s interest to
make your presentation become visually appealing and effective. Using
graphics and animation also matters in a presentation.
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UNDERSTANDING WHAT YOU DID

72

Most people think of a slideshow as a way of presenting a series of
still pictures using a slide projector; however, it could also be like a comic
storyboard.

Slides are considered frames with different scenes. There are pictures
and texts that should be arranged in order. It is the same with creating
presentations; you should carefully plan them.

Combining pictures and texts help make the slide become much more
interesting and informational, but avoid putting everything in a presentation.
Stress only the important points.
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INSERTING GRAPHICS

Microsoft PowerPoint, just like other Microsoft Office tools, can insert
pictures and other graphics such as shapes, charts, and SmartArt.

To insert a picture, select the slide where you want to place the picture.
Then in the Insert tab, select one of the options in the Images group. For
this example, let us choose Pictures. Choose the location of your picture to
be inserted.

AutoSave (@ Off) ‘9 v O @ [% ] Presentation1 - PowerPoint p Search
File Home Insert Design Transitions Animations Slide Show Review View
'i‘jf“ ﬁq ; ; l/_\g.l ?Online Pictures F(‘) :@ €D 3D Models ~ [= B Get Ad
@] Screenshot ¥ 73 SmartArt

New Reuse Table Pictures Shapes Icons Forms
Slide v Slides ~ &) Photo Album  ~ v ol Chart 62 My Ade
Slides Tables Images lllustrations Forms Add-i

116115 1141130921911 190:1:9 1.8 1T 161!

J I | P i — | I =

You may select more than one picture by simply pressing the Ctrl key
on the keyboard then arrange them accordingly.

S RN AN e S R T R A A 1)

It is best if you have a picture that has a transparent background, or
change your layout with white background. You may search pictures that
have a PNG file type, even online.
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On the right side of the window, the Design Ideas panel will open with
suggestions. These will help you have appealing slides, but they can only be
seen if you are connected to the internet.

File Home Insert Design Transitions Animations Slide Show Review View Help OFFICE REMOTE Shape Format Picture Format &3 Share &2 Comments
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Another way to insert a picture is through the slide itself. For example,
if you add a second slide with a Title and Content layout, you will see that

there are icons in the slide area. Select the Picture icon.

| -

A dialog box will appear where you can locate your picture; it will

FoasB 5 32 0 02 13 e S G T B 1D

Click to add title

automatically be inserted in the slide.

The same procedure can be applied if you are going to insert shapes

and charts.

@ Insert Picture

b <« ACER » Pictures > kitchen tools v 4] Search kitchen tools
Organize ¥ New folder =~ M @ F
A S
@ OneDrive -
v E -
[ This PC 9
3D Objects
[ Desktop
- images (9) images (11) images (12) images (13)

|=] Documents

3 Downloads w «'_1;)

b Music L \1.‘ ‘_" h“-‘;..‘ - Q

[&) Pictures g‘ =

\
Vi == E
B videos images (14) images (15) images (16) images (17)
‘am Local Disk (C:) b
—
- New Volume (D: Im o r
v [ (e N v
File name: | v| [anpictures v

ooooo

.

-—

PRESENTATION SOFTWARE 75



LESSON 3

USING TOOLS TO CUSTOMIZE
GRAPHICAL OBIJECTS IN A PRESENTATION

Graphical objects can be pictures, shapes, and charts. These are useful
in creating an effective presentation. They can all be found in the Insert tab
in the Images group and Illustrations group.

IMAGES ¢ ILLUSTRATIONS GROUP

ile Home Insert Design Transitions Animations Slide Show Review
__'I
= ]
10 BN 5 & DY @ =il
lew Reuse Table Pictures Screenshot Photo Shapes Icons SmartArt Chart
de ¥ Slides V v @ Album ~ © Models"
Slides Tables Images Illustrations

To copy and remove graphical objects:

1. Click the object then right-click and choose Copy or press the shortcut
key Ctrl+C. It will be in the clipboard, waiting to be pasted.
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2. Toremove a graphical object, click the object to be removed, and then

press Del in the keyboard. To cut it, right-click then choose Cut, or
press the shortcut key Ctrl+X. It will be in the clipboard, waiting to
be pasted.
. To copy and remove a slide, select the slide using the switching view
command.

To resize, rotate, and delete graphical objects:

1. To resize the graphical objects,

click the object then drag one
of the size handles (encircled in
the figure on the right).

. You can manually enter the
desired size to your images in
the Shape Format tab in the Size

group.

Shape Format & Share 1 Comments (©
2 A Text Fill v 51 | & = Align v - <
- E E]: = |_“ _Al'gn Metzem 2
itline v A A A ‘ ~ | A Text Outline ¥ by IO 1))
— t o —c ~
268 L [A Text Effects ¥ Text R Selection Pane CARotate v es[624cm
N WordArt Styles IS | Accessibility Arrange Size Ny A

. To rotate a graphical object, select the object then slowly drag
clockwise or counterclockwise on the rotate handle (encircled in
the figure below). You can also click on Rotate in the Arrange group.

@
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4. To delete a graphical object, select the object to be deleted then press
Del on the keyboard.

5. To align the graphical objects, select the object then select Align in
the Arrange group in the Shape Format tab. Then, select your desired

alignment.
~ B TextFill v _Z . CyBring Forward v [[E3Align'™ ‘ Mo em
A A A AText Outline ¥ Al%l r‘DSend Backward v I('=_|':| Align Left
7| [ Text Effects v Text N selection P:
ex K Selection Pane Eﬂ Align Center
WordArt Styles IS [ Accessibility Arrange N

=| Align Right

':'[]_T Align Top

HF Align Middle

|.'||]_.L Align Bottom

It Distribute Horizontally
";’ Distribute Vertically

v Align to Slide

Align Selected Objects
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To add and change drawn object to a slide:

Drawn objects include different et owin  wviion: _aumaton: Sisesnon _geven v
basic shapes such as line, arrow, block % p;msﬁ KD;%’ 53? Sm%gih]ﬂ G
arrow, rectangle, square, oval, and .. .| o 3
circle. * FEENNDOOATLS

Lines
NNNLLL223N\GYE

Rectangles

1. To insert a drawn object, click

Shapes in the Insert tab. Then, DoDoCOOOn
Basic Shapes
select the shapes you want to put e 66006
in your slide. You can insert as O IS
NOGC)()
many shapes as needed. o
oo leotPitrNd T
. € ouUNnNnD DM
8. For example, let us insert a aon
square and a circle. First, click PR
the square then drag in the Fawctar
oo<e/OgUgdooav
area where you want to draw, 00du8SX 6 AVAD
followed by the circle. Strs and Sanners
HHSRUBOORBHY
avms GO0
=nglish (United Kingdom) atlanen ) F\
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9. To change the fill color and line color, select the shape. In the Shape
Format tab, select Shape Fill or Shape Outline in the Shape Styles

group.

Animations Slide Show Review

View

' ﬁ Shape Fill v
z Shape Outline v

&) Shape Effects v

Acrobat Shape Format

A/

Help

2 Shape Fill v
Abc z Shape Outline v

¥ | &) Shape ¥ffects v

>

<

Shape Fill is the color of the shape, while Shape Outline is the color

of its border.

Help Acrobat

2 Shape Fill v
B Theme Colors

Standard Colors

Shape Format

A

V

No Fill
More Fill Colors...

/ Eyedropper

Picture...
5 I] Gradient >
Texture >
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' Help

Shape Format

Theme Colors

H EEEEEEN W

Standard Colors

2 Shape Fill v
z Shape Outline v

2

No Outline
More Outline Colors...

/ Eyedropper

= Weight >
% Sketched >
I Dashes >
& Arrows >
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In Shape Outline, you can also change the line style: Sketched or
Dashes. You can also change the line weight, which is the thickness
of the border.

2 Shape Outline v A A A F Z Shape Outline v A A m [Z shape Outline v ‘ A A A A e
Theme Colors 1 Theme Colors Theme Colors e
HE EEEEEEE WordArt Styles H EEESEEm W Syles B EEmAmES HordhreStyes
lIII“lIll
Standard Colors 1| EEEEE
Standard Colors ] | prEER
No Outline
. u N . . - No Outline
More Outline Colors...
No Outline More Outline Colors... R Eyedropper
More Outline Colors... & Eyedropper = Weight > vpt ——8M8 —
F Eyedropper = Weight > 5% Sketched > hpt ——————
= Weight > %% Sketched > I Dashes > %pt
i
— 1pt
= =2 Dashes > >
e Sketched > 1% pt [———
>
— D S —
== Dashes > T —— 2V pt
— —_— 3Pt —
<, Arrows > pt
AN ———A
6pt EE——
== More Lines... ZE More Lines...

10. To group objects, select two or more objects by pressing the Ctrl key
on the keyboard. Then, right-click and select the Group command.

@ copy
& [ paste options: )
&

18] Group

) Bring to Front

9% send to Back

@ Link >
Save as Picture.

B2 Edit Alt Text...

T size and Position...

-

Format Object..

T ¢

New Comment

11. To ungroup objects, right-click on the grouped objects then select the
Ungroup command.
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@ shape Effects

"\ 7\

No Shadow

Ij Preset >

D Shadow > |
I:‘ Reflection  ”
B Glow >
D Soft Edges >
D Bevel >
m 3-D Rotation ”

eea:!00 &: 0

eea O 00

Perspective

C EE® O8O0

U
U

o a

| Shadow Options...

New Animati Align Font
mmmmm it Styles. Col
E@ Copy
LE’ID Paste Options:
i
_LP_"I Group > LT:_"I Group

', Bring to Front > | &} Regroup

I?_E‘ Send to Back

@ Link

Save as Picture...
P Edit Alt Text...

IIl Size and Position...

<I’/ Format Shape...
tj New Comment

% =a- 12, To apply shadow, select Shape Effects

in the Shape Styles group in Shape
Format tab. In Shape Effects, click
Shadow then choose the desired
shadow to be applied.
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13. To move objects within objects, select Arrange in the Shape Format
tab. You can choose between Bring Forward and Send Backward. For
example, to move the circle to the back of the square, select the circle
then click Send Backward.

Shape Format

‘ ~ A TextFill v
A A [+] A Text Outine » .F\E
N

o
= Ale
11 A\ Text Effeets

L1yBring Forward v |... -

Accessibility Arrange

|__I|:|Send Backward ~ |
~, . . '
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ADDING ANIMATION ON SLIDES

Animations are visual effects that make your texts, images, shapes, or
charts come “alive.” They can catch your audience’s attention and helps them
engage with you and your presentation.

There are two types of animations you can use to make your
presentation come alive. These are the following:

TRANSITIONS

The first type of animation is called transition animation; these are
animations added in between slides.

You can view the different transition options by going to the Transitions
tab in the PowerPoint ribbon.

AutoSave (@ off) 55')-' O 1}! ECE.‘ = Presentation] - PowerPaint p Search

File Home Insert Design Transitions Animations Slide Show Review View Help OFFICE REMOTE

R e 8 @ @8 8 3 ®m M @© [

Mone Morph Fade Push Wipe Split Reveal Cut Random Bars Shape =

Preview Transition to This Slide

The default view shows ten transitions, but if you click on the drop-
down arrow on the lower-right corner, it will expand and show more
transitions.

Home  Insert  Design  Transitions  Animations  Slide Show  Review  View  Help  OFFICE REMOTE

L] & W= & =
None Morph Fade Push Wipe Spiit Reveal Cut RandomBars  Shap
B B O
Uncover Cover Flash
Exciting
2 = b W W & P W -
Fall Ovi Drape Curti vind Prestige Fracture Crush Peel Off  PageCurl  Airplane
d
J  Origami Dissolve  Checkerboa Blind: Clock Rippl Honeycor mb  Glitter Vortex Shred
O o @D =
Switch Flip Gallery Cube Doors B Comb. Zoom Random

B
i
W
HH
®
al
@

o
o

Fiy Through
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Transition animations have additional effect options. Clicking on the
Effect Options button will allow you to add and change settings.

File Home Insert Design Transitions Animations Slide Show Review View Help OFFICE REMOTE

R o0 = m © | e

Preview None Morph Fade Push Wipe Split Reveal Cut Random Bars Shape 3|

Options~ | =) Apply To All
Preview Transition to This Slide | Timi
BA6 015 1 1411311209100 19 1§ 1T 0615 F-f 1302070001205 14-8

From Right T

From Top

From Left

61718191

From Bottom

1500

From Top-Right

From Bottom-Right

From Top-Left

EREEEM AR

From Bottom-Left

A A mis mamim mlm e ol imm e me

You can also adjust the timing and duration of each transition and set
when you want the transition to take place.

I 0O Search Heiden Chan G* &3 - P
ow Review View Help OFFICE REMOTE 15 Share {2 Comments
) Sound: |[No Sound] | ~| Advance Slide
= M © - |
hd (© Duration: {01.25 Iﬂ [¥] On Mouse Click
Split Reveal Cut Random Bars Shape o FEffect = —
Options ~ | 3 Apply To All [ After: |00:00.00 2

on to This Slide Timing P
P41 040191 @1 T 1B 1514130200100 102030415060 T 18191401 A1 1121131 141 151 161 -
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ANIMATIONS

Animation brings the objects or elements in your slide to life.

To add an animation, click on the object you want to animate, and then
go to the Animations tab.

File Home Insert Design Transitions Animations Slide Show Review View Help QOFFICE REMOTE Picture Form:
A
ke AL A - i\- iR A
Vo | K ¥ % K ¥ w K {7 t .
Preview None Appear Fade Fly In Float In Split Wipe Shape  [g| FEfrect Add

-

Animation ~ 73 /

Preview Animation ) Advanced 4

The default view shows eight animations, but if you click on the drop-
down arrow, the menu will show more options.

File Home Insert Design Transitions Animations slide Show Review View Help OFFICE REMOTE Picture Format

‘}i\_’ None |2] -S:J\—r -i\-—r_ 1|2 Animatior
Preview * Effect Add & Trige
X pti i Animation ~ ‘}f{ Animat
Preview b : Advanced Animatior

b1 Qe T 213 GGl

1 Entrance

* A
2 ¥ % W ¥ X W %X
Appear Fade Fly In Float In Split Wipe Shape Wheel

' & K KX X%

2 rv ! Random Bars Grow & Turn Zoom Swivel Bounce
@ Emphasis
I~ A S N G . S S

Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate Darken Lighten
o Ak Kk A Kk Kk K
Transparency Object Color Compleme... Line Color Fill Coler hC £ C derl
Exit
Mg > A > <'» <L s <

F¥ More Entrance Effects...
ﬁ More Emphasis Effects...
ﬁ More Exit Effects...

fi More Motion Paths...

Slide 2 of

86 DIGITAL APPLICATIONS



LESSON 3

You can choose from the following types of animations:

Entrance

As A, 0

¥ ¥ JTow W % x  #&
Appear Fade Fly In Float In Split Wipe Shape Whee! Random Bars  Grow & Turn

v - A€
wx r X%
¥
Zoom Swivel Bounce

Entrance. The icons for this type of animation are colored green. This
will animate the object as it enters the slide according to your timing

preferences.
Emphasis
A MAS by 7N A / / \ / /
{ J rd
woOR ¥ X oS Kk ok K ¥ ) ¢
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate Darken Lighten Transparency Object Calor
J / J A A A A7 A N
SA7 SAZ i ire <B7 SB7 SAC
* Y Kk K K K Kk K 0K
Complemen..  Line Color Fill Color Brush Color Font Color Underline Bold Flash Bold Revea Wave

Emphasis. The icons for this type of animation are colored yellow. This
animates the object to draw attention to it.

Exit
A~ A A"l - - e
3 ¥ % % oyt wx H* % w %
Disappear Fade Fly Out Float Out Split Wipe Shape Whee Random Bars Shrink & Turn
*x OKx %
” N
Zoom Swive! Bounce

Exit. The icons for this type of animation are colored red. This will
animate the object as it exits from the slide.

Motion Paths

[ ~ 1 O ©

Lines Arcs Turns Shapes Loops Custom Path

Motion path. This type of animation will allow an object to move from
one spot to another. You can specify or draw the path you want the
object to take.
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To apply animation:

1. Click all the pictures and texts that you want to apply animation to.
2. Select your chosen animation. Notice that a number will appear on the
upper left corner of the elements. This is to indicate the sequence of the

animation.
ns Animations Slide Show Review View Help QOFFICE REMOTE ¥ Sha
A A - 4\ | {\.. /= Animation Pane [> Start: On Click « | Reord
d 3T W b 7 Trigger~ (Duration: (0100 | A M
Fly In Split Wipe Shape Elrec Aod = -
Options~ | Animation Y& Animation Painter (, Delay: 00.00 ] v M
Animation &l Advanced Animation Timing

116145 1141131421111 90 19 1 BT 1615141301204 0-00 1020131415161 T 180181401 111121 131 141 151 161

3. Control the timing of the animation through the commands in the Timing
group.

£ Search 5 Share ! Comments
A f[= Animation Pane [> Start: |On Click - | Reorder Animation
® 0w + ©
F - Trigger Duration: 01.00 Move Earlier
Wheel Random Bars |+ Effect Add L . S
Options~ | Animation~ T Animation Painter | (BDelay: 0000 ° Move Later
M Advanced Animation Timing ~
Bt T 161514 13:0:2:0:91:011-1:2:1:3:1:4:1:5-1:6:1-F1:8 19140 1411121131141 151 16:1 - []

88 DIGITAL APPLICATIONS



LESSON 3

To see the results of the applied transitions and animations, click on
the Slide Show view button or press F5 on the keyboard.

IMPORTANT POINTS WHEN ADDING ANIMATIONS

Adding animations to presentation slides is relatively easy, but avoid
overdoing it. You might find yourself animating all objects and adding
transitions to every slide. It might look fun, but it can distract your audience’s
attention from the message you are trying to convey in your presentation.

So here are some guidelines you should follow when adding animations
to PowerPoint:

POINTS TO REMEMBER

e Simplicity is key. Simple animations like fade and appear
may not be as impressive as other animations available, but
these add a touch of elegance to well-timed slides. It makes
your slides look clean and simple.

® Limit the number of animations on a slide. One or two
animations per slide should suffice. There is no need to
animate every single object on each slide.

e Time your presentation well. Make sure your objects appear
right after you introduce it. This keeps your audience’s interest

piqued.

® Remember to practice. Practicing your timings and your
animations are key to a successful presentation.
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ADDING PRESENTERS OR SPEAKER NOTES IN SLIDES

When you are creating a presentation, you can add speaker notes to
refer to later while delivering the slide show in front of an audience.

1. The Notes pane is a box that appears below each slide. An empty Notes
pane will prompt you with text that says, “Click to add notes.” Type
your speaker notes there. If you do not see the Notes pane or it is
completely minimized, click Notes on the task bar across the bottom
of the PowerPoint window.

Click to add notes ~———

Hello everyone! Today | want to welcome you to a short talk about the Philippines.

2. When you connect your computer to a projector, the presenter view
will appear on your computer screen while the slides appear on the
projector screen. In presenter view, you can see your notes as you
present, while the audience sees only your slides.

&t SHOW TASKBAR 53 DISPLAYSETTINGS ¥ TB  END SLIDESHOW

Hello Philippines

A presentation about the Philippines
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CHECKING THE PRESENTATION

To hide or show a slide:

If a slide should be included in the
presentation file but you do not want it to
appear in the slide show, you can hide the

slide.

A hidden slide remains in the file; it
is merely hidden when you run the Slide
Show view. You can switch the Hide Slide
option on and off individually for any slide
in the presentation.

1. In the left navigation pane, select a
slide. To hide a slide, right-click the
slide that you want to hide and then
click Hide Slide.

You will notice that the slide number
is slashed to indicate that the slide is
hidden.

2. To show a slide that you previously
hid, right-click the slide that you
want to show and then click Hide
Slide.

it

L

X cut
(@ copy
F‘EI Paste Options:

27 &

New Slide

Reuse Slides

o 3 E

Duplicate Slide

Ex' Delete Slide

E Add Section

Layout >
£3 Reset Slide

&3 Format Background...

Hide Slide
+ ¥
'v:l New CommentU
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To spell-check a presentation:

You can spell-check your entire presentation by using the Spelling
command in the Review tab. The Spelling command will do a complete
change on the spelling errors.

AutoSave DO ¥ = Presentation1 - PowerPoint
File Home Insert Design Transitions Animations Slide Show Review
abc m D i ) 7* o | X1 £ LV
v/ (\lj dx
Spelling and Check Translate Language New
Grammar Accessibility v Comment
Proofing Accessibility Insights Language Comments

Spelling and Grammar (F7)

Typos? Not on our watch. Let us
check your spelling.

I LI T

To change slide setup and slide orientation:

1. Select the Design tab.
2. Near the right end, select Slide Size, and then click Custom Slide Size.

£ search

Design  Transitions  Animations  Slide Show  Review  View  Help  Acrobat % Share 1 Comments  ©

-

Variants Customize Designer ~

S —i (O 8® &
I & Slide Format Design
Size v Background Ideas
Slide Format — I [ standard e
SIZE v BaCkg rou nd |:| Widescreen (16:9)
i Custom Slide Size...
Customize QD_

92 DIGITAL APPLICATIONS



LESSON 3

3. In the Slide Size dialog box, select Portrait then select OK.

Slide Size ? X
Slides sized for: Orientation
Widescreen e Slides
Width: D gisortrait
19.05ecm Jandscape
Height:

- Notes, Handouts & Outline
33.867 cm—
Number slides from: @ FErE
1 - O Landscape

OK Cancel

4. Inthe next dialog box, select Maximize to take advantage of the space
available or Ensure Fit to make sure that your content fits on the
vertical page.

Microsoft PowerPoint ? X

You are scaling to a new slide size. Would you like to maximize the size of your
content, or scale it down to ensure it will fit on the new slide?

Maximize Ensure Fit

Maximize Ensure Fit Cancel
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To change paper size:

1. Select the Design tab on the toolbar ribbon. Select the Slide Size icon
near the far-right end of the toolbar.

£ search

Design  Transitons  Animations  SlideShow ~ Review  View  Help  Acrobat 8 Share T

B Y 1 IS

Size v Background

——

Themes. Variants Customize r

2. Select your desired slide size: Standard (4:3 aspect ratio), Widescreen
(16:9), or Custom Slide Size.

Slide Size ? X
N
Slides sized for: Orientation
Widescreen v Slides
On-screen Show (4:3) O Portrait

Letter Paper (8.5x11 in) ® Landscape

Ledger Paper (11x17 in)

A3 Paper (297x420 mm) Notes, Handouts & Outline
A4 Paper (210x297 mm) ® Pportrait |
B4 (1SO) Paper (250x353 mm) O Landscape |
B5 (ISO) Paper (176x250 mm) f
35mm Slides oK Camez] l'
L| Overhead - — —e=—
Banner & = __Sulu Sea )'mb.-
e F |‘—-l-
On-screen Show (16:9) & u.J;‘.'.=g
On-screen Show (16:10) P w ‘E
i ) b -
Custom Celebes Sea

3. In the next dialog box, you can select Maximize to take advantage of
the space available or Ensure Fit to make sure that your content fits
on the vertical page.
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Microsoft PowerPoint

Maximize

Maximize

? X

You are scaling to a new slide size. Would you like to maximize the size of your
content, or scale it down to ensure it will fit on the new slide?

A4

Ensure Fit

Ensure Fit Cancel

To print your PowerPoint slides, handouts, or notes:

1. Select File then Print.

2. Then, click on the Printer drop-down menu and select your printer.

3. Inthe Settings drop-down menu, you
can customize which slides you want
to print. You can also select how you
would like them to be printed:

Slides. Click on the drop-down
arrow. Here, you can choose to
print all slides, selected slides, or
the current slide. You may also
type which slide numbers to print
in the Slides box, separated by a
comma.

Print Layout. You may choose to
print just the slides, include the
speaker notes, or lay it out as an
outline or a handout.

(A Home
Copies: |1
B New E]
Print
= Open
Printer
Infg
e Adobe PDF
) .
Ready
Save
Adobe PDF
Q% Read
Save As 22y
~ Fax
Save as Adobe ®
PDF
< Microsoft Print to PDF
print == Ready
Microsoft XPS Document Writer
=
Share =2 eady
OneNote (Desktop)
Export =
o == Ready
Close <> OneNote for Windows 10
==

Account

Feedback

Options

PRESENTATI

Ready

Add Printer...

Print to File
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Settings Settings
I_ Print All Slides Custom Range
Print entire presentation - =3 M
p Enter specific slides to print

Slides
Slides: 1‘
I@ Print All Slides Full P olid
Print entire presentation I:l ull Fage Slides -
Print 1 slide per page
F[:ﬁﬂ Print Selection
i___ﬂ*l Only print the selected slides Collated
1T -

Print Current Slide 123 123 123

Only print the current slide
. Color -
Custom Range

Enter specific slides to print

I

[}

i

]

Edit Header & Footer
v Print Hidden Slides

o The Outline layout prints  pint Layout -
only the text in the slides, ]
Without images, ‘ Full Page Slides Notes Pages Outline

Handouts

o The Notes Pages layout B
shows the slide and the 15lide 2 Slides 3 Slides
related speaker notes below 23 BE =
it. 4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal [,

o The Handouts layout Erame Slides
allows you to print several = v scaletoFitPaper
slides on one page and, High Qualty
depending on your option,
can leave you space for

. l:l Full Page Slides .
note-taking. Print 1 slide per page

« For Copies, select how many copies you want to print.
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Ig] Copies: 1 .

Print

4. Select Print.

%:l Copies: | 1 .

Print @
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PRESENTING YOUR SLIDE SHOW

Once your slide show is complete, you will need to learn how to present
it to an audience. PowerPoint offers several tools and features to help make
your presentation smooth, engaging, and professional.

1. There are several ways you can begin your presentation:

 Click the Start From Beginning command on the Quick Access
Toolbar, or press F5 key on your keyboard. The presentation will
appear in full-screen mode.

AutoSave (@ off) AN O N2

File Home Insert Design Trans

0w 5 W

From From Present Custom Slide
Beginning Current Slide  Onlinev¥  Show v

Start Slide Show

 Select the Slide Show view command at the bottom of the PowerPoint
window to begin a presentation from the current slide.

=nNotes | [E BF ‘?é!— i + 79% €

« Go to the Slide Show tab on the ribbon to access more options.
From here, you can start the presentation from the beginning of the
slide.
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AutoSave (@ off) OO © <

File Home Insert Design Trans
> m= =] (|
T T LGS
From From Present Custom Slide
Beginning Current Slide | Onlinev  Show v

Start Slide Show

2. You can exit presentation mode by pressing Esc on your keyboard.
Alternatively, you can right-click then select End Show.

——- Hello Philippines

nnnnnnnnnnnnn
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SAVING A PRESENTATION IN VARIOUS

MULTIMEDIA FORMATS

We learned from Lesson 1 that presentations can be saved in different

file formats. There are many file formats available, but the file formats most

commonly used for multimedia presentation are the following:

PPTX
presentation software

The default format. You can still
edit the presentation, even in other
computers.

WMV
Windows media video

A video file based on the Microsoft
Advanced Systems Format (ASF)
container format and compressed
with Windows Media compression.
The presentation will be played as a
video.

MP4
mpeg-4 video
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1 = Documents

Flowers

PowerPoint Presentation (*.pptx) .

PowerPoint Presentation (*.pptx)
PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPoint 97-2003 Presentation (*.ppt)
PDF (*.pdf)
XPS Document (*.xps)
PowerPoint Template (*.potx)
PowerPoint Macro-Enabled Template (*.potm)
PowerPoint 97-2003 Template (*.pot)
Office Theme (*.thmx) A
PowerPoint Show (*.ppsx)
PowerPoint Macro-Enabled Show (*.ppsm)
PowerPoint 97-2003 Show (*.pps)
PowerPoint Add-in (".ppam)
PowerPoint 97-2003 Add-in (*.ppa)
| PowerPoint XMI Precentation (*xml)
MPEG-4 Video (*.mp4)
Windows Media Video (*.wmv)
[Animated GIF Format (.giT) M
JPEG File Interchange Format (*.jpg)
PNG Portable Network Graphics Format (*.png)
TIFF Tag Image File Format (*.tif)
Device Independent Bitmap (*.bmp)
Windows Metafile (*.wmf)
Enhanced Windows Metafile (*.emf) v

To save, follow the procedure in saving then select which among the
three file formats you prefer.

Flowers Flowers Flowers

You can identify the file format because of its icon. For PPTX, the
Microsoft PowerPoint icon will be used, while for MP4 and WMV, a preview
of the presentation will be displayed.
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[tem type: MP4 File

Size: 6.94 MB
{ Length: 00:00:11

Flowers

Item type: WMV File
Size: 8.56 MB
Flowe{ | ength: 00:00:11

Flowers Flowers

Remember, graphics, transitions, and animations are fun and great
to use, but when overdone, you could lose your audience’s attention.
Saving in a different file format preserves the presentation you have

created, and other people cannot simply edit your work without your
permission.
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LESSON 3
SHARPENING YOUR SKILLS

Directions: Using a Venn diagram, compare and contrast the transitions and
animations used in a presentation. Do this on a separate sheet of paper.

Transitions Animations
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1 TREADING THE ROAD TO MASTERY

Open your activity from Lesson 2: Treading the
Road to Mastery.

Update your presentation by inserting pictures
and applying transitions and animations.

Save your file in three different file formats:
PPTX, WMV, and MP4.

Presentations should be effective, interesting, and simple. Be creative
and innovative, and explore other applications to widen your
knowledge in creating presentations.
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DON'T FORGET

® Presentation software are tools that can help you
capture your ideas in an outline form and convert
those ideas into a multimedia presentation.

® Presentations should be dynamic.

e The four major parts of Microsoft PowerPoint are the
slide area, slide number, slide tab, and slide view
buttons.

® Presentations can be saved in different locations and
different file formats.

e Templates and themes are readily available upon
opening the program.

® The four slide view buttons are normal view, slide
sorter, reading view, and slide show view.

® Viewing an outline and organizing slides into sections
are ways to manage slides.

® Themes are predefined combination of colors, fonts,
and effects.

® To break down a list, just use the Columns command
in the Paragraph group.
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MODULE 4

e Slides should be arranged in order like telling a story.

® The two types of animation are the transitions between
slides and the animation of each element.

e Remember not to apply too much design and animation
in your presentation. Simplicity is the key.
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& | MODULE 4
EXPLORE MORE

Learn more about how to create presentations on the following websites:

Q Creative Presentation Ideas
https://www.youtube.com/watch?v=BuB7IhWZn]s

() PowerPoint: Inserting Video
https://www.youtube.com/watch?v=UJBCanW]D0k

(Y PowerPoint: Inserting Audio
https://www.youtube.com/watch?v=pP3kTmsnbnY
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MODULE 4
REAGH THE TOP

Directions: Identify the word being described in each statement. Choose your

answer from the choices in the box. Write the letter of your answer on a separate
sheet of paper.

A. Slide Show | B. Slide Tab C. Reading View | D. Transitions
E. Slide Number |E. Normal View | G. WMV H. MP4
I. Presentation |]J. Slide Sorter |K. Presentation |L. Layout
Tool Software
M. Animation N. Entrace O. Slide Area P. PowerPoint
Animations
Q. WAV R. Theme S. Effects T. PPTX

1. It is the area where most of your work—such as editing, adding, and
deleting content—is done.

2. It allows you to visualize a thumbnail of the created slide.

3. These are visual effects which make your texts, images, shapes, or
charts come “alive.”

4. This is a command that has different options for a slide layout.

5. This is an aid for presenting information. Computers are an example of
this.

6. You cannot perform any editing on this slide view.

7. 'These are tools that can help you capture ideas in an outline form and
convert those ideas into a multimedia presentation.

8. Itis the default format of PowerPoint. You can still edit the presentation,
even in other computers.
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MODULE 4

10.

11.

12.

13.

14.

15.

These are animations added in between slides.
It is a video file based on the Microsoft Advanced Systems Format (ASF).
This slide view displays all the slides in a tabular form.

It is one of the most common video file formats used for downloading
and streaming videos from the internet.

This give you a quick and easy way to change the design of your
presentation.

The icons for this type of animation are colored green.

This displays all the slides, along with the animations and sounds, of
your presentation.
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ANSWER KEY

PRE-ASSESSMENT

1. B 6. D
2. A 7. C
3. A 8. B
4. A 9. D
5. B 10. B

LESSON 1: UNDERSTANDING PRESENTATION
SOFTWARE

TRYING THIS OUT

Major Parts of Microsoft PowerPoint
Slide Tab
Slide Number

Slide Area
View Buttons

Different Views in Microsoft PowerPoint
Normal View
Slide Sorter View
Reading View
Slide Show View

Ways to Manage Slide
Viewing an Outline
Organizing Slides into Sections
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ANSWER KEY

REACH THE TOP 108
1. O 6. C 11. J
2. B 7. K 12. H
3. M 8. T 13. R
4. L 9. G 14. N
5. 1 10. D 15. A
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GLOSSARY

Compressed Files I

Creative I
Dynamic |
File Type |
Innovative I
Logical I
Multimedia |
Projector |
Scene I
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Any file that contains one or more files or
directory that is smaller than their original file
size.

Having good imagination or original ideas.

(Of a process or system) characterized by
constant change, activity, or progress.

A name given to a specific kind of file.

Featuring new methods; advanced and original.

Connecting ideas or reasons in a sensible way.

Using a combination of moving and still
pictures, sound, music, and words, especially in
computers.

An object that is used to project rays of light,
especially an apparatus with a system of lenses
for projecting slides or film onto a screen.

A sequence of continuous action in a play, movie,
opera, or book.



GLOSSARY

Sequence I Arranged in a particular order.

A sequence of drawings, typically with some
Storyboard

directions and dialogue, representing the shots
planned for a movie or television production.
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