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HEADER 

 Subject: Computer Studies 

Term 4 

Week: 4   Lesson Number: 133 

Unit: 7.4.1 PRESENTATION 

Topic 3: Creating slides 

Sub Topic: Inserting text, images and graphics 

 

Learning Outcomes: 

✓ Identify and explain steps of changing designs and themes. 

✓ Differentiate between animations and transitions. 

✓ Identify various methods of formatting images, text and shapes. 

 

Introduction: 

The following resource contains Lesson Notes and a Practice Exercise for your Week 4 LESSON 

133. 

Instructions: 

1. In your exercise book, copy the HEADER. 

2. Go through your Lesson Notes and attempt the Practice Exercise 133 in your exercise 

book. 

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

Lesson Notes:  

The default slide design for Microsoft PowerPoint documents is a blank slide. Therefore, if you want 

your slides to have a specific design, you must add one. 

Adding Designs & Themes 
To do this go to the Design Tab .To change the theme of your presentation, click on the theme 

that you like and it will automatically apply to your slide. 

 

Adding Transitions in between lines 
To add a Transition into your presentation, select the Transitions Tab. You are then given a variety to choose from. i.e., 
“Fade”.  When you select a Transition it will show a preview on the existing slide. You must have text or an image within 

the slide to see a preview. 
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Durations 
Along the right hand side of the Transitions options you will see Duration. This allows you to modify the 
Duration of the Transition that is present on the particular slide. This also features an ability to play a sound 
and to control whether or not to change to the next slide by “On Mouse Click”. 

 

 
Adding Animations to objects 

To add an Animation to an object, select the Animations Tab. You are then given a variety of 
different options. i.e., “Blinds”.  When you select an Animation it will show a preview on the existing 
slide. You must have text or an image within the slide to see a preview. 

 

Slide Show 

To access Slide Show, select the Slide Show Tab. The purpose of the Slide Show Tab is for the presenter to 
have an easy access to the full screen presentation mode as well as Rehearse Timings and Record Slide 
Show. 

 
Rehearse Timing 
Rehearse Timing can be a very useful tool that allows you to set up your presentation to play at a 
certain speed without having to click through the slides yourself. Also, this allows you to practice 
your talking points. This feature allows you to save timings for each slide and transition, and will 
start the Power Point automatically. 
 
Record Slide Show 
Record Slide Show is very similar to the Rehearse Timing. The only primary difference is that you 
can have the option to start recording at any given slide, rather than the beginning. 
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PRACTICE EXERCISE 133 

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

1. Which tab allows you to format the background? 

2. How do you format the background of a Power Point slide? Explain the steps. 

3. What is the difference between animation and transition? Explain in not less than 3 

sentences. 

4. Explain the difference between Rehearse Timing and Record Slide Show. 

 


