Skills
and Pathways

Presentations

with Microsoft® Powerpoint

Sampler

RN
]

100 =

i

O

binarylogic




Skills and Pathways:
Presentations with Microsoft® Powerpoint

Printed and distributed by McGraw Hill in association with Binary Logic SA.

All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or
transmitted in any form or by any means—electronic, mechanical, photocopying, recording, or
otherwise—without prior written permission from the publishers. No part of this work may be used
or reproduced in any manner for the purpose of training artificial intelligence technologies or systems.

Disclaimer: McGraw Hill is an independent entity from Microsoft® Corporation and is not affiliated
with Microsoft Corporation in any manner. Any Microsoft trademarks referenced herein are owned
by Microsoft and are used solely for editorial purposes. This work is in no way authorized, prepared,
approved, or endorsed by, or affiliated with, Microsoft.

Please note: This book contains links to websites that are not maintained by the publishers. Although
we make every effort to ensure these links are accurate, up-to-date, and appropriate, the publishers
cannot take responsibility for the content, persistence, or accuracy of any external or third-party
websites referred to in this book, nor do they guarantee that any content on such websites is or will
remain accurate or appropriate.

Trademark notice: Product or corporate names mentioned herein may be trademarks or registered
trademarks and are used only for identification and explanation without intent to infringe. The
publishers disclaim any affiliation, sponsorship, or endorsement by the respective trademark owners.

Microsoft, Windows, Office 365, Microsoft 365, Access, Excel, PowerPoint, Outlook, Microsoft Teams,
Photos, Clipchamp, OneDrive, OneNote, Bing, and Microsoft Edge are trademarks or registered
trademarks of Microsoft group of companies. Google, Gmail, Chrome, Google Docs, Google Drive,
and Android are trademarks or registered trademarks of Google LLC. Apple, iPad, iPhone, Pages,
Numbers, WavePad, Keynote, iCloud, and Safari are registered trademarks of Apple Inc. Adobe
InDesign, lllustrator, Express, and Photoshop are either registered trademarks or trademarks of
Adobe in the United States and/or other countries. GIMP is a registered trademark of Gimp
Foundation. Audacity is a registered trademark of MuseCY SM Ltd. LibreOffice is a registered
trademark of the Document Foundation. Paint.NET is a registered trademark of dotPDN LLC. The
above companies or organizations do not sponsor, authorize, or endorse this book, nor is this book
affiliated with them in any way.

Cover Credit: © seventyfour74/123rf

Copyright © 2026 Binary Logic SA MHID: XXXXXXXXXX  ISBN: XXX-XXX-XXX-XXX-X

mheducation.com binarylogic.net

o

binarylogic




Contents

1.

Presenting your ideas

Slides, text,and images. ...

Transitions and animations

Sound, video, and 3D models

Charts and graphs

Tips and tricks

Multimedia presentations
Storyboarding

Capture and edit multimedia
Record your voice

Fix photos and add effects

Create an animated story

3. Advanced imaging

Image essentials

Image adjustments

Retouch and enhanCe. ...

2D animation creation




Key Features

> An innovative approach to building digital competencies, developed by expert educators.

> Curriculum aligns with the latest industry standards, preparing students for certifications
and future careers.

> Well-defined learning goals and hands-on, applicable digital skills.

Apply filter:

Each unit offers
straightforward explanations
and contemporary examples,
making technology concepts
accessible and relevant.

Every unit includes a
variety of tasks and
activities designed to help
students build essential
digital competencies.

Hands on!

Project

Space knowledge evolution presentation

Projects and exercises
throughout the course
reinforce students'

i
LT

understanding and practical Naki

application of digital skills in S

real-world scenarios. rFﬁ
i

Students learn about
platform diversity
expanding their digital
toolkit and adaptability.

Adobe Photoshop

Each unit organizes key
terms that are crucial for
digital literacy, equipping
students fortoday’s
technology-driven workplace.
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UNIT 1

Presenting your ideas

Presenting ideas clearly is a valuable skill, whether sharing information with
classmates, friends, or family. This unit covers how to use Microsoft
PowerPoint to create engaging presentations by organizing slides, adding
images and animations, and customizing design for maximum impact.

Learning Objectives

In this unit, you wiill:

>

>

>

>

create and organize slides by inserting and formatting text.
customize slides with design themes, colors, and layouts.
add images and apply alt text for accessibility.

enhance presentations with transitions, customize duration and
effects, and apply animations.

use advanced animation techniques and manage audio and video
clips.

insert and customize 3D models and SmartArt graphics.
create and format charts and adjust elements.

start a slide show from any slide and create custom shows.
configure slide show settings and manage linked files.

rehearse with Speaker Coach for real-time feedback and
improvement.

>

Microsoft PowerPoint

1. Presenting your ideas



LESSON 1

Slides, text, and images

Microsoft PowerPoint is a presentation program used to showcase a wide range of topics, from college
projects to lighthearted subjects found online. In the future, as a professional, PowerPoint can be a tool
for presenting various projects at work. When presenting information, it’s effective to organize content
into smaller sections using slides. Each slide serves as an individual page that focuses on a specific part
of the presentation. Opening the program reveals a straightforward user interface that’s designed for

easy navigation.

@ AutoSave “) v () @ < Ppresentation - PowerP... O Search Binary Academy @ = (m] 4
File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help |© Record:‘ \'Fﬁ Present in Teams:\ \E|
X = v , =V iEvIEY B /Q

[y} |ig§- |CEmmmmmsE = ‘| CA ¢ & B A

Dacte B New & Uus = = = 53 Drawing | Editing = Dictate Add-ins | Designer

- sidev - | L~ A vr-|Ar|lpl==== = v v -

Clipboard ~ Slides Font y Paragraph Voice Sensitivity Add-ins R4
1

o—

To quickly navigate through
your presentation, use the

Mo arseansiae. | Click to add title

Click to add subtitle

e 3 e N
Speaker notes help keep track of \ Each slide is a "page"
key points during a presentation. of your presentation.
Typing notes here allows for easy k
. e . -
reference,. especially if using a Use the Zoom slider
second .monltor, whfere they ca.n be and View buttons to
read discreetly while presenting. .
L ) zoom in or out of your
- —— = = slide and change the A
| Slide 10f 1 English (United States) | $% Accessibility: Good to go = Notes = 88 . ) <«
— ——= view of your slides.
\

Click to add notes

Slide 1 of 1 English (United States) ﬁ’,Accessibi[ity: Good to go éNotes = a8 B -+ + 55% <|:j>

r a

O Be Safe

L~ Protect yourself and the environment. Learn the value of recycling. Did you know that you can
recycle a’lot/of electronic devices as well-as battéeries?

1. Presenting your ideas
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Start typing

Create a small presentation about a campus cafeteria. Follow the steps to type text onto a slide.

@ rvose @0f) B D~ 1) T = Presentationt - Power.. £ Search sayaaieny @ - O X
To add text:

file Home Insert Draw Design Transitions Animations SlideShow Record Review View Help —Shape Format PNEREE

. . X |Aptos Display (Headings) ~ @ = L_A 0} $ ﬁl
> Click the text box which says E@g e | B TS M2 orawing ea/og G | o AiH oeiner
~ v vAvar A AL = v v ~
Click to add title and type i = = o | i, i s
your text, e.g., "Our café". @ .. o
> Click the text box which says 0

Click to add subtitle and
type "Business plan". @

Click to add subtitle
4 \
When you notice an object with

this outline and dots, it means
that you can resize or rotate the s
text or image box. You can do this | OU r@afe
in all Microsoft programs and
most others.

—O
Side10f1  [[}  English (United: Business plan

P

How to insert a slide

To have an informative presentation, add more slides.

. . Autosave T < Presentation] - £ Seard Binary Academy =
To insert a slide: 2 izt ekl ° 8 X
File  Home Insert esign _Transitions _ Animations  Slide Show | e o 1;]
. e e [eees e ) .
> On the Home tab, in the Slides pe B e 3BT U S & AL
-8 Sidev Fv | £ v A~ Aav A A A =
grOUp, CIICk NeW Sllde' o —— - - : Title Slide Ti‘tnle and Conént S.ection HeaderbE [ .
1 \
> A new slide will be added nzes
below the first one. @ S p—
Two Content Comparison Title Only -
1
= . s Blank T
—_ Cl'Ck tO add t|t|.e Caption Caption
2

[ Duplicate Selected Slides
e * Click to add text

El siides from Outline..

i3 Reuse Slides...

You can jump from one

slide to another by f R B If you click the New Slide
R . GO H i
clicking them, in the

arrow, a list with different

thumbnail pane. styles of slides will open.

Choose the one you like.

L") Smart Tip

©  Guy Kawasaki, who is considered to be a presentation guru, has suggested the Rule: a PowerPoint
presentation should have ten slides, last no more than 20 minutes, and contain no font smaller than

30 points. He believes that this rule is applicable to presentations for raising funds, making a sale,
creating a partnership, ete:

1. Presenting your ideas



Insert images

Add an image to your presentation.
First, type your slide title.

To add an image:

> Click the Stock Images icon in
the center of the slide. @

> In the Stock Images window,
type a keyword or phrase in the
search box. @

> Select one of the images € and
click Insert. ©

> The image you chose will be

B acse @) B DD T 5 snayacdemy @ - O x
File Home Insert Draw Design Transitions Ani If you click the [Orecord | [ ® | [
Bt @ — Pictures icon, you Of &
Paste B siges | B T U S & &~ . . Add-ins  Designer
¢ ©  Z-A-n KXk | caninsert an image
Clipboard 5. Font Sensitivity Add-ins ¥
. N from your computer.
: Click tg add title

+ Click to add text

0

automatically inserted in your

slide. @

Remember that on the Home and
Insert tabs, you can format and insert
objects just like in Microsoft Word.

L
4 -
d Bl ¥ B
2 B
5
6
v
E
¥
7 = v
side4of 11 [0 English (United States)  $% Accessibility: Investigate notes  [E] o — e —C
Stock Images © e
Images  Icons  Cutout People Stickers  Videos lllustrations Cartoon People

L oranges e

@ As a Microsoft 365 subscriber, you have access to the full library of creative
content.

Microsoft PowerPoint will display some

ideas
on the right to design your presentation.

Scroll through the suggestions in the Design
Ideas pane and select the design you want.

v ¢
slide4of 11 [}  English (United States) 9 Accessibi

Binary Academy = (m}] X
2 (=)
@ auosae @) B D v 1) T < Presentationt - PyerPoint el snayaaeny @ - O X Review View Help (@ Record | | \@ ‘v
S ) =S
File Home Insert Draw Design Transitions Animationd, Slide Show Record Review View Help |®Record | | & | HD\ l_—A /() §
X T A R DD Drawing = Editing = Dictate Add-ins, Deslgner

a L1 CA | O S ﬁ | |

Paste § i F Draving | Editing Dictte Add-ins Des:gner o | saaivty || s

; a
Clipboard 15 Font paragraph ‘Vnice Sensitiity | Addins Designer v 2
1 = Designer v ¢ o
- Click to add titl
ICK1O a e

3
4
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Alt text

Alt text, short for "alternative text", is a feature that provides a textual description of images or other
graphic elements within a presentation. Alt text serves as a descriptive tool that aids individuals with
visual disabilities. When a person using a screen reader encounters an image in a document, the
screen reader will read the alt text aloud, providing an auditory description of the picture.

To add alt text: @ avosae @o) B D7) F 5 Ppresentationt - Powerboi O snayacdery @ - O X
File Home Insert Draw Design Transitions Animations Slide ecord Review View Help Picture Format [@ [El \E
g - B colorv =8 - 2 7 [heringForward ~ B~ IS —
> SeIeCt the Image you E;%e Co;g;m E[3 Artistic Effects v 5 v q‘ﬁ @~ % [ Send Backward v [ - EE i]:”:::
wish to add Alt Text to. o Background v E@Tensparency~  £3 v | Sylesv B« | Tet | Slsclectionpne g+ | v P2 o]
Adjust Picture Styles IS5 Accessibility Arrange Size [ e
> On the Picture Format : 1
tab, in the Accessibility
group, click Alt Text. © ? ” Click to add
> In the Alt Text window, e title
type the text you want in T
order to describe the 4  Glicktoaadtext
object. ©
: SE=ERC
@ O Edh
6
7 [ o v
Side 4 of 11 [ English (United States) tzmessibni:yummigm
0 AutoSave “) ¥ O T < Presentation1 - PowerPoint pel Binary Academy @ = (] X

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Picture Format Accessibility | ® 7] | | =] ]

[% A j 2 v a\l}c _i}_i ‘L Reading Order Pane  Ig v [[] Always Use Subtitles CC+ @
— — Z . ) - P2 Alt Text = IR
- Spelling  Slide

CheAck_ A Font ext Highlight > @ Subtitle Settings v Accessibility
Accessibility | Color~  Color v $ Title v B Mark as Decorative ~ @ Help
Review Color & Contrast ~ Screen Reader ~ Captions & Subtitles N Resources d
a
- Alt Text vooX
How would you describe this object and its
D) o context to someone who is blind or low

vision?

- The subject(s) in detail

- The setting

- The actions or interactions
- Other relevant information

. Click to add
title

(1-2 detailed sentences rec ded)
5 = L’-\ bowl of oranges on a table
= * Click to add text o ;
Description automatically generated
6 E-
kA B2 g B
7 (= Qo [] Approve alt text
Eg @ dl] (] Mark as decorative ©
8 =
- Give feedback on this alt text
9 ——
Powered by Office Services
10 = w4 »
Slide 4 of 11 [U English (United States) f)’< Accessibility: Investigate éNotes = =1 @ ——p——+ 60% <@’
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Headers and footers

Headers and footers can be added to slides, appearing at the top and bottom, respectively, to include
consistent information across the presentation. This content will appear on every slide.

To add a header or footer:

> On the Insert tab, in the
Text group, click Header &
Footer. @

> The Header and Footer
window will open. @

> Select Slide number to
apply numbering to your
slides @ and Footer to
write a small text, e.g., who
the author is. @

> Click Apply if you want to
apply these changes to
the specific slide @ or
Apply to All for the whole
presentation. @

> Check the information on
your slide. @

4 N\
You can choose between the

current date that will be
updated automatically every
time you open your
presentation or a fixed date that
you will type.

N
This removes all this

information from the
title slide, the first slide

@ asae@o) B 9D F -

Presentation1 - PowerP...

£ search

v acacemy @) —
File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Picture Form: |©Record‘u1

_E, E &} Screenshot v
New

Table | Pictures
Slide v v "€ B Photo Album

Siides | Tables Images

@ fé % D 3D Models

d|®| 8 |EIR |4 2| O

Power | Links | Comment | Text | Header WordAtt & Symbols

B
Cameo | Shapes Icons o SmartArt

ol chart

Bl e

Box &Footer v A]

Camera

Illustrations

Powier B

Comments

Text

2 = Clicl to add

~ab

3
9

Put headers and footers on the Notes and

Handouts. Notes and Handouts are pages that you
can print and may contain either the notes that you

wrote on each slide or the slides as thumbnails.

of the presentation.
J

Header and Footer

Slide Notes and Handouts

Include on slide
Date and time

© Update automatically

Preview

[10/11/2024 v
Language: Calendar type:
[English (United States) "I IGregorian V‘

O Fixed

[10/10/2024

Slide number
Footer

|Author (Type your name) o

.

Apply

Cancel

Apply to All

@ awose @o) B DU F v Presentationt - Pove.. £ search

s @— [Spa—

New | Table Pictures
Slide v v

(&) |F(‘) % @ 30 Models ~
B photo Album e
dcher

Sides | Tables. Images Camera
a

Click to add
title

* Click to add text

=l

@oEM

Jorn B8

v
Side4of 11 [0 English (United States) 35 Accessibiliy: Investigate

File Home Insert Draw Design Transiions Animations Slide Show Record Review View Help

e 384 Q D

Cameo | Shapes Icons 22 S Power | Links  Comment Tet | Symbols Media

ustrations power 81

snayscasery @ - 0 X

[@Record | [ 8| (5]

Header and footer is
something that you are
going to meet in a lot

i of programs. They
work in the same way.

Comments

1. Presenting your ideas
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Themes

Adding color or themes to slides can make a presentation more appealing.
It's best to use these features sparingly for maximum effect.

To apply color:

> On the Design tab, in the Customize group, click Format Background. @
> Under Fill, in the Color list, click the one that you like. @

> Click Apply to All. ©

> The background of your slides will change. @

@ Autosave D~ ) T < Ppresentationl - PowerP.. £ Search Binary Academy - [u] %
File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help \@ Record | |\ﬁ P Teams:\ \D\
: n G
Aa Aa ‘ Aa Aa g ID -
- - Cm mmm = —— —— =i | Slide  Format Designer
Size v Background
Themes Variants Customize Designer v
a a
1 . Format Backgro... v x
2 The problem ..
v Fill
3 * The campus cafeteria offers mainly coffee, soda refreshments, O Solid fill
and fast food O Gradient fill
* The products in the campus cafeteria are sold in high prices O Picture or texture fill
4 =
— & ¢ College students do not have a place where they can meet O Pattern fill
(] Hide background grap
5 =
Color ] & "‘
Transparency F— \ 0% \
G =
:
7 = 10/11/2024 Author (Type your name) 2 t 3 E o §
= L 2 \ Apply to All | ‘ Reset Background |
v
slide2of 11 [}  English (United States) 3 Accessibility: Investigate == Notes = 88 g - + s50% <
@ Autosave YD v B < Presentationl - PowerP.. £ Search Binary Academy @ - (] P
File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help [® Record | i Present in Teams | |D|
* f & a
ra |(aa  |[aa Y [Aa = _
e || mmm—— | | ——— i [ | p— B R | e
Themes Variants Customize Designer v
o o
1 Format Backgro... v X
2 The problem ..
v Fill
* The campus cafeteria offers mainly coffee, soda refreshments, O solid fill
and fast food O Gradient il
* The products in the campus cafeteria are sold in high prices O Picture or texture fill
4 S,
— 3 ¢ College students do not have a place where they can meet O Ppattern fill
[ Hide background graphics
5 - Y
Color | & V|
Transparency H— \)0%—:]
6 L J
5/
7 (= 10/11/2024 Author (Type your name) 2 2 . .
= p— - S— ¥ | Apply to Ali ok
i LU J
slide20f 11 [{}  English (United States) 3% Accessibility: Investigate == Notes = 88 B - -~ +\sox O
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To apply a theme:

> On the Design tab, in the Themes group, choose a theme of your liking. @

> To apply a different color variation of a particular theme, in the Variants
group, click a variant. @

> All the slides will acquire the same theme. ©

Presentation1 - PowerP... O Search Binary Academy @ - (] X

o AutoSaveE Z)VO ]:TEI 2

Fle Home Insert Draw Design Transitions Animations Slide Show Record Review View Help ©Record] [iﬁ Present in Teams D .
) N [ | ’j -
— ide orma esigner
) —_— —— Size v Background
Themes Variants Customize Designer ¥

>

This Presentation

Our café

Business plan

(& Browse for Themes..

Save Current Theme...

A theme is a collection of colors and font
formatting that you can use as a template format.

> Amosave B 90U T < Presentationl - Powerp... £ Sear Binary Academy @ = [m] X
File  Home Insert Draw Design Transitions Animations Slide Show Review View Help [@ Record] [iﬁPresent inTeams] @]

T op [@&

= = .
— — Slide Format Designer
- Size v Background
Themes Variants Customize Designer b
a _ a .

' Designer Vo

§9¢

Our café
W o

Business plan

6 $%¢
k . ' Our café
T D ) N Y
T
slide1of 11 [}  English (United States)  $% Accessibility: Investigate Lnotes oE 85 ‘W T ———+ 0% &

1. Presenting your ideas
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Views

In Microsoft Word, you can apply different views to help you while working on your document.
The same goes for Microsoft PowerPoint.

AutoSave |9 — O =] @ Autosave (@ o) D+ ) B v Presentation - PowerP.. £ Ssearch BinaryAcademy@ - [a] 5%
file Home Insert Draw Design Transitions Animations SideShow Record Review View Help | @ Record | [ Presentin Teams| (&
File Home Insert Design = %
=T B8] [E] O Ruer Color -+ = =
= | Q o W= ME & B
Side Notes Reading | Side Handout Notes = JOTOINES Nt 7oom Firro M Orayscale New | Switch | Macros
- - [ ] Sorter Page View | Master Master Master | [ Guides Window [l Blackand White | Window [ | Windows v
—] — 180 v
Presentation Views Master Views Show [ Zoom Color/Grayscale Window Macros
< ; ; a o
Normal Outline Slide Notes Reading 1
View Sorter Page View
Presentation Views
Normal view is G 0 fé
the standard view
Business plan
of the program. 4 g
s
5
v
2
6 ¥
= - 5
Slide1of 11 [}  English (United States)  $% Accessibility: Investigate

Znoes [ 88 [ ———"Y

The problem

andfastfood
+ The products in the campus cafeteria are sold in high prices.

If you want the result )
of your presentation,
press @

Use the mouse or the
arrow keys to go from
L one slide to the other.

Our café

Business plan

s N
° o @ Autosave ... off Y~ ) T < Presentationl - PowerP... O Search Binary Academy = [m] X
The Slide Sorter view lets -
. File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help | @ Record | | Present in Teams | - Share
you see smaller slides, so — @ =8 =
- EE = Q = Col =]
h k th I t EE ‘l:|> olor |_=| = C;j ,?Q"
you can chec e ayou Normal Outline | Slide | Notes Reading = Slide Handout Notes Zoom Fitto | I Grayscale New O Switch Macros
. e View |[Sorter| Page  View Master Master Master Window [ Black and White Window [ | Windows ¥
and details of transitions o v
. . -
and animations. You can
. The problem Our solution
also move slides around to ; .
change their order or » elgeii el Bl st
delete them by selecting
them and pressing LGEEY.
1 2 3
If you want to stop the
presentation at any time, Marketing and sales The magic
press (@). — iyt
* To offer freshly cooked light food + Hard work - we have to satisfy our classmates
4 5 6
o
Slide 1 of 39 [0 ' English (United States) % Accessibility: Investigate = 28 B -3+ 100% &
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v

Business plan

States) =nNotes L& Display Settings =M 55 -t 5%

4 \
The Notes Page view provides Don’t forget that you can also use the
space to add the notes you view buttons and the zoom slider at

want on a specific slide. the bottom right corner of the program.
|\ J
@ Autosave Bl ©+v0O T =< presentation] - PowerP... £ Search Binary Academy @ = (m] X
File  Home Insert [Draw Design Transitions Animations Slide Show Record Review View Help [@ Record] [lﬁ Present in Teams} = =
Slide Master [ Ruler — Color |- = —
. Q ¢ =) 38 2
Normal Outline Slide |Notes | Reading HandoutMaster (] Gridlines | 70 ol Grayscale New | Switch | Macros
View Sorter | Page | View Notes Master (7] Guides Window : Black and White Window [l = Windows v
Presentation Views Master Views Show ~ Zoom Color/Grayscale ‘Window Macros W
a
Our café

Click to add text

Notes 1of 11 [} English (United States) &A«essibility: Investigate

L X

= =8 e e — s

Hands on!

Find photos and information about the greenhouse effect and create a presentation to

inform your classmates about, this topic.

1. Presenting your ideas | 15
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LESSON 2

Transitions and animations

To make a presentation more exciting, add cool effects. Microsoft PowerPoint offers many options.

Transitions

One option to add transition effects to the slides is to add motion effects that occur (in Slide Show
view) when moving from one slide to the next during a presentation.

To apply slide transitions:

> On the left-hand side of the screen in the Thumbnail pane,
click the slide you want to apply a transition effect to. @

> On the Transitions tab, in the Transition to This Slide Every transition effect has a

group, click the one you like. 9 default duration, for example, for
the Wipe transition, the default

duration is set to 1 second and for
the Split transition it’s 1.5 seconds.

> The effect will be applied during the transition between
the previous slide and the slide you have chosen. ©

J/

preview the slide effect every time the slide changes. typing in the Duration box or by

Click Preview to [Click on the Sound option to add a sound] You can change the duration by
transition effects. clicking the arrows next to it.

& Au-oSave YD~ () B < Presentationl - Powe.. O Sear

File |Home Insert Draw Design Transitions Animations Slide Show Record eview View Help

@DE@

b (© Duration: |01 00
Rreview None Morph Fade Push Wipe Split Effect

Options ¥ & Apply To All
Preview Transiti s Slide
a
il

The problem

* The campus cafeteria offers mginly coffee, so’

To make the presentation
_— and fast food

automatic, uncheck the On
* The/products in the campus cafeteria are sold  Mouse Click box and set

i
(Click the arrow pointing

downward to check all
the transition effects
you can apply.

tH  the transition time. The
slide won't change until the
set time has passed.

To apply a transition to
the whole presentation,
click Apply To All.

1. Presenting your ideas




Animations

Another way to make a presentation more appealing is to add animation effects to text or images. For

example, an item can appear or disappear gra
spin, move up or down, etc.

dually, fly onto the slide from the side, change size, color,

TO add an animation effect: @ aosnve @of) B D~ ) T s Ppresentationt - Powerb.. O Search Sinary Academy @ ;ku X
File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Shape Format [@Record | [ B | (7]
i 1|7 Animation Pane > | Reorder Animation
> Click a text box (or an X, X x|k XE - ?i o -
image) on a slide. @ ot ) wil o
i
> On the Animations tab, in &2 &
the Animation group, you . one i
. 2R Click to ad .
can notice all the title
animation effects you can Y g ‘"ﬁ N
a = RS A 3¢
apply. Click the effect you [+ Gliok to addtext fopesr e yn o feen S
| X w > w &
want. If you want, add . > " Vipe sg% Vel Rardom s GowcTum
N BEE Y B o X%
more effects to the other N o s oo
text box(es) on the slide. @ - )
. . DA SR SR G e
> C|ICk Prev'ew e to - Pulse Color Pulse T;e;r Spin Grow/Shrink
preview a” the animation Desaturate  Darken Lighten  Transparency ~ Object Color
. . ki % Kk K k|l
effects you have applied to e o1 (D g e Sy 5 i i Conplemen. UneColor FilColor Soncoler fomcolr |y
5 b Y A D T
the slide. S0 More Envance fects.
. 3% More Emphasis Effects...
For more effects, click the e More et e
. o X More Motion Paths...
arrow pointing downward. &

The small numbers on the left
side of the text boxes on a slide
indicate the order in which the
animation effects will occur.

Duration is set by default to 0.5
seconds and Delay is set by default
to 0. You can change these numbers

by typing or by using the arrows.

<

¥

- PowerP...

0 AutoSave E z)

v Presentation1

£ Search

(] X

Binary Academy @/—

, Click to add
| title

File  Home Insert Dra Design imations  Slide Show Record Review View Help [@ Record | | P?é%t in TeamsJ |C‘}
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Advanced animation

Animations can be customized in many ways. In the Animations tab, under the Advanced Animation

group, there are many options to explore.

Click Effect Options to see more choices
for specific effects. Each effect has
different options, so it's best to
experiment before making a final decision.

The Add Animation button
offers more cool animations.
You can even create your own.
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Sections

Microsoft PowerPoint offers a feature that allows you to create sections, simplifying the organization,

navigation, and management of your slides. Sections in PowerPoint serve as a means to categorize and

group slides together.

To create a section: @ Autosave YD~ ) T < Presentationl - PowerPoint 0 Search

. i File w Insert Draw Design Transitions Animations Slide Show Record Review View Help

> Click the slldg you want an X » |[EDE -
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> On the Home tab, in the
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Add Section. ©

> |n the Rename Section
window, type a name for
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Summary zoom

Microsoft PowerPoint allows the creation of a new slide as a landing page to access different parts of
the presentation. Using Summary Zoom, an interactive way is provided for the audience to explore
various sections or key points.
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Section zoom

A Section Zoom in PowerPoint is essentially a hyperlink to a section that already exists within your
presentation. These section zooms can be used to navigate back to sections that you want to
emphasize or to illustrate the connections between specific parts of your presentation.

To create a section zoom:

> Click the slide of your
presentation to which you
want to add a section
zoom link. @

> On the Insert tab, in the
Links group, click Zoom
and then click Section
Zoom. ©

> From the Insert Section
Zoom window, @ check
the sections you want to
use as a section zoom @
and then click Insert. @

> Your section zoom will be
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> Move each section to
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Slide zoom

Slide Zoom is a feature that enables non-linear navigation within a presentation. It allows the presenter
to move between slides in any order, without disrupting the overall flow. This flexibility helps create
dynamic presentations, allowing for a more interactive and engaging experience, as content can be
revisited or explored in different sequences based on audience needs or preferences.
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It's time to take your previous presentation to another level. Use animations and transitions
to make it cooler. Also, use zoom for PowerPoint to make your presentation-mare dynamic
and exciting.

1. Presenting your ideas



Take a moment to reflect on your progress.

How confident are you in your ability to apply the following skills?
> Creating slides, organizing content logically, and formatting text effectively.
> Adding and adjusting images with alt text and customizing presentation themes.

> Applying and customizing slide transitions, animations, and advanced settings like
triggers and motion paths.

> Inserting and managing audio and video clips for smooth playback.

> Adding and customizing 3D models and SmartArt graphics to represent relationships
and hierarchies.

> Creating and formatting charts, adjusting data, axis scales, and colors for clarity.
> Linking and embedding files to ensure a smooth presentation.
> Rehearsing using Speaker Coach and applying feedback for better performance.

> Managing the overall presentation flow, ensuring all elements contribute to an
engaging delivery.

ey Terms
animation fade out presentation thumbnail

audio clip footer section timing

axis header shape transition

chart layout slide trim
design notes page SmartArt zoom

fade in playback theme
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Skills
and Pathways

Presentations

Be the dynamic presenter.

Have you ever been captivated by a presentation? Or maybe
you’ve found yourself bored or cringing, wishing the speaker knew
how to keep things interesting. Imagine if you could be the one
everyone’s excited to listen to, making your audience sit up and
take notice. What if you had the skills to turn your ideas into
something unforgettable?

Skills and Pathways: Presentations with Microsoft® Powerpoint
shows you how to create slides that grab attention. Starting with
layout basics, you’ll add engaging transitions, animations, and
multimedia elements. Learn techniques for including charts and
graphs, and explore advanced skills in image editing and creating
animated stories that keep audiences engaged.

By the end of this course, you won't just be good at presentations—
you’ll be ready to earn a credential that shows the world you’re a
presenter who can inspire any audience and share your ideas with
confidence and style.
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