\.,

° < IS POWERPOINT 2010:
N PRESENTATION TOOL

,

CHART

!
CHAPTER SURF 0 .i Effective presentation and communication play a vital role in

our lives. The ability to express confidently and effectively has

presentation Graphics Software . . ) )
become an important criterion of many job profiles. There are

C G - : |

;Z?f"{.ﬁ'r::em a Presentation Graphics i many situations when one wants to communicate and share

R _ one’s own ideas to a group of people and even wants to convince
. Introduction to MS PowerPoint 2010 | t1em, for example, a student may have to participate in a debate

Starting MS PowerPoint 2010 competition or a marketing person has to convince his clients for

Components of MS Powerpoint 2010 a new product. In all such types of situations, to communicate

Window in a better way, one can take the help of a visual presentation.

A presentation comprises slides that contain text, figures and

ic Elements of a Slide
pictures to support and emphasise your ideas. A presentation

Slide Show
Siide Layouts a}[}so in;ludes interesting features like animation effects to draw
. . i 's attention.
¢ (Creating 8 New Presentation the aulence s aLLaAtion
Working with Different Views of a Slide
e 11.1 PRESENTATION GRAPHICS SOFTWARE
Working with Slides . . ‘ .
. . , A presentation graphics software is an application software
* Formatting the Slides i inci
o ) that lets you create computer-based, attractive and convincing
|,,.-emlng Objects . presentations. There are different presentation graphic software
Grouping and Ungrouping the Objects available such as MS PowerPoint, Apple Keynote, OpenOffice
Animating Objects Impress, Corel Presentations, Adobe Persuasion, FlowVella,

" Applying Slide Transitions Kingsoft Presentation, etc.

* Setting Up and Running a Slide Show

Bxting PowerPoint
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112, FEATURES OF A PRESENTATION GRAPHICS SOFTWARE

| psdiscussed earln'er, a preser'wtat:cn graphics software allows you to create an attractive multimedia presentation
using a series of ?I:des. Text, images, videos, animations, links and sound can be combined on each slide to create
a final presentation. Let us learn some features of presentation graphics software here.

A presenti_itmﬂ. grap!‘ncs software enables yo. to create slides that contain combination of text, images,
videos, animations, links and sound to communicate your ideas.

it enables you to add animation effects that allow the various elements on each slide to appear
after a certain al-’nount of time or when a presenter presses a button, so that emphasis can be put on
the important points.

it has the feature of Slide master. Slide master allows the style (font, font size, background, etc.) to be set
once and then uses throughout the presentation.

It enables you to add transitions. Transitions basically specify how the slides of a presentation are advancing
from one to another. Transitions usually include dissolving from one slide to the next or the current slide
being moved in some way to show the next slide as though it was underneath.

It enables you to add Slide notes. Slide notes are really helpful for the presenter as any notes associated with
the current slide are visible only on his/her display. The audience is able to see just the slide on the screen

from a projector.
« It also provides many standard templates and themes for developing slides.

| Apache OpenOffice Impress is a popular and widely used OpenSource and free graphics

| presentation package.
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11.3INTRODUCTION TO MS POWERPOINT 2010

MS PowerPoint 2010 is a presentation software developed by Microsoft. It is a part of the MS Office 2010 suite.
It allows you to create dynamic slide presentations that can include animation, narration, images and videos.
MS PowerPoint includes all the features that you need for a professional-looking presentation. Let us learn about

the working of MS PowerPoint 2010, in this chapter.

. 1.4 STARTING MS POWERPOINT 2010
MS PowerPoint is a part of the MS Office 2010 suite. Perform the below mentioned steps to open MS PowerPoint.
Step 1: Click on the Start button.

Step 2: Click on All Programs.
. Step3: Search for Microsoft Office from the All Programs menu and click on it.
Step 4: Search for Microsoft PowerPoint 2010 from Microsoft Office and click on it. The MS PowerPoint 2010

window will appear.
«— MS PowerPoint 2010: A Presentation Tool 1241 g
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Fig. 11.1 Starting MS PowerPoint 2010
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11.5 COMPONENTS OF MS POWERPOINT 2010 WINDOW

The following MS PowerPoint 2010 window will appear. Let us now learn about the basic components of 3

PowerPoint window.

Title bar
Quick Access toolbar |
— — -

File tab Ribbon
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Slidetab  Status bar

11.5.1 Title Bar

The Title bar is a horizontal bar present at the top of : SECHIE IS

the PowerPoint window. It displays the name of the file
followed by the name of the program which in this case is

Microsoft PowerPoint. presentation

—FF Computer Applications- (MS Office) —
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You can change it at the time f
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