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PowerPoint 
Fundamentals
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PowerPoint Basics

PowerPoint Interface Overview

Explains the main interface elements including ribbon, slides pane, 
and notes section for easy navigation.

Creating and Formatting Slides

Learn to create new presentations and add text, images, shapes with 
formatting options and templates.

Animations and Transitions

Basic animations and slide transitions demonstrate how to highlight 
key points effectively.

Saving and Exporting

Guidance on saving presentations and exporting files for sharing and 
presentation purposes.
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Choose a template to start
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Adding a new slide

• 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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Images – Insert tab

• There are several ways you can insert images and change the appearance of them
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Designer Feature 

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

Designer – Can help you 

auto generate a 

professional slide
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Slide Master View

Add logos or content to each slide with the slide master view 
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Animations 

Animations – You can choose entrance, emphasis, exit

This is usually best used for bullet-points and images

As with the transition tab, you can also choose 

here when and for how long an animation 

occurs.
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Transitions 

This will help you seamlessly transition between slides.(here is a 
demonstration of a few)

Sound  - You can also add in sound effects such as 

applause, camera shutter, wind and more.

Duration – how long the transition lasts

Advanced options – You can tell the transition when 

to go to the next page and how.
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Slide show

• Your animations and transitions come to life in slide show mode – click on ‘ play from start.’
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Rehearse with Coach

Find it within slideshow Analyse your 
presentation

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


UWTSD logo

UWTSD Digital Skills weblink UWTSD Digital Skills Email

Rehearse Coach
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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.
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Prepare To Record - 2

• To start recording from the first slide:

1. Select the Record Menu.

2. Click on From Beginning.

• This will launch your presentation and open 

the recording window. 
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Prepare To Record - 3

• The recording window has:

1. A timer for your presentation

2. Record Button

3. Camera & Microphone On/Off buttons

Turn the camera off to record voice-only.

4. Forward & back buttons

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.
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Record Your Presentation

1. Click the Record button to start recording

2. After a short on-screen countdown, your 

recording will start.  The timer will begin 

counting, and a red recording indicator will 

appear by the timer.

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 

the end, or you can click the Record 

button again to stop recording at any time.
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Check Your Recording

• When the recording has finished:

1. You can play the recording of each slide 

to check it.

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

Retake Video.
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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.

Upload to Turnitin
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Canva Fundamentals
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Canva Basics

Introduction to Canva

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
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Choose Create…
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Choose Create…

1

Add the template slides

2

Amend the text

3

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

• To add a transition, 
select the icon in 
between the pages

• Click on Present and 
start your recording
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Design Principles
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Design Principles

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

11/20/2025SAMPLE FOOTER TEXT31

New to Canva?  Get started with Canva Essentials

Presentation resources  

A beginner's guide to using Canva 
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Jessica Hill

j.hill@uwtsd.ac.uk 

Thank you for listening
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