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Let’s create a presentation

presentation. Now blank presentation can be opened using ‘blank presentation’. 
The, below shown interface will appear

    Step
  

Figure 6.1 – Open power point

06 Presentation Software  
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When a new presentation is opened, topic slide would appear as shown in 
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Adding a New Slides to a presentation  

several types of slides appear as shown below. By selecting the slide according 
to the need, you have to click on the selected slide.

Steps to add New Slides

Figure 6.3 – New slide dialog box 

Select the ‘blank’ if you can need a blank slide, ‘title and content’ if you can 
nee to present facts with a title or ‘title slide’, if you want a slide to include a 
title.   



Free distribution only40

Inserting a Clip Art and Word Art to slides

To add title to a presentation click on the 
Click to add title place holder box, then type the text

To add sub title to a presentation click on the 
Click to add sub title place holder box then type the text

To add description in details click on the 
Click to add text area and type the text

Figure 6.4 – Add Title

Figure 6.5 – Add Title and Sub Title 
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To insert shapes/ objects, clip art or pictures, you should use insert bar

presentation

Figure 6.6 – Insert bar

Through ‘pictures’ pictures can insert

Shape can be inserted by using ‘shapes’ option

Video can insert by using ‘video’ option
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Insert a Table
Follow the steps given below to insert a table
Select ‘Insert’ then select ‘table’ after than The insert table dialog box will 

and click ok  

Figure 6.7 – Insert a         Table 
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Formatting Text on Slides

Figure 6.8 - Text Formatting tools

Steps for change the font type
1. Select text

Steps for change the font size
1. Select text

Steps for change the font color
1. Select text

Slide Transition

you can create an attractive slide.

Open, store, close a presentation
If you want to open a presentation which is already created If you want to open 

To pen an existing presentation you can use ‘browse’ to go to the place where 
the presentation is saved.
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Steps to Open

Figure 6.9 – File menu

For closer store current presentation, follow the below given instruction

Steps to store a presentation

Steps to store a presentation

With this software, we can create a presentation as above.
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Activity 6.1

1st

nd Slide - Insert picture of sun and write down two sentences about sun.
3rd Slide - Insert a table and write down detail description of other

   planet is inside table 
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Use a design template

a presentation are as follows

Figure 6.10

Figure 6.11
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Formatting the slides
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Activity 6.2

1st

nd

3rd

4th
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Finally the slides should be appearing as below. Then do the presentation in 
the class


