Microsoft PowerPoint 

PowerPoint is a presentation software program that is part of the Microsoft Office package.

PowerPoint uses a graphical approach to presentations in the form of slide shows that accompany the oral delivery of the topic. This program is widely used in business and classrooms and is an effective tool when used for training purposes.
PowerPoint is one of the simplest computer programs to learn. It is the number 1 program used worldwide for presentations. Anyone can create stunning presentations that look like they were designed by a professional. 

PowerPoint presentations can be made into photo albums, complete with music or narrations, to distribute on CDs or DVDs. If you are in the sales field, it involves just a few simple clicks to add an illustrative chart of data or an organizational chart of your company's structure. Make your presentation into a web page for emailing purposes or as a promotion displayed on your company's website.

It is easy to customize presentations with your company logo and to dazzle your audience by using one of the many design templates that come with the programs. Many more free add-ins and templates are available online from Microsoft and a host of other websites. In addition to an on screen slide show, PowerPoint has printing options that allow the presenter to provide handouts and outlines for the audience as well as notes pages for the speaker to refer to during the presentation.

All in all, PowerPoint is a "one-stop-shop" to create successful presentations for the business world, the classroom or just for your own personal use.
(a) Use Microsoft Power-Point to perform the following

A custom slide show is like a show within a show or chapters in an electronic book. You can create the slide show in PowerPoint 98/2000, then go to the various "chapters" during the show and view those sections of the presentation.

1. Step2
Open your PowerPoint presentation.

2. Step2
Go to the Slide Show menu and select Custom Shows.

3. Step3
Click New and type the name of the first custom show in the Slide Show Name field.

4. Step4
Hold down the Control key (Windows) or Shift key (


Mac OS) and select each slide that will be part of this custom slide show in the sequence in which they will appear.

5. Step5
Click OK.

6. Step6
Repeat steps 2-5 to create additional custom slide shows.

7. Step7
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Click Close when you have created all of your custom slide shows.

(b) 

Create slideshow in operating sound.
Steps

1. Open PowerPoint by clicking on Start => Applications (or All Programs) => Microsoft Office => Microsoft PowerPoint.

2. Create your basic PowerPoint presentation. Click here if you are unsure how.
3. Click on Insert => Movies and Sounds => Movie from file (or Sound from File) to add a video or audio file to your 
4. presentation.


5. Locate the file you want to add.

· Remember where this file is located (the file path); you will need it later!

6. Select mp3 or wav format from the Files of Type drop down box 


7. Select either ‘Automatically’ or ‘When Clicked’ when the following prompt appears: “How do you want the sound to start in the slide show?” 


8. Run the slide show to make sure the files play when you want them to. You have many options with video files. To use some of these options, right-click on the sound icon and then click on ‘Custom Animation’. You can use the Help menu to get descriptions of all of the options.

9. Save your presentation by clicking on File => Save As =>, and then decide where you’d like you file to be saved => Name the File => click Save.

10. Open your E-mail and select the option to compose a letter.

11. Type in the basics of any e-mail (To:, Subject:, and any other content you wish to add.)

12. Attach the PowerPoint presentation file.

13. Attach any music or video files you used. This is the key step many people forget. If you don’t attach these files, they won’t play in your presentation. You can locate them at the same file path where you found them before.

14. Check your presentation on another computer. Always double-check on another computer to make sure your presentation runs the way you would like it to. Don’t wait until you’re about to start your presentation, because then it will be too late.

PROGRAM
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c) Create an animation using group, ungroup, order, textbox image insert etc 

Animations
You'll need two images to illustrate the trigger animations—I've used images downloaded from Microsoft Office Online's Clipart section.

1. Create a new presentation (Ctrl + N) and insert a blank slide.

2. Insert two images of the same size within this slide - choose Insert | Picture | From File. Keep both of them in different areas of the slide.
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3. Right-click one of them and choose Custom Animation from the resultant menu. This will activate the Custom Animation task pane.
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4. Click the 'Add Effect' button and then choose an Entrance animation. I've chosen the Appear animation since that provides the most optimum clickover effect. 
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5. By default, PowerPoint chooses "On Click' for the Start options. That's what we want so don't alter that. 
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6. Below that option, you'll find the name of your image in a listing of animations. Besides the name, you'll find an arrow that reveals a drop-down menu on being clicked. Choose the Timing option in that menu.
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7. This will open the Timing tab of the animation dialog box. Click the 'Triggers' button so that more options are visible. Choose the second option that reads 'Start effect on click of:' and choose the name of the second image we inserted within the slide. Click OK.
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8. Place both the images one on top of the other (that's why we chose images of the same size) and play the presentation. Clicking on the visible image should show us the other image. If that doesn't work, right click the image that's visible and choose Order | Send To Back (or Send Backward multiple times depending on how many objects you have onscreen).
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9. Save your presentation.

Countdown Timers

1. Create a new presentation (Ctrl + N) and insert a blank slide. Or insert a blank slide in an existing presentation.

2. Insert a text-box and type the number '1' or '01' or '001' depending on how many digits you want your counter to display. Change the text alignment to center, change the font size to something large like 200 and resize the text box so that all digits are placed on the same line. Change your font style as required and position the text box right in the center of the slide, using guides or grids to position as required. 
[image: image12.png]



3. Choose Slide Show | Slide Transition—this will activate the Slide Transition task pane in PowerPoint 2002 and 2003 (or open the Transition dialog box in older versions).
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4. Choose a simple transition—for this example, I chose the Box Out transition effect. You can also choose the 'No transition' option if you prefer. I've also set the Speed to Fast and opted to automatically advance slide after 10 seconds. You might want to choose a shorter or longer time delay for the transition.
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5. Choose View | Slide Sorter and click the formatted timer slide. Choose Edit | Copy (or Ctrl + C). Then choose Edit | Paste (or Ctrl + V) to paste an identical slide. Paste as many times as required until you end up with the number of slides you want your countdown to contain. 
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6. Within each of the consecutive slides, you'll want to edit the countdown number in reverse order so that the last slide contains the number '1'.
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7. We just finished creating a countdown timer—you might want to experiment with slide backgrounds, transitions, animations, font color and style, etc. to create a unique look. You might even want to experiment with digit styles or include seconds within the slides (for example 01:00) - also you may want to add some text to each countdown slide like "minutes/seconds remaining" or similar.

