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Introduction
ÅA digital presentation is a visual tool used to convey ideas, conduct training, or present a company's offer. It 

presents information in a clear and attractive way, often including multimedia elements such as images, 

videos, charts, and animations.

Å The main objectives of a typical presentation are:

ü¢ƻ ŎƻƳƳǳƴƛŎŀǘŜ ƛŘŜŀǎ ŎƭŜŀǊƭȅ ŀƴŘ ŜŦŦŜŎǘƛǾŜƭȅ ōȅ ŎƻƳōƛƴƛƴƎ ǘƘŜ Ǿƛǎǳŀƭǎ ǿƛǘƘ ǘƘŜ ǎǇŜŀƪŜǊΩǎ ŘŜǎŎǊƛǇǘƛƻƴΦ

ü To train the audience and help them adapt quickly to new tasks.

ü Convince the audience of the point by providing them with arguments and new knowledge.

ü To inspire and interest the audience in the topic, often through storytelling.

ü To exchange knowledge and experience.



Introduction
ÅWhat creates an effective digital presentation?

ü Acquaintyour audience.

ü A strong start.

ü Main content.

ü Visual aids.

ü Creating simple slides.

ü Interaction with the audience.

ü A memorable ending.



Introduction
Å How to make a digital presentation?

1. It is necessary to know the topic well.

2. Focus on simplicity.

3. Tell a story

4. Make it entertaining

5. Practice - practice makes perfect

6. Sharing

7. Checking technology

8. Welcome questions



Introduction
Å Basics for improving presentation performance:

1. Less written, more spoken

2. Body language and voice

3. Making eye contact and using real-time communication



Introduction
ÅWhat are the main types of digital presentations?

ü Business presentations

ü Marketing presentations

ü Sales presentations

ü Educational and training presentations

ü Personal presentations

ü Business presentations



MS Office Power Point
Å Microsoft Office PowerPoint 2016 is a presentation software application that helps users create 

professional, dynamic and impactful high-impact presentations.

Å The building blocks of a presentation are slides, and by using slides, the focus is not only on the speaker 

but also on the visuals, i.e. the slides.



MS Office Power Point

Creating a new presentation:

A. Selection of templates is available when 
launching the PowerPoint application.

B. A new presentation can be created in 
open PowerPoint, by pressing the File 
button and selecting the New option.
Then, in the same way, a selection of 
templates/themes is available.
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MS Office PowerPoint user interface
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1. Quick Access Toolbar

2. Ribbon Display Options

3. File Tab (Backstage View)

4. Ribbon

5. Tell Me

6. Collapse the Ribbon

7. Mini Toolbar

8. Slides

9. Slide

10.Status Bar



MS Office PowerPoint user interface
Quick Access Toolbar

Quick Access Toolbar is a small toolbar at the top left corner of the 
window application that can be customized to contain buttons for 
the functions that are used most often.

Customizing the Quick Access Toolbar
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MS Office PowerPoint user interface 
Ribbon Display Options

Ç Auto- hide Ribbbon - Automatically hides the toolbar

Ç Show Tabs - Shows only tabs

Ç Show Tabs and Commands - Displays tabs and commands

Collapsethe Ribbon - Collapse the toolbar

If this button is pressed, more space is obtained and it is the same as when 

selecting show tabs in the option to display toolbars.



MS Office PowerPoint user interface
File Tab ( BackstageView ) - File Tab

The File tab provides a centralized location called 
Microsoft Office Backstage View.

This window is used for all tasks related to file 
management, including:
Å Opening ςOpen
Å Creation ςNew
Å Closing ςClose
Å Sharing - Share
Å Saving ςSave | Save As
Å Print
Å Exporting ςExport
Å Closing - Close
In addition to this, it can be viewed document properties, 
set permissions, and manage document versions.



MS Office PowerPoint User Interface

Ribbon ðToolbar tape 

RibbonςToolbarstrip is a panel that containsfunctionalgroupingsbuttons and a drop-down list

organizedby tabs. The ribbon is designedto help quickly find orders that are necessaryfor the

completionof a task.



MS Office PowerPoint slide design

Gallery

Å A Gallery is a collection of pre-defined formats which can be applied to various elements in Office applications, 

such as the Themes Gallery in PowerPoint. A Gallery most often appears as a result of clicking on an item on one 

of the Ribbon tabs.

Å The selections in a Gallery incorporate a feature called Live Preview. When the mouse cursor hovers over a 

selection in a Gallery, document takes on the formatting attributes of that selection in order to give a preview of 

how that selection will look when applied to your document.



MS Office PowerPoint User Interface

Tell Me

TheTellMe featureallowsusersto enter wordsandphrasesrelatedto what youwant to do next to

quicklyaccessfeaturesor actions. It canalsobe usedto lookup helpful informationrelatedto the

topic. Usingthese featurescanbe:

ü Explore PowerPoint features

ü Get help with PowerPoint



MS Office PowerPoint User Interface

Mini Toolbar tape

The Mini Toolbar is a semi-transparent toolbar that appears when you select text. When the mouse cursor hovers 

over the Mini Toolbar, it becomes completely solid and can be used to format the selected text.

Status Bar states

It could be alowed to see which slide the presentation is currently on, how many slides there are, notes or 

comments from the speaker in the presentation, change views, or change the zoom level.



MS Office PowerPoint User Interface

Slides pane

The Slides panel displays all the slides available in the presentation and helps to navigate 

through the presentation.

Slides are listed in order, and slides can be shuffled by dragging a slide from its current 

location and dropping it to the desired location.



MS Office PowerPoint User Interface

Slide ðdisplay slide

Selecting a slide in the slide pane enables a preview in the 

Slide Preview window.

The slide is previewed to see how the text looks on each 

slide.

Audio can be added, hyperlinks can be created and 

animations can be added to individual slides.



MS Office PowerPoint slide design

Select a topic

Å A theme is a set of formatting options that apply to the entire presentation.

Å A theme includes a set of colors, a set of fonts, and a set of effects. Using themes reduces formatting time and 

provides a unique, professional look.

Å Theme selection can also be done via the toolbar when the Design button is pressed.

Å The Themes group is located on the Design tab; allows to choose a theme from the Theme Gallery, apply 

variants, and customize theme colors, fonts, and effects.



MS Office PowerPoint slide design

Application a Theme to a Presentation

1. On the Ribbon, select card Design tab .

2. In the Themes group, hover over a theme with your mouse to see a preview.

3. Click the arrows to scroll to additional themes.

4. Select a theme by clicking on the thumbnail of your choice within the Themes group. 



MS Office PowerPoint slide design
Application variants topics

1. On the ribbon, select the Designtab.

2. Lƴ ǘƘŜ ƎǊƻǳǇ ±ŀǊƛŀƴǘǎΣ ƘƻǾŜǊ ƻǾŜǊ  ǾŀǊƛŀƴǘǎ ǘƻ ǎŜŜ a preview.

3. Click the down-arrow to view any additional variants.

4. Select a variant by clicking the thumbnail of your choice within the Variants group.



MS Office PowerPoint slide design
Change schemes color topics

In order to change scheme color after applications topics 

on presentation :

1. In the group Variants click the down-arrow.

2. Selectcolors from the menu.

3. Choose the desired color.



MS Office PowerPoint slide design
Change fonts topics

To change the fonts of the applied theme:

1. In the group, Variant click the down-arrow.

2. Select Fonts from the menu.

3. Select the desired font.



MS Office PowerPoint slide design
Change effects topics

To change the visual effects of the applied theme:

1. In the group Variant click the down-arrow.

2. Select Effects from the menu.

3. Select the desired effect from the list that appears.



MS Office PowerPoint slide design
Add a new slide

1. Within the slides pane, select the slide that would like to insert a new 

slide after.

2. On the Home tab in the ribbon, click the drop-down arrow next to 

New Slide, within the Slides group, to display the default list of 

layouts.

3. From the New Slide drop-down list, select a layout to insert.



MS Office PowerPoint slide design
Types of slide layouts

Title Slide This layout includes placeholders for the main title and subtitle.

Title and Content This layout includes a placeholder for entering slide titles and content, and a place for 
text, charts, tables, pictures, clip art, and SmartArt graphics.

Section Header This layout allows space for section and subsection titles.

Two Content Similar to the Title and Content slide layout, this layout offers a place for the slide title text 
and two content places for text, charts, tables, pictures, clip art, and SmartArt graphics.

Comparison This layout is similar to the Two Table of Contents layout with the addition of two text 
placeholders to help compare and contrast the slides.

Blank This is a blank slide with no placeholders.

Content With Caption With this slide, you can enter a title, text, and content such as additional text, charts, 
tables, images, clip art, and SmartArt graphics.

Picture With Caption This layout offers space for an image and caption text



MS Office PowerPoint slide design
Text

Å Presentation is not all about images and background color - it mainly depends on the text.

Å The message of the presentation is conveyed through the text.

Å Most slides contain one or more text placeholders.

Å Clicking on a placeholder adds text to the slide .



MS Office PowerPoint slide design
Adding a text box

1. From the Insert tab, click on Text Box.

2. Left-click on the area of the slide where want to add text.

3. While maintaining the left-click, drag the mouse cursor down a bit and then to the right, then release. The 

dashed text box appears.

4. Left-click once inside the text box and start entering text.



MS Office PowerPoint slide design
Text formatting

Editingtext in the presentation:

1. Select text (by left-clicking and holding the left-click 

while dragging the mouse cursor over the text).

2. Use the Font Group on the Home tab or right-click on 

the selected text and select formatting options from the 

Mini Toolbar.

3. Make the necessary changes to the font and click 

outside the text placeholder to changes were accepted.



MS Office PowerPoint slide design
Graphics - Inserting images from a file

Another way to emphasize the presentation is to have visual aids or graphics.

1. Place the cursor where would like the image to appear.
2. Select the Insert tab.
3. Click on Pictures.
4. In the Insert Picture dialog box, select the desired image and click the Insert button. 



MS Office PowerPoint slide design
Graphics ðinserting geometric shapes

Ç Shapes are simple geometric objects that are pre-created in PowerPoint and can be modified.

Ç A shape can contain text or appear without it. It can also be filled with color, and the shape outline can be given 

a different style and color.



MS Office PowerPoint slide design
Graphics ðinserting geometric shapes

1. Select the Insert tab.

2. Click on Shapes .

3. Select the shape you want to draw

4. The cursor becomes a small black plus sign.

5. In the sliding pane, point the mouse pointer to the upper 

left corner of the area where would like draw the shape, 

hold down the left mouse button, and then drag 

diagonally down to the right to create the shape.



MS Office PowerPoint slide design
Graphics ðchanging geometric shapes

1. It could be moved the shape if necessary by 

clicking on the object, holding down the left 

mouse button, and dragging it to another 

location.

2. The appearance of the shape can be change by 

selecting the shape and clicking the Format tab.

3. In the Shape group Styles, scroll through 

additional styles and click on the desired style to 

apply it to the shape.



MS Office PowerPoint slide design
Inserting a Hyperlink

1. Select the text that would like to change into a hyperlink.

2. Select the Insert tab.

3. Select HyperLink on the toolbar.

4. Enter the website address in the Address field in the dialog.

5. Click OK.



MS Office PowerPoint
Transitions and animations; Timing of the presentation

Ç Text, graphics, diagrams, charts, shapes, and other objects placed on slides can all be animated to draw 

attention, emphasize important points, control the flow of information, and add interest to the presentation 

during the slideshow. 

Ç An exact time frame for the presentation can be determined and practiced.

Ç Transitions are used to control the pace of your presentation and create a better flow between slides. Instead of 

simply moving from one slide to the next, it could be applied special effects to the slides as they transition.



MS Office PowerPoint - Transitions
Transitions and animations; Timing of the presentation

Adding a Slide Transition

1. Select the slide that would like to apply a transition to.

2. Select the Transitions tab.

3. Select a transition effect from the Transitions to this Slide group (See Figure 1).

4. Select the down-arrow to view all of the available Transitions at once (See Figure 1).

5. Once the transition typeis selected, click Preview to view the effect on the slide.

6. If the same transition for all slides in the presentationis desired, click Apply To All in the Timing group.



MS Office PowerPoint - Transitions
Transitions and animations; Timing of the presentation

Change transition properties

1. Select the Transitions tab.

2. In the Timing group, click the down-arrow for Sound to add a sound effect 

for the transition.

3. Select the up/down arrow next to Duration to choose the amount of time 

the transition lasts.

4. Click the Preview button as shown in the Preview group, totest settings.

5. If the same settings for all slidesis wanted, clickon Apply To All.

6. We can seting how the slide will advance; either by clickingthe mouseor 

after certain time.



MS Office PowerPoint ðAnimations

Creating one or more custom animations

1. Clickthe card Animations .

2. Clickthe object (i.e. clip, text box, shape ) that would like to animate .

3. Click the button Add Animation .

4. Select an animation from the drop-down list that offers four types of animation effects.



MS Office PowerPoint - Animations

1. Entrance : Objects can enter the slide via any of the 
entrance effects, including Fly In , DissolveIn, Grow & Turn, 
Swish and Crawl In

2. Emphasis : This effect draws attention to an object that is 
already on the slide via any of theemphasis effects 
available, including Flash Bulb, Spin, Grow & Shrink, and 
Color Wave.

3. Exit : Objects can leave the slide via any of the exit effects 
such as Fly Out, Disappear, SpiralOut, and Sink Down .

4. Motion Path : Objects can travel along a track which was 
created based on predefinedmotion paths such as Circle, 
Funnel, Stairs Down or Wave. The object could also travel 
along one of four drawn custom paths: Line, Curve, 
Freeform, and Scribble.

Creating one or more custom animations



MS Office PowerPoint - Animations
Creating one or more custom animations

After selecting the animation, it would be possible to add effect options for each of the animations.



MS Office PowerPoint - Animations
Creating one or more custom animations

Å By default, the animation will be played on mouse click. In order to play animation automatically when the slide 
loads, change Start from On Click to After Previous.

Å It can also specify the duration of the animation by entering it in the duration field.
Å It can also set a delay for the start of the animation for a certain number of seconds in the delay field.
Å To add more than one animation for a given object, just click on Add Animation again and repeat these steps.



MS Office PowerPoint - Animations
Creating one or more custom animations

Å Change the order of animations

If there is the object that has multiple animations, the order of 
the animations can be changed as follows:
Å Select the animation that want to move, i.e. the number of 

the animation (in this case it is 2).
Å Then click on Move Earlier or Move Later to set when that 

animation should be performed.



MS Office PowerPoint - Animations
Creating one or more custom animations

Å Animation Painter ςAnimation Painter

Animation Painter makes it easy to copy a complete animation 
effect from one object to another.
Å Select the object from which you want to copy animations.
Å Click on Animation Painter
Å Then click on the object to which you want to copy the 

animations.



MS Office PowerPoint - Animations
Creating one or more custom animations

Å Removing animations

Removing animations is done as follows:

Å An object with animations is selected.

Å Mark the number of the animation you want to delete.

Å Press the delete key.



MS Office PowerPoint - Timing
Setting the presentation time

A good way to determine how long it will actually take you to do the presentation is to use the Rehearse Timing 
tool.

On the Slide Show tab, in the Set Up group, click Rehearse Timings . The Rehearsal toolbar appears and the Slide 
Time box begins timing the presentation.



MS Office PowerPoint - Timing
Rehearsal toolbar

A. Next ςmove to the next slide

B. Pause - temporarily stop recording time

C. The time spent on that slide

D. Repeat ςrestart the timing for the current slide

E. Total presentation time

AND BCDE



MS Office PowerPoint - Timing
Automatic slide advancement

Slides can be set to advance automatically so they don't have to 

be manually moved.

1. Select the slide to which want to apply timing.

2. Select the Transitions tab on the ribbon.

3. Within the Timing group, go to the Advanced Slide section.

4. Insert a check next to After, and enter the slide display time.

5. Select another slide and repeat the process.



MS Office PowerPoint - Recording
Recording a presentation

Select the Record optionon Slideshow.

Clicking on the arrow will reveal two options

a. Recording from current slide

b. Recording from the first (starting) slide

By selecting the option (under a), you will get a display like the 

one on the next slide.



MS Office PowerPoint - Recording
Pressing Record will record the 
presentation. 

After the recording is complete, an 
image of the speaker appears in the 
lower right corner.

When the mouse is hovered over 
the speaker image, controls appear 
to play the narration that has been 
recorded.



MS Office PowerPoint ðSound and video
Audio and video

Ç Adding audio and video to a PowerPoint presentation can be very useful and can make the presentation more 

engaging for the audience.

Ç Audio can be added to slides in the form of background music, sound effects, or recordings.

Ç Video can also be added to a slide and played during the presentation.

Ç This is a great way to make your presentation more engaging for the audience.



MS Office PowerPoint ðAudio and video
Audio and video

To insert sound from a file

1. Select the slide to which want to add sound.

2. Click the Insert tab on the ribbon, and then click the Audio button.

3. From the drop-down list, within the Media group, select Audio on My PC.



MS Office PowerPoint ðAudio and video
Audio and video

To insert sound from a file

4. The Insert Audio window will appear.

5. Select the audio file, then click the Insert button.

6. The audio file will appear on the slide.



MS Office PowerPoint ðAudio and video
Audio and video

Sound recording

1. Repeat all steps like inserting sound from a file.

2. Instead of Audio on My PC, select the Record Audio option.

3. The recording window will appear.

4. In the Name field, type the name of the recorded sound.

5. Press the Record button to start recording.

6. To view the recording, click the Play button.

7. When the recording is finished, the audio track will appear on the slide.



MS Office PowerPoint ðAudio and video
Play background music on all slides

1) Select an audio file to play on all slides.

2) On the Audio Tools contextual tab, select the Playback tab.

3) Click on the Play in Background . The audio file will now play on all slides until you reach the end of 

the presentation.



MS Office PowerPoint ðAudio and video
Audio Editing - Trimming

1) Select the audio file that want to edit.

2) Click the Playback tab on the ribbon.

3) Select Trim Audio.

4) The Trim Audio window will appear. Click and drag the 

green handle to set the start time.

5) Click and drag the red handle to set the end time.

6) Click the Play button to preview the changes.

7) If necessary, readjust the handles.

8) When finished, click OK.



MS Office PowerPoint ðAudio and video
Audio editing ςadding Fade In and Fade Out

1) Select the audio file that want to edit.

2) Click the Playback tab on the ribbon.

3) In the Fade Durationsection, enter the desired time for 

Fade in and Fade Out, or use the up and down arrows to 

adjust the time.



MS Office PowerPoint ðAudio and video
Sound editing ςAudio options

1) Volume .

2) Start.

3) Play Across Slide.

4) Loop until Stopped .

5) Hide During Show .

6) Rewind after Playing .



MS Office PowerPoint ðAudio and video
Audio and video

LƴǎŜǊǘ ǾƛŘŜƻ  ŦǊƻƳ ŦƛƭŜǎ Φ

1. Selectslide to insert a video .

2. Selecttab Insert .

3. Click onarrow descending Video menu .

4. Select Video on My PC.

5. Select videofile, and then click Insert .



MS Office PowerPoint ðAudio and video
Audio and video

After completing the steps, a videowill be addedon slide . 

Clickandpull handles for determinationsize to changesize

video .



MS Office PowerPoint ðAudio and video
Audio and video

Video preview

A. Play/Pause

B. Timeline

C. Back

D. Forward

E. Volume

AND BCDE



MS Office PowerPoint ðAudio and video
Audio and video ςVideo editing - trimming

1. Select the video.

2. Click the Playback tab on the ribbon and select the 

Trim Video option in the Editing group.

3. The Trim Video window will appear. 

4. Use the green handle to set the start time.

5. Use the red handleto set the end time.

6. Click Play to view the video.

7. Click OK.



MS Office PowerPoint ðAudio and video
Audio and Video ςVideo Editing ςFade In and Fade Out

1. Select video.

2. Click the cardPlaybackto the Fade section Duration .

3. To adjust the Fade In or Fade Out, enter the desired 

time or use the up and down arrow keys.



MS Office PowerPoint ðAudio and video
Audio and video ςVideo Options

1. Volume .

2. Start .

3. Play Full Screen .

4. Hide While Not Playing .

5. Loop until Stopped . 

6. Rewind after Playing .


