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Module 5
Introducing Multimedia
Description: What are some different ways people communicate with one another? When might you use words to explain something, and when might it be more effective to use pictures or a graphic? Sometimes, words are not enough to express our ideas and thoughts. A visual presentation with examples, pictures, diagrams and sounds can be more effective to communicate. Using the Multimedia software, you can develop presentations on any subject, such a presenting a project you’ve been working on. You can also use Multimedia to give information about events and activities to a large group of people efficiently and effectively. 
Multimedia presentations can be used to share information as well as entertain. You will develop multimedia skills by creating presentations that will be helpful in your daily life.  Let’s explore how Multimedia works.
Activity 1: Exploring Multimedia
Spend a few minutes exploring the Multimedia software using the Help Guide. Try to complete the following tasks:

a. Find the Multimedia software and open it. (See Help Guide,  Multimedia Skill 1.1) 

b. Insert a Title slide. Type something as the title. (See Help Guide,  Multimedia Skill 3.1 and 5.1)

c. Insert two more slides. Include pictures and text in these slides. (See Help Guide,  Multimedia Skill 3.1, 5.1 and 6.1)

d. Add sound effects and animation to the slides. (See Help Guide,  Multimedia Skill 7.1,and 8.1)

e. View the slides as a Slide Show. (See Help Guide,  Multimedia Skill 9.4) 

 Answer the following questions once you complete the exploration:

1. Were you able to complete the tasks? What skills did you learn?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. What kind of activities can you do using the Multimedia software?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.  Compare Multimedia software to using a flip chart for a presentation? Which is better? Why?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Share your answers with the rest of the class and note down points shared by your friends.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Activity 2: Getting to know Multimedia using the Help Guide 
Follow the steps to explore Multimedia skills using the Help Guide:

1. Double click Help Guide icon on the desktop to start the application. 

2. Click the Multimedia link on the left navigation pane. 

3. What are some of the listed skills?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4. Click Getting to Know Microsoft PowerPoint* (See Help Guide,  Multimedia Group 1)
Note: This group name will change depending on the Help Guide version being used.

5. What are some of the listed options?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. Open a new presentation (See Help Guide,  Multimedia Skill 1.1) 

Note: To view individual steps while you work, click the serial number of the skill. Click Return at the bottom of the individual pop up window to come back to the main window.

7. View the different toolbars. (See Help Guide,  Multimedia Skill 1.2, 1.3, 1.4 and 1.5)
8. Notice that a presentation has some unique elements identified in the table below.
	Slide:
	The white rectangular area on the screen is called the slide, which is the basic component of a presentation. A presentation can contain any number of slides, just as a book can contain any number of pages. Slides can contain text, pictures, charts and tables. You can also include animation (moving pictures) effects, audio and video clips to the slides in the presentation.

	Outlines:
	An outline is a text-only version of the entire content of a presentation. The text is indented according to the levels of headings, subheadings and running text. These are useful for editing and rearranging the text in the slides.


9. Notice that your new presentation has by default opened a Title Slide. 

10. Type your name in title text box and your address in subtitle text box. (See Help Guide,  Multimedia Skill 5.2)
11. Insert a clip art in the slide. (See Help Guide,  Multimedia Skill 6.1)
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12. Apply a design template to make your slide and make the presentation look good. (See Help Guide,  Multimedia Skill 4.1)
13. Insert a new slide with space for title, text and picture. (See Help Guide,  Multimedia Skill 3.1)
14. Type “My City” as title, the name of your city in the text box and insert an appropriate picture. (See Help Guide,  Multimedia Skill 5.2 and 6.2)
15. Change the font colour of the name of your city in the text box. (See Help Guide,  Multimedia Skill 5.9)

16. Change the font type of the name of your city in the text box. (See Help Guide,  Multimedia Skill 5.6)

17. Change the font style of the name of your city in the text box. (See Help Guide,  Multimedia Skill 5.8)

18. Play the presentation. (See Help Guide,  Multimedia Skill 9.4)
19. Notice that the presentation runs just like the slide shows through slide projector. The difference is the presentation is broadcast through a computer instead of a slide projector. 
20. Click the Close button [image: image2.png]


 to close the presentation. 
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Activity 3: Using Multimedia Skills 
You will have an opportunity to develop Multimedia skills as you complete the sample in the Guided Practice section and create samples in Self Practice section later.

Step 1: Guided Practice 

Introducing Myself 
In our day to day life, we introduce ourselves with the use of words. In this activity you get an opportunity to create an “Introducing Myself” presentation.
PLAN IT OUT
Create an “Introducing Myself” presentation to share your hobbies, personal details, likes, dislikes and so forth, with others. Look at the following sample.
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Introducing Myself Example

Plan your presentation using the space below. You may consider the hints provided in each slide.

Slide 1: Presentation Title
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Slide 2: Personal Details
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Slide 3: My Hobbies and Interests
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Slide 4: My Favourite 
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Slide 5: Experience of doing this Course
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Slide 6: Concluding Slide
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TRY IT OUT
Try to complete the following steps with the aid of the Help Guide.
A. ADD A TITLE TO YOUR SLIDE
1. Start the multimedia software and open a new blank presentation. (See Help Guide, Multimedia Skill 1.1)
2. In the title text box, type a title for your presentation. (See Help Guide,  Multimedia Skill 5.1, 5.2) 
3. Make the words bigger or smaller. (See Help Guide,   Multimedia Skill 5.7) 
4. Change the look of the words. (See Help Guide,  Multimedia Skill 5.6, 5.8 and 5.9)
5. Save your work in the Multimedia folder created in Module 1. (See Help Guide,  Multimedia Skill 1.9)
B. DESIGN YOUR SLIDE 

1. Change the slide layout. (See Help Guide,   Multimedia Skill 4.4)
2. Select a design template from your computer. (See Help Guide,   Multimedia Skill 4.1) 
3. Select a colour scheme. (See Help Guide,   Multimedia Skill 4.2)
4. Select a background colour. (See Help Guide,   Multimedia Skill 4.3)
5. Save your work. 
 C. ADD A PICTURE TO YOUR SLIDE

1. Add a picture to your slide. There are two ways you can insert pictures: 

· Draw your own picture with the use of drawing tools. (See Help Guide,  Graphics Group 5) 

· You can add a picture from clipart or from file. (See Help Guide,  Multimedia Skill 6.1 and 6.2)
2. Save your work. 
D. INSERT A NEW SLIDE

1. Insert two new slides with a box for a title and another box for a picture. (See Help Guide,  Multimedia Skill 3.1)
2. Type your personal details and your hobbies. Add appropriate pictures. (See Help Guide,  Multimedia Skill 5.1, 5.2, 6.1 and 6.2) 

3. Add border, 3D effects and shadow effects to your picture or clipart if you desire. (See Help Guide,  Multimedia Skill 6.3, 6.5 and 6.6)

4. Save your work. 
E. ADD A TABLE TO YOUR PRESENTATION
1. Insert a new blank slide. (See Help Guide,  Multimedia Skill 3.1)
2. Add or insert a table into a slide. (See Help Guide,   Multimedia Skill 5.10)
3. Type about your favourites in the table. (See Help Guide,  Multimedia Skill 5.2)
4. Make your table look good. (See Help Guide,  Multimedia Skill 5.11)
5. Save your work. 
F. ADD MORE SLIDES

1. Insert two more slides. (See Help Guide,   Multimedia Skill 3.1)
2. Change the slide layout. (See Help Guide,  Multimedia Skill 4.4)
3. Type your experience about the course. Add appropriate pictures. (See Help Guide,  Multimedia Skill 5.2, 6.1 and 6.2)

4. In the concluding slide, include the information you had planned earlier. (See Help Guide,  Multimedia Skill 5.2, 6.1 and 6.2)

5. Save your work. 
G. ADD SOUND AND MOVIES IN YOUR PRESENTATION
1.  There are four ways to add sound in your presentation.
· You can add sound or music from the clip organiser. (See Help Guide,  Multimedia Skill 7.1)
· You can add sound or music saved on your computer. (See Help Guide,  Multimedia Skill 7.2)  

· You can also play audio track in your presentation. (See Help Guide,  Multimedia Skill 7.3)
· Record voice for your presentation. (See Help Guide,   Multimedia Skill 7.4)  
2.  You can add Movies in your presentation by following two ways. 
· You can add movie from the clip organiser. (See Help Guide,  Multimedia Skill 7.6)

· You can add movie saved on your computer. (See Help Guide,  Multimedia Skill 7.7)
3.  Save your work. 
H. ADD ANIMATION AND SLIDE EFFECTS IN YOUR PRESENTATION


1.  
Add effects plays between the slides. (See Help Guide,  Multimedia Skill 8.1)
2.  
Add animation or movement to an object. (See Help Guide,  Multimedia Skill 8.3)
3.  
Add animation effects to words. (See Help Guide,  Multimedia Skill 8.4)
4. 
 Set the order and timing of animation on the slide. (See Multimedia Skill 8.13)
5. 
Save your work. (See Help Guide,  Multimedia Skill 1.9)

Step 2: Self-Practice

Practice your Multimedia skills by making samples using the Help Guide.  

Complete the following activities in your spare time.
1. My Family

Introduce your family to your friends and relatives by creating “My Family” Presentation.
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My Family Example
2. Annual Function 

Community annual functions are very common and essential part of our daily life. Create a presentation to share different events organized by your community throughout the year. 
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Annual Function Example
Activity 4: Using What I Learnt 

1. In this activity you will discuss the uses of Word Processing software in your daily life. The software has many uses. For example, you can use Multimedia presentations for making 
· Business Reports

· Family Functions

· Teaching Children
· Awareness Programs
Think about other possible uses of Multimedia presentations in your day to day life. Use the space given below to list the different uses of Multimedia presentations. ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Share the list with your friends and note down any additional points. 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Skills Set Checklist

Go through the checklist to review what you have learnt. 
	Skills
	Yes
	No
	Need Practice

	I can create a new presentation.
	
	
	

	I can create slides with various layouts.
	
	
	

	I can edit the information in the slides.
	
	
	

	I can apply design templates to slides.
	
	
	

	I can apply colour scheme to slides.
	
	
	

	I can insert picture and clipart to slides.
	
	
	

	I can insert a table in the slides.
	
	
	

	I can apply animation. 
	
	
	

	I can save a presentation.
	
	
	

	I can start a slide show.
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Title:  





Do you want to insert a clip art? If yes, what kind of clip art would you like to insert? ______________________________________________________


Do you want a subtitle? If yes, what would it be?








<Title> (For example, I am …., personal details, Know me, etc) 


Name:_______________________________________________


Age:_________________________________________________


Where do you live? ___________________________________


Occupation:__________________________________________


Qualification:_________________________________________


Do you want to insert a clip art? If yes, what kind of clip art would you like to insert? _________________________________________________








<Title> (For example, I like to…, My Hobbies, My interests, etc.)


Describe your hobbies�________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Do you want to insert a clip art? If yes, what kind of clip art would you like to insert?  _________________________________________________








<Title> (For example, My Favourite, I like to, etc.)


Describe your favourites (For example, favourite actor, dish, poet, novelist, artist, holiday destination, sport, and so forth.) 


_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Do you want to insert a clip art? If yes, what kind of clip art would you like to insert?  _________________________________________________








<Title> (For example, My Experience, My Journey, etc.)


Describe your experience.


(For Example, I liked ………………, I learnt…...,  It was difficult to ……………………, and so forth.)


________________________________________________________________________________________________________________________________________________


Do you want to insert a clip art? If yes, what kind of clip art would you like to insert?  ______________________________________________________














You may want to conclude your presentation by some quotes, thank you, and so forth. 


How do you plan to conclude your presentation?


__________________________________________________________________________________________________


Do you want to insert a clip art? If yes, what kind of clip art would you like to insert?  ______________________________________________________


___________________
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