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Chapter 9: Presentation Tool — OpenOffice Impress

Assignment Solutions

Multiple-Choice Questions (MCQs)

Ans.

Ans.

Ans.

Ans.

Ans.

Ans.

........................................... is the extension of the Impress

presentation.

a. .odp b. .ppt

c. .odb d. None of these

a

........................................... is the default view in Impress.
a. Normal b. Slide Sorter

c. Handout d. Notes

You can use the Slide Transition option by selecting

itonthe .., menu.
a. Slide Show b. View
c. Tools d. Format

a

Which is not a component of a slide?

a. Title b. Subtitle

c. Clip Art d. Slide Show

d

The Rehearse Timings option is presented in the
........................................... menu

a. Insert b. View

c. Tools d. Slide Show

d

........................................... is the shortcut key to view the
slide show.

a. F6 b. F9

c. F5 d. F10

C

The Header and Footer command is available in the

........................................... menu
a. File b. View
c. Format d. Tools
b

In Impress, the view shows
thumbnail versions of all your slides arranged in
horizontal rows.

a. Notes b. Outline
c. Handout d. Slide Sorter
d

Very Short Answer Questions

9.

Ans.

10.

Ans.

11.
Ans.

12.

Ans.

Handouts and outlines are used for reference
purposes. (True or False)
True

Titles, subtitles, and clip arts are not the components
of a slide. (True or False)

False

How many types of masters are available in Impress?
Three types of masters: for slides, for notes, and for handouts

Fill in the blanks:

a. A presentation is also known as a collection of
multiple .

Do A is known as an electronic
page that contains text box, image, audio, and
video.

c. InImpress, you can view slide shows by pressing
........................................... key on the keyboard.

d. The e view refers to a
summarized version of your slides.
A . is a special view of the

presentation which is suitable to be printed and
distributed to the audience.

a. slides

b. slide

c. F5

d. outline
e. handout

Short Answer Questions

13.
Ans.

14.

Ans.

List some things that you can create using Impress.

Multimedia presentations, Web pages, and Flash versions of your
presentations.

What is the difference between a slide and a slide
show?

A slide is an electronic page that contains information about the
presentation topic. On the other hand, a slide show is defined as
an electronic presentation, which can be run on the screen of your
computer system or any projection device.

Presentation Tool — OpenOffice Impress
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15.
Ans.

16.
Ans.

17.
Ans.

18.
Ans.

19.
Ans.

20.

Ans.

Define template in Impress.

In Impress, you can create a presentation using the templates.
These templates are built-in design files which contain different
predefined styles, such as font face and size, bullets size,
placeholder’s size and position, background, color scheme, and
slide master.

What do you understand by a presentation?

A presentation is a sequential collection of slides in which each
slide displays some information in the form of text or graphics.

What do you understand by a slide?

In a presentation, a slide is an electronic page that contains
information about the presentation topic.

Define slide master and its types in the Impress.

The slide master refers to the design theme that helps in defining
the formatting and layout of all the elements used for creating a
slide. Generally, a master is defined as a design theme which is
applicable for multiple slides, notes, and handouts. In Impress,
there are three types of masters:

O For slide: Designs the theme applicable to slides
O For notes: Designs the theme applicable to notes
O For handouts: Designs the theme applicable on handouts

What do you understand by the slide layout?

A slide layout is nothing but a predefined and organised set of slide
elements that helps in creating a new slide in your presentation.

How many types of views are provided by Impress to
its users?

Views refer to the mode of viewing presentations. In Impress,
there are six types of views, such as Normal, Outline, Notes,
Handout, Slide Sorter, and Slide Show.

Long Answer Questions

21.

Ans.

What points do you need to keep in mind while
creating a presentation?

You need to keep the following points in mind for creating
meaningful and interesting presentations:

O Knowing the audience: To create a good presentation, you
must know how much knowledge the audience has about
the textual and visual (graphs, images, etc.) content of the
presentation. You must know how many persons are going
to view your presentation, what would be their expectations
from the presentation, and also whether they are familiar with
the topic of the presentation. This information helps you to
create an appealing and effective presentation.

O Keeping the presentation simple: The information given in
the presentation should be kept as simple and as straight
as possible. There should neither be any unnecessary
information nor should you leave out any important topics.

O Balancing information: Proper balance should be maintained
between the text and graphics on a slide. In other words, a
slide should not contain too much text or graphics.

O Using space efficiently: You must also take care to utilize
the available space on a slide as efficiently as possible. Space
should be utilized judiciously while positioning different
presentation elements, such as title, images, and pictures on
aslide.

Computer Applications

22.
Ans.

23.

Ans.

24.

Ans.

25.

Ans.

O Using text judiciously: The text content should be self-
explanatory. Also, avoid using too many styles and sizes of
fonts in a single slide.

O Using colors judiciously: To maintain the simplicity of your
presentation, you should not use too many colors.

Who uses the presentation software and why?

Several people make use of the presentation software while giving

presentations. Some examples are as follows:

O Salespersons need to give presentations to their customers,
clients, and managers. Using the presentation software,
they can better convey their ideas and product details to
customers as well as performance-related facts and figures
to managers.

O Human Resource (HR) departments of organizations also
make use of the presentation software to provide training to
their new employees or the existing staff.

The following are some examples where presentation software is

used as a training tool:

O In schools, teachers can better explain concepts by means of
presentations. It also helps students to note down important
points from the board, which may later help them in their
study.

O Students can also use the presentation software to create
presentations in schools. Teachers regularly ask students to
create presentations on topics that they have been studying.

The presentation software is mostly used during conferences. This

helps the presenter (speaker) easily project his key points on a

large screen while talking about the topic simultaneously.

Name some slide components that are used for

referencing purposes.

The following are the components of a slide used for referencing

purposes:

O Handouts: Refer to the smaller versions of slides. When you
create a presentation, the handouts are given to the viewers.
These handouts help the viewers easily understand the
presentation.

O Speaker Notes: Refer to the small pictures of slides along
with some descriptive notes. These notes help the presenter
(also known as the speaker) to describe the information to
the audience.

O Outlines: Refer to the summarized version of your slides. The
outlines are used to display only the title and main text of
slides. By using outlines, you can easily manage and organize
the flow of your presentation.

How are transition effects helpful in creating an
effective presentation in Impress?

Transition effects are special effects that play when you view a
presentation in a slide show. In other words, transition effects
appear after the vanishing of the current slide and before the
appearance of the next slide. These effects are used to enhance
the initial appearance of the slides.

What is the significance of adding header and footer
to a presentation?

Suppose you want to include certain information such as the title
or the page number on every slide of a presentation to identify
and understand the presentation. In such a situation, you can
specify this information either in the header or footer of the slide.
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Header refers to the portion of the page that appears just below
the top margin of the slide, while footer refers to the portion that
appears just above the bottom margin of the slide. You can make
your presentation more attractive and eye-catching by adding
headers and footers in the slides.

26. Define the Slide Sorter view and its significance.

Ans. In Impress, the Slide Sorter view refers to a view that shows
thumbnail versions of all your slides arranged in horizontal
rows. This view is useful to make global changes to several slides
simultaneously. Using the Slide Sorter view, you can easily arrange
the order of slides, create duplicate slides, and also delete them.

27. What do you understand by animation and how it
helps in enhancing a presentation?

Ans. Animation refers to the visual effects that are added to the text
as well as to other objects in the slides in your presentation. In
other words, animation effects are used to apply movement in the
images and objects in slides. The use of animation enhances your
presentation and makes it more attractive.

Application-Oriented Questions

1. Create a presentation in Impress on the topic
“Good Habits and Bad Habits of Eating”. In this
presentation, you need to insert at least four slides.
All slides should have different slide layouts and
must contain graphical objects such as pictures and
clip arts. Further, to make the presentation more
attractive, apply different transition and animation
effects to all the slides. Write the steps that you
have performed for creating this presentation.

Ans. Perform the following steps to create a presentation on the “Good

Habits and Bad Habits of Eating” topic:

1. Select Applications > Office = OpenOffice 4.1.1 Impress. The
Presentation Wizard appears.

2. Select the desired presentation type radio button from
the Type section. In our case, we have selected the Empty
presentation radio button (Figure 1).

3. Click the Next button, as shown in Figure 1:

Presentation Wizard

Type.
() Empty presentation

© Erom template

© Open existing presentation

 Preview

Help Cancel <<Back Nexty>| Create

Figure 1: Showing Presentation Wizard
The next page of the Presentation Wizard appears (Figure 2).

4. Click the Next button as we are going with the default
settings, as shown in Figure 2:

Presentation Wizard

Select a stide design

Presentation Backgrounds v

e ]

Select an output medium

Original ® Screen

Oyerhead sheet Sl
verhead shee ide. o Preview

 Paper

Help — <cack | —

Figure 2: Showing the slide design options
The next page of the Presentation Wizard appears (Figure 3).

5.  Click the Create button as we are applying the default settings,
as shown in Figure 3:

Presentation Wizard

Select a slide transition
Effect No Effect v
Speed Medum v
Select the presentation type
© Default
Automatic
Durationof page  00:00:10
Ouration of pause 00:00:10 & Preview
+ Show logo
Help. Cancel << Back Next>> @h

Figure 3: Showing the slide transition options
A blank presentation is created, as shown in Figure 4:

Untited 1 - Openomc peess

St [ Normat Outin Notes Handout Side Sarter ~

Click to add title I

Click to add text

M/ EeT ¢ "¢« E-P %-K/ORE OF-2-
o 2 N Py

Figure 4: Showing a Blank Presentation

Before creating the presentation, first you need to save it.
Let’s perform the following steps to save the presentation:

6. Select File - Save As from the Menu bar, as shown in Figure 5:

Untitied 1 ~ OpenOffice impress S
Fle Edt View sert Format Toos SideShow Window Help %

‘RYE A B Gm-@ & 0%- Oy M-E-®

o
RecentOocymens » | 000" || [Erays ¥/ B [color /[ Jouecsiv| @

» [ Normat!Gutine Notes Handout. Side Sortar -

Click to add title

Click 10 add text

e @re @R K MRE GF -2~

52137200 :H000x000 |+| | suse1/1 | oumu s

Figure 5: Saving a Presentation
The Save as dialog box appears (Figure 6).

Presentation Tool — OpenOffice Impress
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10.

12.

13.

14.

Navigate to the directory where you want to save the
presentation. In our case, we have navigated to the
Desktop(Figure 6).

Type the desired name of the presentation in the Name text
box. In our case, we have typed Good Habits and Bad Habits
of Eating (Figure 6).

Click the Save button in the Save as dialog box, as shown in
Figure 6:

Save as
Inome/suniUDesktop/Desktop DATA /Presentation ol [@e
e Trpe = Towmmaned
File name: Good Habits and Bad Habits of Eating| > Savey
File type: ODF Presentation (odp) ® Cancel
Help
) Save with password  Automatic file name extension
Edt fiter settings

Figure 6: Showing the Save as Dialog Box

The presentation is saved as Good Habits and Bad Habits of
Eating, as shown in Figure 7:

oo bits and B Habits o Etin.adp = OpenOffic Imprss o
fle Edt Vew sert format Toos SideShow Widow Hep X
Be@-oa@eass <8 Do hm-@ =000y &6

I ~/ 600" |7 [MEMorays v/ & lcoor  v|[leuecssv] @
Stdes . [Normat uttne Notes| Handout Stce Sortr .
1 [
Click to add title 7]

*
Click to add text @
®
M/ 2S0T ¢ " 00 % B -P-%- &/ meE 0&-2- i
1717830 # 0005000 sue13 | oan s

Figure 7: Showing the Presentation with the Specified Name
After saving the presentation, let’s perform the following
steps to create the first slide of the presentation:

Select the desired layout for your first slide from the Layouts
pane. In our case, we have selected Title Slide (Figure 8).
Click the title placeholder to insert the title of the slide
(Figure 8).

Type the desired title for the slide in the title placeholder. In
our case, we have typed Habit (Figure 8).

Type the related text in another placeholder, which is placed
below the title placeholder (Figure 8).

After inserting the text, perform the following steps to insert
an image in the slide:

Select Insert = Picture = From File from the Menu bar, as
shown in Figure 8:

Good Habit 0 84 bl ofEsin.cdp - OpenOffice Impress S e ox
Fle £t Vew mset Fomst Toos SieSow Wndow Hep x
B-@-ga Sk & - em-@=0 | &-] o]
Duplicate Siide L] | Kl |
spand Side Notes Handos Side Srter .
Summary Side a e
5o .
Oateand Time. Habit w

Felgs
Comment CurtsAltsC.

, nerally, Habit is defined as an action that a
sed to do frequently or a part of a ;W
stine or behaviour pattern. If we are taking

Hypertnk

Aratad Enie about eating habits, these habit can be 2
ed into two types: ®

Table. san _» | habit of Eating

Moyie and Sound Bad habit of Eating

ovect ,

Crart
Floating Frame

e
M/ +E0T - %-6-0- - -B-P-%-

t337/598 _Mooosovo |+

Figure 8: Inserting an Image in a Slide

The Insert picture dialog box appears (Figure 9).

Computer Applications

15.

16.

Select the desired location where an image file is stored
from the Place list box in the left pane. In our case, we have
selected Desktop. The list of related files appears in the right
pane (Figure 9).

Select the desired image file from the Name list box in the
right pane. In our case, we have selected Lifestyle.jpg
(Figure 9).

Click the Open button in the Insert picture dialog box, as
shown in Figure 9:

Insert picture

Ihome/suni/Desktop/Desktop DATA

[ = T Towemmares
& Presertation Fader 10302018, 073432

27.1 KB 10/30/2018,08:01:21

Lifestyle

File pame: festyle png & Open y
File type: <AL formats» (+.bmp;*. 0 emf;* eps;* g pg* peg:* ff; Cancel

Help

Jlink ¥ Preview

Figure 9: Showing the Insert picture Dialog Box

The selected image is inserted in the slide, as shown in
Figure 10:

Good Habits and Bad Habits of Eating.odp - OpenOffice Impress - 8 x

File Edit View Insert Format Tools Slide Show Window Help x

B-3-8s P as vE o ®-0 - RE-@ HIeR- [&-Jis]
—

Slides. X/ | Normal| Outline | Notes Handout Slide Sorter | =

1 [

Habit |

Generally, Habit s defined as an action that a person is used to do
frequently or a partof a routine or behaviour pattern. lf e are talking
about eating habits, these habit can be categorized into two types:

Good habit of Eating
J @

Bad habit of Eating
M/-oE0eT ¢ - % ¢ -0 -« W -9 % &/ EadE 62 -

211 0.00x000 |+

iy

|
Side1/1 Defaut ©—¢ @ lasx

| 3717387

Figure 10: Showing the Presentation after Inserting an Image
Perform the following steps to change the slide design:

Select Format ¢ Slide Design from the Menu bar, as shown in
Figure 11:

Good Habits and Bad Habits of Eating.odp - OpenOffice Impress 8 x
Fle Edt View Insert Format Tools SideShow Window Help x
B-E-@e [ OefusFormating wE-@ = eR- §iE-§i]
© Character =—
Stdes Side Sorter| .
 Paragraph
1 Bullets and Numbering &
Page. Habit ]
Change Case ,
_ ChangeCase isanacion hatapersonis usedtodo e
4 Kt oction and See 4 ine or behaviour pattern. i we are talking o
LA TR siz it can be categorized to o types: =
e Line. ES
Area ir
Text.
Crop Picture.

Slide Layout
Styles and Formatting  F11

Group >

‘ e i

M/o@eT ¢ % ¢ -« W -P %" K, ERE -2 - ]
34217471 15000x000 |+| |Side1/1 Defautt ©—0———@ |acx

Figure 11: Changing Slide Design
The Slide Design dialog box appears (Figure 12).
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19.

20.

21.

22.

23.

Click the Load button to load several slide designs, as shown
in Figure 12:

Slide Design
Select a slide design
0K
Cancel
Help
Default
() Exchange background page Load.
U Delete unused backgrounds

Figure 12: Showing the Slide Design Dialog Box

The Load Slide Design dialog box appears (Figure 13).

Select the desired category from the Category list box whose
appearance you want to change. In our case, we have selected
Presentation Backgrounds. The related list of templates
is shown in the right pane under the Templates list box
(Figure 13).

Select the desired template from the Templates list box. In our
case, we have selected Blue and Grey (Figure 13).

Click the OK button from the Load Slide Design dialog box, as
shown in Figure 13:

Load Slide Design

Categories Templates ok
My Templates Black and White
| 2 Back Blue and Grey Cancel
Presentations Blue and Red Gradient
Blue Border Help

Blue Lines and Gradients
Blue Step Gradients
Blue with Battom Title
Brown

& Preview

Click to add title

Figure 13: Showing the Load Slide Design Dialog Box

The Slide Design dialog box reappears.

Click the OK button to apply the selected design to the slide.
The selected slide design is applied, as shown in Figure 14:

Good Habits and Bad Habits of Eating.odp - OpenOffice Impress S e ox
Fle Edt Vew lsert Format Tools SideShow Window Help x
B-2-dsPac B D - wE-@ Hen- [a-]e]
Stides || Normal| Qutiine. Notes Handout|Side Sorter =

G 15 @

Generally, Habit s define
I

» %

B/ »meT ¢ "¢ @ « B P % £/ 00 GF-2- I
31907371 32 000x0.00 + Sude 1/1 \ﬁ—mu:i:i O 0 @ af
Figure 14: Showing the Slide Whose Design Gets Changed

24.
25.

26.

27.

After applying the desired slide design, let's perform the
following steps to apply the bullets style to the selected text
in the slide:

Select the desired text in the slide (Figure 15).

Select Format =» Bullets and Numbering from the Menu bar, as
shown in Figure 15:

Good Habits and Bad Habits of Eating.odp - OpenOffice Impress -8 x
File Edit View Insert Format Tools Slide Show Window Help X|
B-@B-@o B[ DefautFomating ®E - @ eR- fim-Ji@]
Character. - h
Stides Sude Sorter +
Paragraph.
(]
Page. W
Change Case
Posion and Size Fa
Line. (53
Area s
Text
Crop Picture. HES
Side Design ®
Slide Layout.
Styles andFormatting  F11
Growp
B/ 20T 2 % ¢ @« F P % X/ ARE Ok - - i
+1437/865 11000x000 [+ Side 171 | tyt-bluegrey | © —0—+ ®

Figure 15: Applying the Bullets Style to the Text
The Bullets and Numbering dialog box appears (Figure 16).

Select the desired bullet style from the Selection section.
In our case, we have selected right pointing arrow bullets
(Figure 16).

Click the OK button to apply the bullet style, as shown in
Figure 16:

Bullets and Numbering
Bullets | Numbering type| Graphics | Position| Customize |
Selection
° [ ] * |
° [ ] * |
° [ ] * |
> > X v
> > X v
2> > X v
OK ) || Cancel || Help || Reset

Figure 16: Showing the Bullets and Numbering Dialog Box
The bullet style is applied to the selected text, as shown in

Figure 17:
Fle E6t Vew lert Fomat Tools SideShow Window Help x
B-2-8e P as vE X D-C- E-@ E QR @Oy E-E-N R, B0 ]
Stides. % | Normal Quttine | Notes| Handour|Stide Sorter| =
@
fl
£
-4
@

/=0T ¢ - % ¢ @ -« @ P % </ EH@E &k

| 59.10/:028 3 000x0.00 |x| | suse1s1 yebuerey o

Figure 17: Showing the First Slide after Completing

Perform the following steps to insert a new slide in the
presentation and also work with it.

Presentation Tool — OpenOffice Impress
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28.

29.

30.

31.

Select Insert = Slide from the Menu bar to insert a new slide
in the presentation, as shown in Figure 18:

(Good Habits nd Bad Habits of Eating.odp - OpenOffce Impress - ox

Fle Edt Viw ert Format Tocls SideShow

B-2-ad

ndow  Halp

CeE-@ = e8| §iE-

Stides

kS mEE ek -2

s iere ito00i000 ol s/ |peseas [0—0———o L}

M/ meT ¢ % ¢ 0 % &

Figure 18: Inserting a New Slide

Now, the slide is inserted.

Select the desired layouts for your slide from the Layouts
pane. In our case, we have selected Centered Text, as shown
in Figure 19:

‘Good Hakits and Bad Habits of Eting.odp - OpenOffice Impress e ox

Ple Edt Vew Iwert Fomst Toos SideShow Window Help x

g-B-a=EFEa -

Click to add title il

+ Click to add text

B/ >SeT 2 % -9 0 e B P % &7 @QE &k -

/55 00 |+ | sisezr2 | yrousare [0—0—t——o |

Figure 19: Changing the Slide Layout

Click and type the desired text for the slide in the placeholder,
as shown in Figure 20:

Goad Haits and Bad Habit of Eting.odp - OpenOFfice Impress S e ox
@ #es-0, 8 i
S R A@E A
[ Normat utine otes Handout e -
Click to add title =
*»
@
®
v /omeMe-n-¢0-0 o W B - &smamoRE-3- %8,
)

Figure 20: Inserting Text in Placeholders
Insert an image by following steps 14 to 17. Now, the image is
inserted, as shown in Figure 21:

Bad Habits of Eating.odp. i

Good habits of eating =
Good habits of eating are those that keep you

fitand healthy. I

| #

HES

®

B/o@0eT ¢ % ¢ -@ « 0 -P % &/ O8E G-

0 oo lisx

7340003 it 000x000 L+ | sise2s2 | uto

Figure 21: Showing the Second Slide after Completion

Now, the second slide is completed. Perform the following
steps to insert the third slide and work with it:

Computer Applications

33.

34.

35.

36.

37.

38.
39.

40.

41.

Select Insert > Slide from the Menu bar to insert a new slide.
Select the desired layout for your slide from the Layouts
pane. In our case, we have selected Title, Clipart, and Text
(Figure 22).

Click and type the title of the slide in the title place. In our
case, we have typed List of good habits of eating (Figure 22).
Click and type the desired text related to the title for the slide
in the outline placeholder (Figure 22).

Double-click the image icon in the slide to open the Insert
picture dialog box, as shown in Figure 22:

Good Habits and Bad Halis o Eating.odp - OpenOffice Impress - aox

List of good habits of eating

« Brush your teet

= Wash your han
any food

« Avoids fast food
« Having fruits

Figure 22: Inserting an Image
The Insert picture dialog box appears.

Insert an image by following steps 15 to 17. An image is
inserted, as shown in Figure 23:

Good Habits and Bad Hbis of Esting.odp - OpenOffce mpress ——

P

s x

&

@ | 3

Having fruits

®

M/ =0T ¢ -%-¢ -0 e 0 P % &/ 088 k-

b 36a/asa 18000x000 |+ | |sises 3 | ybusre o—e———olx

Figure 23: Showing the Third Slide

After creating the third slide, perform the following steps to
insert the fourth slide and work with it:

Select Insert = Slide from the Menu bar to insert the slide.
Select the desired layout for your slide from the Layouts pane.
In our case, we have selected Title and 2 content(Figure 24).
Click and type the title of the slide in the title place. In our
case, we have typed Bad habits of eating (Figure 24).

Click and type the text related to the title in the other text
block placeholders, as shown in Figure 24:

B Habits o » i
File Edit View Insert Format Tools Slide Show Window Help % X
B-2-as@as vE LA he-@ [1@%- Q) &-5-8 [ B
N 1es Handout Side Sorter| -
Bad habit of eating =]
Make you unhealthy =
Make you sick or il =
Make you unfit *
Make you sleepy Hics
@

M/ -o=eT 2 %-¢-0- % K, mea e -2 i
siiess g e — T

Figure 24: Inserting Text
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42 Insert an image by following steps 14 to 17. Now, an image is

43.
44,

45.

46.

47.

48.

inserted, as shown in Figure 25:

(Good Hbits and Bad Habits of Eating.odp -~ OpenOffica Impress. S

Fle Edt View lnsert Format Tools SideShow Help x

B-B-0= @ oavE Rl B =Ry @R- @, B-E-8 [ @]
Stidos || [Normat] outine  Notes Handout| sie sorter -
e e

[

Bad habit of eating gl

Make you unhealthy =
Make you sick or il ' =
Make you unfit } < it
Make you sleepy LA 4 bl
®

M/ ->=eT ¢ % ¢ -0 -« W P - </ OdE OF:-2-
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—

Sude /4 | i-lucgrey
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Figure 25: Showing the Fourth Slide

Now, the third slide is created, let’s perform the following
action to insert, create, and work with it:

Select Insert = Slide from the Menu bar to insert the slide.
Select the desired layout for your slide from the Layouts
pane. In our case, we have selected Title, Text, and Clipart
(Figure 26).

Click and type the title of the slide in the title place. In our
case, we have typed List of bad habits of eating (Figure 26).
Click and type the text related to the title in the other text
block placeholders (Figure 26).

Double-click the image icon to insert the image, as shown in
Figure 26:

‘Gaod Habits and Bad Habits of Eating.odp - OpenOffice Impress - o ox

Ele Edt View Insert Format Iools SlideShow Window Help

B-3-6s@aavE ©-¢ - BE-0 HOR- 0, B-8-8 [ 8]
Stdes [ Normat Quttine Notes Handout i Sorcer| -
]
List of bad habits of eating =
- Eating fast food

« Taking non balanced diet £S5
+ Skipping breakfast, Lunch or | W
dinner 3

+ Not drinking enough water
®

M/-o@eT 2 %9 - -« W -9 %X/ OQA 62

5 240/051 1 000x000 |+| | sices/s |ipbusgrey ©—0———0lix

Figure 26: Inserting an Image
The Insert picture dialog box appears.

Insert an image by following steps 15 to 17. Now an image is
inserted, as shown in Figure 27:

‘Good Habits and Bad Habits of Eating.odp - OpenOffice Impress R

Ele Edt View lnsert Format Tools SideShow Window Help

B-2-as@Peave® ®-o®- BE-© H @R Q) H-B-8 Ji@]
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- Eating fast food
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Figure 27: Showing the Fifth Slide

After creating all the slides in the presentation, let’s learn to
apply different custom animation effects:

49.

50.

51.

52.

53.

54.

Select Slide Show = Custom Animation from the Menu bar to
expand the Custom Animation pane, as shown in Figure 28:

Bad Habits of Eating.odp. - ox

@eR- 0, 8-

Figure 28: Expanding the Custom Animation Pane

Select the first slide of the presentation from the Slides list box
(Figure 29).

Select the desired object from the slide in which you want to
apply the animation effect. In our case, we have selected the
title of the first slide (Figure 29).

Click the Add button to apply the desired effect to the selected
object, as shown in Figure 29:
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Figure 29: Adding the Custom Animation Effect
The Custom Animation dialog box appears (Figure 30).

Select the desired animation effect from the Basic list box. In
our case, we have selected Dissolve In (Figure 30).

Click the OK button in the Custom Animation dialog box, as
shown in Figure 30:

Custom Animation
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Speed Very fast v

o Automatic preview

OK ) || Cancel || Help

Figure 30: Showing the Custom Animation Dialog Box
The Custom Animation dialog box is closed.
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55.

56.

57.

58.
59.
60.

61.

Click the up and down arrow buttons of the Start list box to
guide how the animation effect starts. In our case, we are
going with the default On click action, as shown in Figure 31:
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Figure 31: Adjusting Various Custom Animation Settings
Now, the animation effect is applied. You can apply the
different animation effects to the remaining four slides by
following the same steps. Perform the following steps to add
a transition effect to slides in the presentation:

Select Slide Show —> Slide Transition from the Menu bar to
expand the Slide Transition pane, as shown in Figure 32:

Good Habis and Bad Habit of Eating.odp - OpenOffce Imprass.
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Select the first slide of the presentation from the Slides list box
(Figure 33).

Select the desired transition effect from the Apply to selected
slides list box. In our case, we have selected the Wheel
Clockwise, 2 Spoke effect (Figure 33).

Select the desired speed of the transition effect from the
Speed list box. In our case, we have selected Medium
(Figure 33).

Select the desired sound of the transition effect from the
Sound list box. In our case, we have selected No Sound
(Figure 33).

Select the On mouse click radio button, if you want that
the next slide should appear when you click the mouse;
otherwise, select the Automatically after radio button. In our
case, we have selected the On mouse click radio button, as
shown in Figure 33:

Good Habits and Bad Habits ofEating.cdp - OpenOffic Impress.
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Figure 33: Applying the Slide Transition Effect

Computer Applications

Now, the transition effect is applied to the first slide. Similarly,
apply different transition effects to the remaining four slides
in the presentation.

You can view the slide show of your presentation by pressing
the F5 key from the keyboard or select Slide Show —> Slide
Show from the Menu bar.

2. Explain the following terms and how they help
in creating more effective and eye-catching

Ans.

Ans.

presentations:

O Design template

O Animation effects

O Transition effects

O Design template: Refers to a model that provides the basic
structure to create a document or presentation easily
and quickly. Templates offer sets of different pre-defined
visual elements that you can customize according to your
requirements.

O Animation effects: Refer to the visual effects that are added
to the text as well as other objects in the slides in your
presentation. Animation effects are used to apply movement
in the images and objects in slides.

O Transition effect: Refers to the special effects that play when

you view a presentation in a slide show. In other words, a
transition effect plays after the vanishing of the current slide
and before the appearance of the next slide.

Himanshi’s teacher asks her to create a presentation
in OpenOffice Impress. As Himanshi has never
before worked in Impress, help her to perform the
following tasks:

d.

She wants that except for the first slide, all the
slides should have the same design. For this,
what does she need to do?

To easily communicate with her audience, she
wants to provide them with a hard copy of the
slides of the presentation. What should she
create for it?

She wants to insert some pictures in some slides.
How can she do that?

Suggest her the view that would be most suitable
for showing the presentation to the audience.

To make her presentation more attractive, she
wants to add some effects to it. How can she do
it? Suggest.

Himanshi needs to manually change the slide design of
each slide by clicking Format = Slide Design from the Menu
bar. After this, the Slide Design dialog box appears. From
this dialog box, click the Load button to load more slide
designs. The Load Slide Design dialog box appears. Select the
Presentation Backgrounds option from the Categories list box
and its related options are shown in the Name list box. After
selecting these options, click the OK button in the Load Slide
Design dialog box. The Slide Design dialog box reappears.
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Ans.

Ans.

Ans.

Click the OK button in it. The selected slide design is applied
to the selected slide. After this, if you want to apply the same
design to other slides then again open the Slide Design dialog
box and select the design from the Select a design list box and
click the OK button.

b. Handouts
c.  Himanshi can insert pictures in the slides in two ways:

® By selecting the desired slide from the Layouts pane that
enables you to directly insert a picture

® By clicking Insert -> Picture -> From File from the Menu
bar

d. The slide show view. In a slide show, you can see your
presentation in full screen and also run slides in a continuous
series (one after the other).

e. To make her presentation more attractive, Himanshi needs
to add animation and transition effects to the slides. These
effects allow her to specify how the slides should appear.

Explain how a presentation can help a salesperson
to promote his/her products.

For a salesperson, a presentation plays an important role as it
helps in promoting business and increasing the sales of products.
Salespersons need to give presentations to their customers,
clients, and managers. Using the presentation software, they can
better convey their ideas and product details to customers as well
as performance-related facts and figures to managers.

Amina created a presentation to be shown at her
school’s Annual Function. Just 5 minutes before the
presentation, she noticed that she has misspelt the
name of the school, which is appearing in all the 30
slides of the presentation. How can she rectify this
mistake in all the slides?

The slide master will be helpful in this situation. She just needs to
rectify the mistake in the slide master. The change will be reflected
in all the slides of her presentation.

Create a presentation on the topic: Motion, Force,
and Work. Add the related text, examples, and
pictures. Also, add header and footer to all the slides
in your presentation.
Perform the following steps to create a presentation on the
“Motion, Force, and Work” topic:
1. Start Impress by selecting Applications = Office = OpenOffice
4.1.1 Impress. The Presentation Wizard appears.
2.  Create a blank slide by following steps 2 to 5 mentioned in the
first question of this section.
Now, a blank presentation is created, as shown in Figure 34:
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Figure 34: Showing a Blank Presentation

Save your presentation with the name Motion, Force, and
Work by following steps 6 to 10 in the first question of this
section. The name of the presentation appears in the Title bar,
as shown in Figure 35:
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Figure 35: Saving the Presentation with the Motion, Force,
and Work Name

Perform the following steps to create the first slide of the
presentation:

Select the desired slide layout for the slide from the Layouts
pane. In our case, we have selected Title Only (Figure 36).
Click and type the desired text in the title placeholder. In our
case, we have typed Motion, Force, and Work, as shown in
Figure 36:

Fle Edt Vew lsert Fomat Tools SideShow Window Help x

B-2-a=@es v GO ®-C- GE-@ F 8- 0, H-5-BR, B A

Slides % {[Normat | Outine Notes|Handout| Stde Sorter| Properties x %

1

Motion, Force, and Work

M/-omeT 2 % ¢ -0 % WP k- &/ E8E k-2

£ 480/9.45  2000x000 || | suce1/1 | Dot 0—9———0ux

Figure 36: Inserting Text in Placeholders

After inserting the text, let’s perform the following steps to
change the slide design:

Select Format = Slide Design from the Menu bar, as shown in
Figure 37:
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Figure 37: Changing the Slide Design
The Slide Design dialog box appears (Figure 38).
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10.

11.

12.
13.

Click the Load button to load the slide design in the Slide
Design dialog box, as shown in Figure 38:

Slide Design
Select a slide design
oK
Cancel
Help
Default
[ Exchange background page Load. X
(J Delete unused backgrounds .

Figure 38: Showing the Slide Design Dialog Box

The Load Slide Design dialog box appears (Figure 39).

Select the desired category from the Category list box whose
appearance you want to change. In our case, we have selected
Presentation Backgrounds. The related list of templates
is shown in the right pane under the Templates list box
(Figure 39).

Select the desired template from the Templates list box. In our
case, we have selected Light Blue Shapes (Figure 39).

Click the OK button from the Load Slide Design dialog box, as
shown in Figure 39:

L e— V
Click to add title.

‘ < Gekioadt

Figure 39: Showing the Load Slide Design Dialog Box
The Slide Design dialog box reappears.

Click the OK button in the Slide Design dialog box.
The first slide is created,

shown in Figure 40:
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Figure 40: Showing the First Slide with the Specified Slide
Design

111 |y moes I

Perform the following steps to insert a new slide and work
with it:
Select Insert =» Slide from the Menu bar.

Select the desired slide layout for the slide from the Layouts
pane. In our case, we have selected Title Slide.

Computer Applications

20.
21.

22.
23.

Click and type the desired text in the title placeholder.

Click and type the related text to the title in text placeholder.
Perform the following steps to insert an image in the second
slide:

Select Insert = Picture = From File from the Menu bar, as
shown in Figure 41:
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Figure 41: Inserting Image

The Insert picture dialog box appears (Figure 42).

Select the desired location where an image file is stored
from the Place list box in the left pane. In our case, we have
selected Desktop. The list of related files appears in the right
pane (Figure 42).

Select the desired image file from the Name list box in the
right pane. In our case, we have selected motion.png
(Figure 42).

Click the Open button in the Insert picture dialog box, as
shown in Figure 42:
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Figure 42: Showing the Insert picture Dialog Box
Now, the second slide is created, as shown in Figure 43:
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Figure 43: Showing the Second Slide
Now, let’s insert the third slide and work with it:
Select Insert = Slide from the Menu bar.

Select the desired slide layout for the slide from the Layouts
pane. In our case, we have selected Title Slide.

Click and type the desired text in the title placeholder.
Click and type the related text to the title in text placeholder.



24. Insert an image by following steps 19 to 22.
Now, the third slide is completed, as shown in Figure 44:
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Figure 44: Showing the Third Slide

Create the fourth slide by following steps 23 to 27, as shown
in Figure 45:
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Figure 45: Showing the Fourth Slide
Perform the following steps to insert a header in all the slides
in the presentation:

25. Select View = Master = Slide Master from the Menu bar, as
shown in Figure 46:

Figure 46: Enabling Slide Master
The Master View toolbar appears (Figure 47).

26. Select the desired placeholder to add the header to a slide. In
our case, we have selected the header row (Figure 47).

27. Type the desired text for the header. In our case, we have
typed Designing Motion, Force, and Work, as shown in
Figure 47:

Click to edit the title text format
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Figure 47: Inserting Header

Ans.

Ans.
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These changes become visible in all the slides of the
presentation. Perform the following steps to insert the footer
in all slides in the presentation:

28. Select View -» Master = Master Elements from the Menu bar
(Figure 48).
The Master Elements dialog box appears (Figure 48).

29. Click the Footer check box to select it (Figure 48).

30. Click the OK button to activate the footer in the Master
Elements dialog box, as shown in Figure 48:

Master Elements

Placeholders

Header

¥ Slide number

OK k Cancel

Figure 48: Showing the Master Elements Dialog Box
The Impress window reappears.

31. Type the desired footer name and click the Close to Master
View button to close the Master View toolbar.

The header and footer appear on all the slides. You can press
the F5 key to view the presentation in the slide show.

Identify and explain which view that is suitable for
displaying all the slides of a presentation in such a
way that you can easily verify the order of slides and
whether the presentation has been completed or
not.

The Slide Sorter view displays all the slides of a presentation on a
single screen, enabling you to verify the order of slides and also
whether the presentation is complete or not.

Mrs. Sumita, your science teacher, asks all the
students in your class to create a presentation on
‘Our Environment’. In this presentation, students
need to add relevant text and pictures. The
presentation will have 10-12 slides and each slide
must contain some pictures. Further, she asks the
students to add transition and animation effects
to different objects or components to the slides to
enhance the appearance of the presentation.

Perform the following steps to create the presentation on ‘Our
Environment':

1. Create a blank presentation by following steps 1 to 5 of the
first question of this section.

2. Save it with the name ‘Our Environment’ by following steps 6
to 9 of the first question of this section.

Presentation Tool — OpenOffice Impress




Now, the presentation is shown in Figure 49:
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Figure 49: Showing the Presentation Named ‘Our
Environment’

Select the desired layout for your first slide from the Layouts
pane. In our case, we have selected Centered Text (Figure 50).
Click and type the desired text for the slide in the title
placeholder. In our case, we have typed ‘Our Environment’
(Figure 50).

After inserting the text, let’s perform the following steps to
insert an image in the slide:

Select Insert = Copy —» Paste From Gallery of the side bar, as
shown in Figure 50:
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Figure 50: Inserting an Image
Now, an image is inserted in the slide, as shown in Figure 51:

Our Environment.odp -~ OpenOffice Impress - aox
Fle Edt View lwsert Format Tools SideShow Window Help x

B-B3-a= P aa v L BE-@ N eR- @, H-E-B R, B0

Stdes | Normat|outine  otes Hancout siide Sorer| Galtery x

1

alle Our Environement

kY

M/-o=eT ¢ % ¢ @« W -P-%x° X/ @O@E & -2 -

Figure 51: Showing the Presentation after Inserting an Image
Perform the following steps to change the slide design:
Select Format = Slide Design from the Menu bar.

The Slide Design dialog box appears.

Click the Load button to load several slide designs.

The Load Slide Design dialog box appears (Figure 52).

Select the desired category from the Category list box whose
appearance you want to change. In our case, we have selected
Presentations. The related list of templates is shown in the
right pane under the Templates list box (Figure 52).

Computer Applications
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Select the desired template from the Templates list box. In our
case, we have selected Introducing a New Product (Figure 52).
Click the OK button from the Load Slide Design dialog box, as
shown in Figure 52:

Categories

My Templates

Presentation smimw;

& Preview
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Figure 52: Showing the Load Slide Design Dialog Box
The Slide Design dialog box reappears.

. Click the OK button to apply the selected design to the slide,

as shown in Figure 53:
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Figure 53: Showing the Slide Whose Design Gets Changed
After changing the slide design, let’s perform the following
steps to insert a new slide in the presentation and also work
with it:

Select Insert = Slide from the Menu bar to insert a new slide
in a presentation.

Now, the slide is inserted. After this, let’s perform the
following steps to create the second slide:

. Select the desired slide layout from the Layouts pane. In our

case, we have selected Title Slide.

Type the desired text in both the placeholders of the slide.
Insert an image by following steps 5 to 8 of this question.
Now, the second slide is created, as shown in Figure 54:
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Figure 54: Showing the Second Slide of this Presentation

Select Insert = Slide from the Menu bar to insert a new slide
in a presentation.

Perform the following steps to create the third slide:



17.

18.
19.

20.

21.

22.
23.

24,

25.

26.
27.

28.

Select the desired slide layout from the Layouts pane. In our
case, we have selected Title Text.

Type the desired text in both the placeholders of the slide.
Insert an image by following steps 5 to 8 of this question.
Now, the third slide is created, as shown in Figure 55:
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Figure 55: Showing the Third Slide of this Presentation

Select Insert = Slide from the Menu bar to insert a new slide
in a presentation.

Perform the following steps to create the fourth slide:

Select the desired slide layout from the Layouts pane. In our
case, we have selected Title Text.

Type the desired text in both the placeholders of the slide.
Insert an image by following steps 5 to 8 of this question.
Now, the fourth slide is created, as shown in Figure 56:
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Figure 56: Showing the Fourth Slide of this Presentation

Select Insert = Slide from the Menu bar to insert a new slide
in a presentation.

Perform the following steps to create the fifth slide:

Select the desired slide layout from the Layouts pane. In our
case, we have selected Title Text.

Type the desired text in both the placeholders of the slide.
Insert an image by following steps 5 to 8 of this question.
Now, the fifth slide is created, as shown in Figure 57:
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Figure 57: Showing the Fifth Slide of this Presentation

Select Insert = Slide from the Menu bar to insert a new slide
in a presentation.

Perform the following steps to create the sixth slide:

29.

30.
31.

32.

33.

34.
35.

36.

37.

38.
39.

40.

Select the desired slide layout from the Layouts pane. In our
case, we have selected Title Slide.

Type the desired text in both the placeholders in the slide.
Insert an image by following steps 5 to 8 of this question.

Now, the sixth slide is created, as shown in Figure 58:

Our Environment.odp - OpanOffice Impress

Figure 58: Showing the Sixth Slide of this Presentation

Select Insert = Slide from the Menu bar to insert a new slide
in a presentation.

Perform the following steps to create the seventh slide:

Select the desired slide layout from the Layouts pane. In our
case, we have selected Title Slide.

Type the desired text in both the placeholders of the slide.
Insert an image by following steps 5 to 8 of this question.
The seventh slide is created, as shown in Figure 59:
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Figure 59: Showing the Seventh Slide of this Presentation

Select Insert = Slide from the Menu bar to insert a new slide
in a presentation.

Perform the following steps to create the eighth slide:

Select the desired slide layout from the Layouts pane. In our
case, we have selected Title Text.

Type the desired text in both the placeholders of the slide.
Insert an image by following steps 5 to 8.
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Figure 60: Showing the Eighth Slide of this Presentation

Select Insert = Slide from the Menu bar to insert a new slide
in a presentation.

Perform the following steps to create the ninth slide:

Presentation Tool — OpenOffice Impress
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41.

42.
43.

44,

45.

46.
47.

48.
49.

50.

51.

Select the desired slide layout from the Layouts pane. In our
case, we have selected Title Text.

Type the desired text in both the placeholders of the slide.
Insert an image by following steps 5 to 8 of this question.
Now, the ninth slide is created, as shown in Figure 61:
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Figure 61: Showing the Ninth Slide of this Presentation
Select Insert = Slide from the Menu bar to insert a new slide
in a presentation.

Perform the following steps to create the tenth slide:

Select the desired slide layout from the Layouts pane. In our
case, we have selected Centered Text.

Type the desired text in both the placeholders of the slide.
Insert an image by following steps 5 to 8 of this question.
Now, the tenth slide is created, as shown in Figure 62:
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Figure 62: Showing the Tenth Slide of this Presentation

After creating all the slides of the presentation, let’s perform
the following steps to apply custom animation effects:

Select Slide Show = Custom Animation from the Menu bar to
expand the Custom Animation pane.

Select the first slide of the presentation from the Slides list box
(Figure 63).

Select the desired object from the slide in which you want to
apply the animation effect. In our case, we have selected the
title of the first slide (Figure 63).

Click the Add button to apply the desired effect to the selected
object, as shown in Figure 63:
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Figure 63: Adding the Custom Animation Effect
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The Custom Animation dialog box appears.52. Select the
desired animation effect from the Basic list box. In our case,
we have selected Split.53. Click the OK button in the Custom
Animation dialog box.

The Custom Animation dialog box is closed.

Click the up and down arrow buttons of the Start list box to
guide how the animation effect starts. In our case, we are
going with the default On click action (Figure 64).

Select the desired direction from the Direction list box. In our
case, we have selected Vertical in, as shown in Figure 64:
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Figure 64: Adjusting Various Custom Animation Settings
Now, the custom animation effect is applied to the title text
in the first slide. Similarly, you can also apply effects to other
objects in the presentation. Now perform the following
steps to apply the transition effect to the first slide in the
presentation:

Select Slide Show —» Slide Transition from the Menu bar to
expand the Slide Transition pane.

Select the first slide of the presentation from the Slides list box
(Figure 65).

Select the desired transition effect from the Apply to selected
slides list box. In our case, we have selected the Wheel
Clockwise, 3 Spoke effect (Figure 65).

Select the desired speed of the transition effect from the
Speed list box. In our case, we have selected Fast (Figure 65).
Select the desired sound of the transition effect from
the Sound list box. In our case, we have selected Beam2
(Figure 65).

Select the On mouse click radio button if you want that the
next slide should appear when you click the mouse button;
otherwise, select the Automatically after radio button. In our
case, we have selected the Automatically after radio button,
as shown in Figure 65:
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Figure 65: Applying the Slide Transition Effect
Now, the transition effect is applied to the first slide. Similarly,
apply the different transition effects to the remaining four
slides in the presentation. The presentation is created. You
can see it in full screen by pressing the F5 key.



