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m Home Insert Design Transitions Animations Slid PowerPoint Interface Overview

"‘D b [Layout- Explains the main interface elements including ribbon, slides pane,
B - Office Theme and notes section for easy navigation.
Iste Mlew
- Slide v | | prrrereremeemeeny || L
pboard T Creating and Formatting Slides
S : . Learn to create new presentations and add text, images, shapes with
Title Slide Title and Content Section Header formatting OptiOﬂS and templates.

Animations and Transitions

Basic animations and slide transitions demonstrate how to highlight
Two Content l:} Comparison Title Only key points effectively.

Saving and Exporting

Guidance on saving presentations and exporting files for sharing and
presentation purposes.

Blank Content with Picture with
ﬁ Caption Caption
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New

Theme2 purple
Blank Presentation (s

Choose a template to start

Jessica Hill @ al

Microsoft PowerPoint training session &% « Saved

Abstract LinkedIn banners

Minimalist presentation Colourful abstract pitch deck Floral LinkedIn banners

0

Savea Copy, Office  Custom
Save as Adobe
PDF
Search for online templates and themes
Print Suggested searches:  Presentations  Themes Education Charts  Diagrams
Share
Share as Adobe QuickStarter
PDF link

Start an outline

Annual Review

A C |

Universal presentation

Geometric annual present...

Minimalist sales pitch

Scientific findings preser
Account

Feedback

Options

@ www.digitalskills.uwtsd.a

Prescntation tide

Business  Infographics

; ‘.‘ﬁ?\"f:‘,’fwm Il
-l

L PITCH DECK. ‘V “. /If’ : — k. -
LESS y

Galaxy presentation Business plan presentation

JER
. YN

Geometric Colour Block

Frosted design Architecture pitch deck Dividend design

presentation title

Tech presentation Organic design Verdant pitch deck

PRESENTATION TITLE

Bohemian design Training presentation Leaf design Gradient rise design

Ditch deck

Conference

?
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It is easy to add a new slide to your presentation — navigate to the
home tab

A slide layout contains text and object placeholders that are arranged in a
specific way on the slide
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e  There are several ways you can insert images and change the appearance of them

File Home Insert Draw Design Transitions
= € 1 T | PP
Va4 ’ . %
0 ol | 51 B Dy
Mew Reuse Table Pictures|Screenshot  Photo Shapes lca
shide ~ Slides = = = Album ~ =
Hlides Tables

Insert Picture From

+ I c: e

e Fdl Stock Images...

=< [& Online Pictures...

= T e g s cniey e nirer Pu b
wm e Dl

@ www.digitalskills.uwtsd.ac.uk . digitalskills@uwtsd.ac.uk


https://www.uwtsd.ac.uk/
https://digitalskills.uwtsd.ac.uk/
mailto:digitalskills@uwtsd.ac.uk

N .
UniversityofWaIes DeSIgner Featu re

Trinity Saint David

Designer — Can help you ~ — = -

auto generate a Size ~ Eac.kgrl:uund ‘_?
professional slide ﬁDesigner 5 v x

Design themes — PowerPoint has a standard set
of design themes that you can use to make your
presentations professional.

ign Transitions Animations Slide Show Record Review View Help Acrobat

R 506 6 6 €
P EIEH R
.- _f‘ | m com - L LR ( | eemEmamamcc | | SaEaE- =
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Add logos or content to each slide with the slide master view

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help VEVOX Acrobat Shape Format
= = [ L =] [ Ruler é = .Color _|_ Eﬁkrrangeﬁkll = =
| & e e B Q o B 7 B 5 |
ridlines
Mormal| Outline Slide Motes Reading Slide Handout Motes _ Motes foom Fitto L New 3 ooo0e Switch Macros
View Sorter Page View Master [Master Master | [ Guides Window :BlackandWhite Window 5g Move Split | Windows ~
Presentation Views Master Views Show I Zoom ColorfGrayscale Window Macros
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Animations — You can choose entrance, emphasis, exit
This is usually best used for bullet-points and images

Home Insert Draw Design Transitinn\ﬁnimatinnﬁ Slide Show Record Review View Help Acrobat Shape Format

*%?@ﬁwﬁﬁﬁﬁg 2t K | |4

Maone Appear Fade Fly In Float In Split Wipe Shape Wheel Randorn Bars  Grow & Turn Loom Swivel

[} Start: |With Previous ~  Reorder Animation

As with the transition tab Iso ch () Duration: |00.50
S WI € transiton tab, you can alSo C O(VV

here when and for how long an animation @ (B Delay: | 03.00

g

OCCuUrs.
Timing
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Transitions

This will help you seamlessly transition between slides.(here is a

demonstration of a few

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

£

L] | [ ---I@

Mone Marph Wipe Split Reveal Cut

Random Bar: Shape aver

Sound - You can also add in sound effects such as . 4l Sound: [Mo Sound]

applause, camera shutter, wind and more-
@ (“) Duration: 01.00
Duration — how long the transition lasts—
W
Advanced options — You can tell the transition when

to go to the next page and how. Timing

=

M@--EEE-

L]
Fall Owvel rtains

Advance Slide

On Mouse Click

After:  00:00.00 _
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. Your animations and transitions come to life in slide show mode — click on ‘ play from start.’

Home Insert Draw  Design Transitions Animations  Slide Show Review View Shape Format ) Tell me

| i I |Ef| | i | v E‘E{ / LG% L@g v v Keep Slides Updated v Use Timings Always Use Subtitles

Play from | Play from Presenter Custom Set Up Hide Rehearse Record v/ Play Narrati V| Show Media Control E2l Subtitle Settings v
Start [current Slide  View Show Slide Show Slide  Timings Slide Show it ow Media Controls | [E] &
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Recording your PowerPoint
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e SO .
i Rehearse with Coach

Find it within slideshow Analyse your
presentation
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*
Your Rehearsal Report (Preview) Rehearse Again
() Rehearse for more than one minute for Coach to better understand y nd give recommendations.
Summary Pace How was your experience? 37 37 37 37 37 ~
150
Good job rehearsing! Keep up the hard ’
work.
137 pitch
0'1 2 1 show words/min fast 5 e
. Good pitch variation increases
total time spent slides rehearsed Your pace is just right! Keep it up! liveliness in your speech and keeps
the audience engaged.
. Your average pace over time
Fillers o Learn More
words/min
To sound more polished and confident, try 200
to avoid using filler words. Pause or take a
breath to relax. Some filler words to avoid 150 Originality
are:
w0 You avoided reading slide text aloud.
umm That's good for keeping the audience
w0 engaged with your message.
Learn More
8 Learn More
0:02 004 006 0:08
Repetitive Language Learn More
NEW ¥

.° Nice work! Your variety of
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Prepare To Record - 1

You will need:

* A PowerPoint presentation open in the
PowerPoint desktop application on a
computer.

The online version PowerPoint does not have
the features described in this guide.

A microphone, such as:

« a webcam microphone.
« headset/earbuds with a microphone.
« the microphone built into your laptop.

>3 itoSave @ 8 9 =] PowerPoint_SamplePresentation.p... « Saving... v £ sea e a X
File Home Insert Draw Design Transitions  Animations  Slide Show Record Review View Help Acrobat | ® Record \ | &8 Present it in Teams \ \E\
(& D @ C 1 =53 % [ E
L Ls ® 1® it E@ . 1 - =0
Came: From From Screen  Audio Saveas Export Learn
v Beginning Current Slide Recording Show toVideo =~ More
w | C d d Export Help .

Introduction Notes Here

English (United Kingdom) % Accessibility: Investigate

This is a presentation used to
demonstrate PowerPoint.

»

Presentation Title

Sample Presentation
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Prepare To Record - 2

@ AutoSave B Z)“ O E = PowerPoint_SampIePresentat‘ 1 Iving,..v £ search
File Ho Draw Design Transitions  Animations  Slide Show Record Review View Help Acrobat |©RecordHQ

To start recording from the first slide: BEH B ® . 0B BB LD
1. Select the Record Menu. :

% Prifysgol Cymru

¥ Dringod Dew: Sant

NG University of Wales
Trindy Saint David

2. Click on From Beginning.

«  This will launch your presentation and open

the recording window.

This is a presentation used to Presentation

demonstrate PowerPoint. .
Sample Presentation

11111

£nd of Presentation

(@ www.uwisd.ac.uk/library 0 n

Introduction Notes Here
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 The recording window has:

1. Atimer for your presentation

2. Record Button Ry mom ey
Nl BOOKSABEYOND

3. Camera & Microphone On/Off buttons
Turn the camera off to record voice-only.

4. Forward & back buttons S e preser R el Presentation Title

demonstrate PowerPoint. .
Sample Presentation

5. View options:
» Teleprompter and Presenter views will
show any notes you have added.
» Presenter view will also show a small
preview of the next slide.

« Slide view shows the current slide at
full-screen size.

~ B Teleprompt )
@ www.uwtsd.ac.uk/library 0’“”’5"“" - library@uwts¢ a e
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1. Click the Record button to start recording

wooa/o01s (W) ®
2. After a short on-screen countdown, your
recording will start. The timer will begin
counting, and a red recording indicator will Slide 1
appear by the timer. This is the first slide.

3. You can pause recording any time to
check notes, etc. using the pause button.

4. Use the slide controls or your arrow keys
to move through slides while recording
your presentation.

5. The recording will stop when you reach a
the end, or you can click the Record suzes (@ /¢#¢MUCDNNREEE0E
button again to stop recording at any time.
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vty or s Check Your Recording

When the recording has finished: R .

1. You can play the recording of each slide
to check it.

2. If you want to try again, you can select
Retake Video.

End of Presentation

Thank You

oz B000NRREENECE
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i Upload to Turnitin

Note: Do not click on “Export”.

Exporting video creates an mp4 file,
which Moodle will not accept.

Your recordings are saved inside the
PowerPoint presentation file. You
will submit the PowerPoint file to
Moodle.
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Canva Fundamentals
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Introduction to Canva

PRESENTATION TEMPLATES Canva is a web-based design tool with a unique approach different

from PowerPoint, focusing on ease and creativity.
How to download onto taskbar as an application for accessibility.

Templates and Design Elements

Participants explore various templates and learn to add and edit text,
images, and icons for creative projects.

Downloading and Sharing

The session covers how to download completed designs and share
them easily with others online.

Desktop version - https://www.canva.com/download/windows/ (also
available for MAC)
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Choose the Presentation template

Start designing, well, anything really

ch millions of templates

*+
Q Sea

V7 B
B Your designs  ( (B Templates )

‘C CanvaAl

© 000 006 006 6

Email Presentation
Explore templates
- =
Presentation t& Poster
Instagram 5] aQ Instagram
Post -l Story

Inspired by your designs

Social media

e

'L'. ﬁ !

PROJECT
RRIFE NECK

Video Print
L -
Resume i Email
.
—
Video E Invitation

Your Title
Here —

Whiteboard Sheet Website

E———
Logo
i d
Mobile Video

&

Photo editor

M ©

C

Custom size

Flyer

Facebook
Post

&)
Upload More

’lmluruu

:I—::j/ Brochure U ﬁ )
i @A .

Business Card F
z L —
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% Foryou Presentations
=4 Emails
Presentations

Q
Q
3 Photo editor
(> ]
o

Videos Presentation (16:9)
1920 x 1080 px

Brint Presentation templates Sesull

B Docs
“ Sesscer easom L co.
® Whiteboards s PROJECT GR(*)LY P
| vy

— ocial media BRIEF DECK PROJECT
) websites . ) : / -

|t Custom size

Upload PITCHDECK © PRESENTAT]ON ‘\) PER'?‘(Y)IQIEASLITY

L

*+ More
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Add the template slides Amend the text Use the upload feature to
upload your own design
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Animate and Record

« Select text and choose
to animate — select a
variation

 TJo add a transition,
select the icon iIn
between the pages

* Click on Present and
start your recording
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Layout and Alignment

Proper layout and alignment organise content clearly,
making information easy to follow and understand.

Color and Contrast

Using effective color and contrast draws attention and
enhances readability in visual designs.

Typography Tips
Selecting appropriate fonts ensures text is legible and
visually appealing in all designs.
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Additional Resources

A beqginner's quide to using Canva

New to Canva? Get started with Canva Essentials

Presentation resources
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Thank you for listening

Jessica Hill
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https://bit.ly/DigiSkills-Feedback [

Please provide some
feedback
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