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Subject: Computer Studies 

Term 4 

Week: 3 Lesson Number: 129 

Unit: 7.4.1 PRESENTATION 

Topic 3: Creating slides 

Sub Topic: Inserting text, images and graphics 

 

Learning Outcomes: 

✓ Identify and explain steps of inserting different data types in a Power 

Point file. 

✓ Demonstrate how to insert data types in a Power Point file. 

 

 

Introduction: 

The following resource contains Lesson Notes and a Practice Exercise for your Week 3 LESSON 

129. 

Instructions: 

1. In your exercise book, copy the HEADER. 

2. Go through your Lesson Notes and attempt the Practice Exercise 129 in your exercise 

book. 

3. Make sure your hand writing is neat and legible. 

 

Lesson Notes:  

Inserting Graphics/Images 
1. Go to Insert > Pictures. You will then be prompted to select pictures in a location.   
2. Select image/s in your computer by clicking the select picture and then click ‘Insert’. Pictures can be 

located on the desktop, picture library, etc. 

 
 

Inserting Word Art 
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3. Go to Insert > WordArt. You will then be prompted to select the effect of your choosing.  
4. Afterwards, you will be prompted to insert your text. To select your WordArt, click on it, and small 

boxes will appear in the corners. Moving the small boxes will allow you to resize the WordArt.   

             

Inserting Graph 
Select the slide you are going to put the chart on. 

1. Insert << Chart 
2. Choose the type of chart you want to use << OK 
3. To change your chart type, right click on your chart >> Click on Change Chart Type. 

 

 

Inserting a Diagram 
1. Choose Insert >> Smart Art 
2. Choose a Diagram type << OK 
3. Click on the objects within the diagram to edit them. 

 
 

 

 

 

 

 

 

 

An excel window will open, so that you can edit / enter 
the data in your chart) 

 

NB: If the table disappears, right click on your chart >> Edit 
Data and the table will appear again. 
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PRACTICE EXERCISE 129 

Copy the Questions first and then answer the questions in complete sentences. 

1. Which tab will you go to insert an image? 

2. List and draw three types of charts you can insert in a Power Point file 

3. Explain the difference between a ‘word art’ and a ‘smart art’. 

4. Explain the steps of inserting an image from the flash drive. 

 

 


