DIGITAL PRESENTATION

EB0em 10

In the previous lesson, you have learnt aboul spreadsheets soltware. Now you
will learn aboul digital presentation. A digital presentation helps o present
information (o a group of people in the form of sequential slides. These slides
may contiain information in the form of text. graphics. audio or video.

Using digital presentations we can effectively communicate our ideas and share
any sorl of information with number of people in an organized, systematic and
inleresting manner. That is why now a days presentalions are used in schools
for teaching, in offices for giving sales report, profit and loss analysis, explaining
the proposal or a scientific theory and other such situations. Some ol the
presentation software available in the market are MS PowerPoinl, Apple
Keynotes, OpenOffice Impress, Adobe Persuation eic. In this lesson you will
learn about OpenOffice Impress software.

@ OBJECTIVES

Alter reading this lesson, you will be able lo:

e list the prominent fealures of OpenOffice Impress;

® creale, open, and close a presentlation;

e enlist the components of OpenOflice Impress Window;

e inserl objects such as lexl, illustrations, audio and video on a slide:
® add animation and transition effects;

o run the slide show;

e use rehearse liming [eature:

e save and prinl a presentalion;

# publish a presenlation.
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10.1 INTRODUCTION TO IMPRESS

Impress is lhe presentation software that comes with OpenOillice Suite. Using
Impress, we can creale slides that contain text, pictures, images, lables, audio
and even video elements. We can apply various background themes and colours,
lext styles, animation and transition effecls o enhance our presentations. In this
lesson you will be learning OpenOffice Impress (version 4.1.1) lo create a
presentation. Some of the features of OpenOilfice Impress presentalion soltware
are as follows:

I. Impress allows us (o creale and customize the presentalion as per our

requirements.

2. You can add various illustrations like clipart, piclures, shapes, images, elc.,
lo the slides 1o enhance ils appearance and make il user friendly.

3.  Various sound effects and video clips can be added lo the preseniation.

4. Various animation and transilion effects can be added to the slides and also
to each individual object on Lhe slide.

5. The presentations created using Impress can be viewed as series of web
pages in lthe browser.

6. The presentational material like handouls, speaker notes, charts, elc., can

also be created using OpenOffice Impress.

To start Impress. click Start — All programs — OpenOffice 4.1.1 —
Presentations, The Presentation Wizard starts. Using this wizard, you can
credale a new emply presenlation, create a new presentation from in-buill
lemplates or open an already exisling presentation.

1L1.1 Creating an Empty Presentation

Once the presentation wizard slarts, [ollow the sleps given below to creale an
empty presentalion:

Select the Empty Presentation oplion [rom Step-1 ol the Presentation
Wizard and click Next — button (Fig. 10.1).

2. In Step -2 of the Presentation Wizard, selecl various aspects of designing
a slide. From Select a Slide Design section, select any one of the design
oplions and the corresponding oplions will be displayed in the lisl box
below. The preview of the selected backeground slide will also be displayed.
In Fig. 10.2 we have selecled Presentation Backgrounds oplion and Blue
with Bottom Title background option.
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Fig. 10.2: Step-2 of Presentation Wizard

3.  From the Select an Output medium seclion, select the medium where the
presentation has o be viewed. By defaull, the Sereen oplion s selected.
Click Next — button.

4. The last step of the wizard allows us to select the transition effect and the
speed of transition Lo be applied Lo the sildes in the Select a slide transition
seclion. From Select the presentation type section, the Default radio
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button is selected. So, the presentation will run manually i.e., on mouse
click. However, if we wanl to run the presentation automatically. click
Automatic radio bullon and specily the duration of transilion and duration
of pause for the slides in the presentation. In Fig. 10.3. we have selected
Effect as Wipe Left, Speed as slow and presenlation Lype as default.
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Fig. 10.3: Step-3 of Presentation wizsrd

5. Click Create button. The OpenOffice Impress Window will be displayed
as shown in Fig. 10.11.

10.1.2 Creating a presentation from templates

Templales are the pre-designed pallerns or formals that are provided by Impress
presentation software. These are specific for a particular presentation lopic.
Each lemplaie conlains predelfined styles such as foni face and size, placeholder’s
size, background colour, text colour etc. Open the Presenlation wizard as
explained in section 10).1.1 above and then follow Lhe steps given below Lo creale
a presentation using Templates:

1. In the Presentation Wizard (Step-1) click From Templates radio button.
A list box conlaining various presentation templales appears (Fig. 10.4).

2. Select the desired template and click Next — button. In our example we
have selected Introducing a New Product [rom the list box.
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Fig. 10.4: Sclecting Templates

3. In Step-2 (Fig. 10.5), select the presentation backeround colour scheme
from Select a slide design section. Also, in the Ouiput mediom seclion,
Original oplion is selected. Click any other option, il required and click

MNext — butlon.
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Fig. 10.5: Select the slide design and outpul mediom
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In Step-3, select the slide transition and speed of transilion from the
respective list boxes in the Select a Slide Transition section.

Also select the desired presentation tyvpe - Default or Automatic. Click
Next — button.

In Step-4, type name of the company for which the presentation is being
created, subject of presentation and also some of the ideas to be
presented in Lhe presentalion, (Fig. 10.6). Click Next — bullon.
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Fig. 10.6: Information about the presentation

In Step-3, by default all page options are selected. We may de-select any
of them, il required (Fig. 10.7).
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Fig. 10.7: Various page options

Click Create lo create a new presentation from buill-in templates (Infroducing
a new product) of Impress.
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10.2 OPENING AN EXISTING PRESENTATION

To open an already existing presentation, we can choose Open existing
presentation oplion in Step-1 of Presentation Wizard (Fig. 10.8). Thereafler
select the name of the lile from the list box and click Open bulton.
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Fig. 10.8: OUpening an existing presentation
To open a presentation while Impress is already running, select File —» Open.
The Open dialog box will be displayed (Fig. 10.9). Browse [or the folder and

select the file o be opened. Click Open bullon to open the selecled presentation
file.
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Fig. 10.9: Open dialog box
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10.3 CLOSING A PRESENTATION

Alter finishing our work, we may close the presentation file withoul closing
Impress application by selecting Close option from the File menu. Il we want
lo exit Impress, click Close bulton on the top right corner of the Impress
Window. Alternatively we can click File = Exit option. As we have learnt in
previous lesson, if our file to be closed is nol saved, then-{ Press Cirl +0 1o

Impress prompls us lo save the presentation fle by Exit Whiter,
displaying a message box as shown in the Fig. 10.10.

OpenOffice 4.1.1

1
The document “open source.odt” has been modified.
Do you want to save your changes?

| | Swe || Ducad || Cancel |

Fig. 10.10: Message Box to Save the presentation

Click Save bullon to save, Discard bullion o close the presentalion without
saving and Cancel button o cancel the closing process and conlinue working
with the currenl presenlation.

10.4 COMPONENTS OF IMPRESS WINDOW

Whether a new presentalion is crealed or an exisling presentalion is opened,
the Impress window as shown in Fig. 10.11 is displayed.
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Fig. 10.11: OpenOffice Impress Window
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The various componenis of OpenOffice Impress window are as follows:

e Title bar: The title bar is located at the top of the Impress window. It
displays the name of the file and the name of the application. The minimize.
maximize/restore and close butlons are present on the extreme right of the
litle bar.

o Menu Bar: It is present just below the Title bar and il displays various
menus- File, View, Inserl, Formal. Tools . Slide Show, Window and Help.
These menus give access o basic commands used in Impress.

e Toolbars: Various toolbars can be displayed while creating or editing a
presentation. These toolbars can be viewed by clicking View—Toolbars and
then selecting the desired loolbar, Some of the toolbars provided by Impress
are Standard toolbar, Drawing Toolbar, Line and Filling toolbar etc.

# Slides Pane: The Slides Pane is located on the extreme lefl of the Impress
window. It contains thumbnail pictures of the slides in a sequential order.
If any of the slides in the slides pane is selecled, il appears in the workspace
as aclive slide.

¢ Workspace: The slide on which the objecis are being inserted / edited is
known as active slide and it appears in the workspace. The objects like text,
graphics, audio. video, etc.. can be inserted. edited or formatted on this slide
in the workspace.,

e Status Bar: This is present al the bottom of the Impress window and
displays the information like number of slides, aclive slide number, name of
the object being selecled elc.

¢ View Tabs: Presentation in OpenOffice Impress can be viewed in 5ix views
— Normal, Outline, Noles, Handouts, Slide Sorter and Slide Show. The frst
live views can be selected by clicking on the respeclive view labs above the
workspace.

# Docking Tasks Pane: On the extreme richl of the Impress window, (here
are seven icons (Fig. 10.12). These are Properties, Masler Pages, Custom
Animation, Slide Transition, Styvles and Formatting, Gallery and Navigalor.
By clicking on any of these icons, lhe corresponding docking lasks pane
opens containing various commands to select the layoul, lemplates. animations
and transition effects, formal text and graphics, apply various styles, insert
piclures and pavigate through (he presentation slides respectively.
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Fig. 10.12: Docking Tasks Pane leons

As mentioned before, the presentation crealed in OpenOffice Impress can be
viewed in six different views. These are Normal, Outline, Notes, Handouts, Slide
Sorter and Slide Show. Each of these views helps us lo view the presentation
in distinct manner laying focus on various aspects ol the presenlation.

o Normal View: This is the defaull view [or crealing a presentation and il
allows us Lo add lext, graphics and other objects Lo the active slide. We can
format and edit objects and also apply animation and transition Lo the slide
in this view.

# Outline View: This view shows the summarized version of the slides as it
displays only the title and the main lexl of the slides. All the slides are
displayed in numbered sequence. By using outlines, we can easily manage
and organize the sequence and fow of our presentation.

e Notes: The noles or speaker notes refer to the small pictures of slides along
with some descriplive notes al the boltom ol each slide. These notes are
not seen when Lhe presentation is shown and hence these help the person
who is giving the presentation in describing the informalion given on the
slides.

» Handouis: Handouls are the smaller versions of slides called thumbnails.
Using this view, multiple slides can be printed on a single sheel ol paper.

When a presentation is created, the handouts are given to the audience so
that they have a briel idea of the presentation.

@ Slide Sorter: This view also shows (he miniature slides or (humbnails in
sequential manner. 1L helps us to verily the order of slides. We can cul, copy.
paste or change the sequence of Lhe slides in this view.

o Slide Show: This view displays the slides in Tull screen withoul any loolbars.
The presentalion is showed to the audience in this view.
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Fig. 10.13 below shows the presentalion in all the views provided by OpenOffice

Impress.
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Fig. 10.13: Different views of a presentation
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10.5 INSERTING A NEW SLIDE

By defaull, when we create a new presentation using Emply Presentation option,
only one slide exists in the presentation. Generally the [irst slide is the Title shide,
which consists of title and subtitle of the presentation. I required. any other
layoul can be selecled from the Layouts section of the Properties Docking
Tasks Pane.

To add a new slide click Insert — Slide option. Alternatively we may richt click
and select Slide — New Slide oplion from the drop down menu (Fig. 10.14).
The emply slide with the selected layoul appears in the workspace. The new
slide contains placeholders as per the selecled layoul. Click in the desired
placeholder to insert text or graphics.

Shide » Page Setup...
Insert Snap Point/Line... E4 Slide Design
R 4 Slide Layout
@ , Set Background Picture for Slide ...
Gnd . Rename Shide
Snap Lines + ¥ Display Background of Master
Qutiine View v Display Objects from Master
Slide Sorter 82 Mew Slide
g0 Slide Show
B Pase

Fig. 10.14: Adding a slide

10.6 EDITING AND FORMATTING A SLIDE

A slide can be edited by changing its background colour, applying new built-
in lemplales, adding or deleling objects and so on. Please nole Lthat we may make
a change in all slides of the presentation or just in one slide.

HL6.1 Using the Slide Master

A slide masler is a slide thal is used as a slarling point for all other slides of
the presentation. It has a defined sel of characteristics like background colour,
text formatling effects. graphic objects etc. To make a global change in the
presentation, we just need to make changes in the Slide Master and the changes
will be automatically reflected in all the slides of the presentation. Follow the
steps given below lo select a new design for the presentation:
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1. Click Format — Slide Design option. The Slide Design dialog box
appears (Fig. 10.15).
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Fig. 10.15: Slide Design dialog box

2. Click Load butlon in the dialog box. The Load Slide Design dialog box
appears (Fig. 10.16).

3. In the Categories section, select the design thal you wanl Lo apply lo the
presentation. The corresponding list appears in the Templates seclion. In
Fig. 10.16, the Fresco siyle is selected under Presentation Backgrounds
calegory.
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Fig. 10.16: Load Slide Design dinlog box

4. Click OK button. The Slide Design dialog box re-appears with the selected
design (Fig. 10.17).
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Fig. 10.17: Selected desipn sdded in the Slide Design dinlog box

5. Click OK bution. The selected desien will be applied lo your presentation.
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10.6.2 Changing Background Colour
To change the background colour of the slide, follow the steps given below:

1. Select Format — Page option. The Page Setup dialog box appears (Fig.
10.18).
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Fig. 10.18: Page Sclup dialog box
2. Click the Background tab. In the Fill section, select the background
option, say (radient as shown in the Fig 10.18.
3. Choose the desired colour and click OK.

4. The Page Settings Message box appears as shown in Fig. 10.19. Click
Yes if the background colour has to be changed in all slides and No if the
background colour of only the current slide has to be changed.
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0 Background settings for all pages?
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Fig. 10.19: Page Settings Messuge box
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10.6.3 Formatting Text

Formaltling text means (o change the appearance ol the text. To format lext in
a presentation, open the presenlation and select the text whose style is o be
formatied. Follow the steps given below Lo formal the selected text:

1. Click Format — Character. The Character dialog box is displayed
(Fig. 10.20).
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Fig. 10.20: Character dialog box
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5‘"1“' the d"ﬁi‘;ﬂd ‘E The Properties Docking Tasks Pane on the
st;:; e, size, lypeface extreme right of the Impress window contains
click OK 1o apply the all the formatting commands used to format

selecled formalling text and graphic objects on the slide.
effects. : : -

10.6.4 Copying and Moving Slides

To copy a slide or move a slide from one place to another, click the Slide Sorter
view lab. The thumbnail pictures of the slides will be displayed in sequence.
Select the slide to be copied or moved. From the Standard toolbar, click Copy
button (o copy and Cut butlon o move Lhe selected slide. Click at the place
where the slide has to be pasted and click Paste button from the Standard
Loolbar.
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10.6.5 Deleting and Hiding Slide

To delete or hide a slide in the presentation, open the Slide Sorter view by
clicking Lhe Slide Sorter view tab. Right click on the slide that we want to hide
or delete (Fig. 10.21). Select Delete Slide or Hide Slide option. The selected
slide will be hidden or deleled as per the selection made by us.
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1. Fill in the blanks.
(a) The shoricul key to exil Wriler 15 ...occveeeees .
(b) The slide on which the objects are being inserled / ediled is known

W
) The asasss view displays only the title and main lexl of Lhe slides.
(d) A is a slide that is used as a starting point for all other slides

of the presentation.
(e) The Slide design oplion i85 N .........c...cc. menu.
2. Give any two features of Impress presentalion software.

3. Name the two methods in which a new presenlalion can be created using
Impress.

Define a tlemplate.
5. Name the preseniation views available in OpenOffice Impress.
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10.7 INSERTING ILLUSTRATIONS TO A SLIDE

A pood presentation is a mix of lext and graphics. To enhance a presentation,
various illusirations in the form of pictures, clipartl. shapes, elc., are available
in OpenOffice Impress.

10.7.1 Inserting Picture in a Slide

Follow the sleps given below to inserl a piclure in a presentation:
I. Open the slide on which the picture has to be inserted.

2. Select Insert = Picture = From File. The Insert Picture dialog box
appears (Fg. 10.22),
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Fig. 10.22: Insert Picture Dinlog box
3. Browse for the folder where the picture is saved.

4. Select the desired picture and click Open button. The selected piclure will
be inserted on the slide (Fig. 10.23). We can resize Lhe picture using the
size handlers presenl on lhe edges of the inseried picture.
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g, 10.23: Picture inserted on the slide

MNotes

10.7.2 Inserting ClipArt

I, Click the Gallery button ( <« ) on the extreme right of the Impress window.
The Gallery Docking tasks pane opens up.
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Fig. 10.24: Inserting a picture

2. In the Gallery tasks Pane, the piclures are calegorized according lo
various themes like Background, Arrows, Environment, elc. On selecting
any of the themes [rom the (op of the gallery pane, the corresponding
piclures are displaved. Selecl the desired theme.

3. Right click on the picture that you want Lo insert and select Insert = Copy
[rom the drop down menu (Fig. 10.24(a)). The picture will be inserled on
the slide (Fig. 10.24(b)). We can resize the picture by clicking and dragging
the size handlers.

10.7.3 Inserting AutoShapes

OpenOffice Impress provides us with a wide variety of graphic shapes like
arrows, [lowcharl symbols, blocks, callouts etc. These shapes can be inserted
on the slide using the Drawing toolbar (Fig. 10.25) which is displayed al the
bottom of the Impress window. I the Drawing loolbar is not seen, click View
— Toolbar — Drawing oplion (o display iL

MrweT -v-e-@-a2-TPe-%- Z» aiea e=-2- w °
Fig. 10.25: Drawing Toolbar
Follow the steps given below to insert an AutoShape:

1. Open the slide where the AutoShape has 10 be inserled.

2.  In the Drawing toolbar, click the down arrow bulton beside the desired
category viz. Symbols, Flowcharts, Conneclors, Curves, Block Arrows elc.
Fig. 10.26 shows various shapes available in the Block Arrows category.
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Fig. 10.26: Prawing AutoShapes (Block Arrows)

3. BSelect the desired shape from Lhe list.

4. Click and drag the mouse pointer on the workspace o draw the selected
shape of desired size on Lhe aclive slide.

10.8 INSERTING AUDIO AND VIDEO

Inserting an audio and video makes a presentation interesting and pleasing to
walch.

10.8.1 Inserting audio

Follow the steps given below to insert a music file in the presentation:
1. Select the slide on which any sort of audio has to be inseried.
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Fig. 10.27: Inserting Music
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2. Select Insert — Movie and Sound option. The Insert movie and sound
diolog box appears.

3. Browse for the folder which contains the desired audio file.

4. Select the audio file and click Open button. The Music icon appears on
the slide and the Media Playback loolbar also appears in the Impress
window (Fig. 10.27). This toolbar contains commands lo play/pause,
repeal, volume and other such commands Lo use the inserled audio file in
the desired manner.

10.8.2 Inserting Video

Follow the steps given below to insert a video file in the presentation:

I. Select the slide on which a video has (o be inseried.

2. Select Insert—Movie and Sound option. The Insert movie and sound
dialog box appears.
Browse for the folder which contains the desired video file.
Select the video file and click Open bulton. The video is embedded on the
slide and the Media Playback loolbar also appears in the Impress window
(Fig. 10.28). You may also resize the video box using size handlers. This

toolbar contains commands to play/pause, repeat, volume elc.. to view the
video in desired manner.
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Fig. 10.28: Inserting Video
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Transitions are the effects that are seen when the presentalion moves [rom one
slide to another. OpenOffice Impress provides various types of transition effects
which can be applied either on a single slide or on all slides ol the presentation,.
To add transition effects to the presentation, follow the steps given below:

1. Open the presentation and click the slide on which the transilion effecl has
to be applied.

2. Click Slide Transition button ( = ) on the extreme right of the Impress
window. The Slide Transition docking tasks pane appears (Fig. 10.29).

Slide Transition x

Apply to sclected sides &
Wipe Up P ] [
Wipe faght el =

Em |E;? 41
(Whesl Clockwise. 1 Spoke

Wheel Clotkwise, 2 Spokes =
Whesl Clockwise 3 Spokes =+
Wiheel Clockwise, 4 Spokes

Wheel Clockwise, 8 Spokes .
Uncover Down

Uncover Left =
ILh'llrw:r Right

{Uncover Up i }

Speed [goy I#]
Sound |-p1:lwu S 3
I Loop until nest ound

Advance dide
& On mouse click

Automatically after | oo

| Applyto Al Sides |
[ pray | [ shoeshow |

| Butomatic preview

Fig. 10.29: Slide Transition Docking Tasks Pane

3. Select the desired transilion style from the Apply to selected slides list box.
In Fig. 10.29, Wipe Down is selected.

4. In Modify Transition section, select the desired speed of transilion from
the Speed List box.
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5. In the same seclion, select the Sound alert thal has Lo be played during
the selected transition, if required. A sound alert is added to emphasize some
poinls in the presentalion.

6. In the Advance Slide section. by default, On Mouse Click oplion is
selected. This means thal while the presentalion is running, the slides will
be advanced on click of the mouse. If we wanl that the slide transition
should take place automatically, then select the Automatically After radio
button and specily the lime for transilion in seconds.

7. Click Apply to All Slides button, il the selected transition has Lo be applied
in all slides in the presenlalion.

8. Click Play button to view Lhe applied transition effecl in the workspace
and Slide Show button o view the presentalion in full screen.

10.10 APPLYING ANIMATION EFFECTS

An animation is the special effect applied o lext, pictures or any other object
on the slide. It includes applying sound and visual effects. The animation effects
help us to make the presentation more interesting for the audience. To apply
amimation effects, follow the steps given below:

1. Open the presentation and select the slide whose objects are Lo be animalted.
2. Selecl the objecl on which the animation effecl has Lo be applied.
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Fig. 10.30: Custom Animation Docking Tasks Pane
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3.

Select the Custom Animation button ( ) on the extreme right of the
Impress window. The Custom Animation docking tasks pane appears
(Fig. 10.30).

In the Modify Effect seclion, click Add button to add the animaltion effect
lo the desired object. The Custom Animation dialog box appears.

Susiom Ankmatian =z}
Entrance Emphasis |Exit |Motion Paths | Misc Effects |
BT - |
Box
Checkerbosrd
Circle
Disgonal Squires E
a Daamond
Drssoive In
Flash Once
Fy In
Fly bn Slow
Pesk In
Plus
Random Bars
Random Effects

EJ.‘-!'{'-TI |;'.*Q-J|un1 -

(W] Automatic preview

L [ ok ][ concel || biip |

Gz 10.31: Costom Animation dialog box

The Entrance tab will be selected. The effects chosen in this tab will be
applied when the object appears on the screen. Select the desired effect
from the list box. Similarly we may select the Exit tab and choose the
desired animation effect that will be applied when the object exits from the
slide.

Il desired, repeat the process Lo apply the amimation effects to other objects
of the slide,

Select the Automatic Preview check box({if not selected), so that we can
view Lhe selected animation effecl in the workspace. Click OK bulton 1o
20 back lo Custom Animation tasks pane. The selectled effect will be seen
in the Tasks Pane (Fig. 10.32).
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Fig. 10.32: Costom Animations tasks pane with selected animation effects

8. From the Start list box. select the manner in which the animation will be
shown on the slide. In Fig. 10.32 On Click is selected. So the animation
will appear when the mouse is clicked.

9. Choose Lhe speed ol animation [rom the Speed list box and the direction
of transition from the Direction list box.

10. The Change Order buttons ( 4 |§ ) are used to sel the order in which
the objects wilth animation effects will appear on the slide.

11. Click OK butlon lo save the selected animation sellings.

12. Click Play to view the animation in the workspace and Slide Show button
lo view the slide show in full screen.

10.11 VIEWING SLIDE SHOW

To view the slide show of the presentation, click Slide Show — Slide Show
oplion. Alternalively we can also select View
—» Slide Show option. The slide show always = 1he shoricut key to view the l
appears full screen (Fig. 10.33). No title bar, | $de Show is F5. y
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menu bar or any of the toolbars are displayed while running the slide show. We
can exil the slide show by pressing the Esc key.

Fashionista
PERIPCTE S0 23
The Fashlon Hubs

Fig. 10.33: Slide Show

10.12 REHEARSE TIMING FEATURE

Rehearse Timing is a very useful fealure of Impress presentalion soflware as
it helps us o lime our presentation. While practicing the presentation., it records
the amount of time thal we spend on each slide. Hence we can plan Lhe speed
of transition and the animation effects applied o our presentation according o
the available time consirainls. Perform the following steps o use this fealure:

1. Click Slide Show — Rehearse Timings option. The Slide show begins
with a timer at the bottom left corner of the screen.

Fashionista

AR D Nl

The Fashion Hub

Fig. 10.34: Rehearse Timer feature

2. Press the arrow key or click the mouse button to move 1o the next slide.

10.13 SAVING A PRESENTATION

Follow the sieps given below o save the presentation [or the [irst lime:

1. Click File — Save As. The Save as dialog box is displayed (Fig. 10.35).
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Fig. 10.35: Save As dialog box

2.  Browse for the folder in which the file has lo be saved.

3. Type the name of the presentation in the File name text box.
4. Click Save button.

The presentation in OpenOffice Impress is saved with an extension .odp. We
can also save the presentation by clicking on Save button on the Standard
toolbar. Please nole that the Save As dialog box
appears only when we are saving the file Tor the
first time. However, if the same file has 1o be
saved wilth a different name or at a dillerent
location, then select Save As oplion again from
the File menu.

Press Cirl + Shift +S to
save document for the
first time and Ctri+S to
save therwise.

10.14 PRINTING A PRESENTATION

OpenOffice Impress gives us the oplion Lo print the entire presentation, specific
slides. handouts, notes pages or oulline pages. Follow the steps given below
lo print the presentalion in any of the available options:
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1. Select File — Print oplion. The Print dialog box is displayed (Fig. 10.36).
The left side of the dialog box shows the preview of the slides along with
slide numbers (o be printed. On the righi side of the dialog box, the General
tab is selected.
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Fig. 10.36: Print dialog box

2. The defaull printer is selecled. Select a different printer il required.

3. Inthe Range and Copies section. specily Lhe range of slides to be printed
— All Slides, Selected Slides or Current Slide.

4. Choose the number of copies thal are (o be printed.

5. In the Print section, choose whether we wanl to prinl complele slide,
handouts, notes or oulline ol the presentation. In case we select handouls,
then we have to specily the number of
handouts (o0 be prinled per page and the
order in which they should be printed.

6. Click Print bulton (o stari the prinling process.

Press Cirl + P to open the |
Print dialog box. | 4

10.15 PUBLISHING A PRESENTATION

Publishing a presentalion means lo convert the presenlalion inlo a series of web
pages. A presentation crealed in OpenOffice Impress can be published and
viewed in the browser. Depending on the size of the presentation and the number
of graphic objects it contains, many HTML and image (JPG,GIF or PNG) files
are crealed while publishing the presentation. Thal is why il is advisable lo create
a separate folder so that all these files are saved in that folder.

tg
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Follow the steps given below (o publish a presentation:

1. Create a folder on your desktop, say Publish folder where our presentation
and the related objects will be saved in the form of web pages.

2. Open Lhe presentation thal is to be published, say s/.odp.
3. Click File — Export oplion. The Export dialog box will be displayed.
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Fig. 10.37: Export dialog box

4. Browse for the folder that was created in Step-1 to save the web pages
i.e. Publish folder.

5. The File name text box contains the name of the preseniation (s/.0dp in
Fig.10.37). In Save as type list box, selecl HTML Document{ OpenQffice
Impress) (html, Jhtm) option.

Click Save button. The HTML Export wizard starts (Fig. 10.38).

7. The New Design radio butllon is selected. If we wish lo select from a
previously saved design, click Existing design radio button and then selecl
the desizgn name from the list box. Click Next = button.

8. The next siep allows us Lo select the publication type ol web pages. By
default, the Standard HTML format radio button is selected. On the right
side we have an option to create Litle page. Check this if you wanl to specily
the information aboul author (details are given in step 10), Click Next —
button.
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Fig. 10.39: Selecting the publication type

9. Select the formal in which the images are o be saved — PNG, GIF or JPG
Also select the desired resolution in which the slide will be displayed. By
default, image formal PNG and Low resolution (640 x 840 pixels) of
monitor is selecled. I required, change the options and click Next —
button.
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Fig. 10.40: Selecting image format and resolutivn

10. Specify the information Lo be displayed on the title slide of the presentation
that will be displayed in the browser. Specify the author name, e-mail
address, name of the home page and any other additional information that
has to be included. Please note that this step of the wizard will not be
displayed if Create Title page oplion was nol selected in Step-2 of the
HTML Export wizard. Click Next — button.

E-mail sddress _ﬂpﬂﬁ]_rﬁb_uqm
Your homgpage vy dumem]
Additional prdormation I

il ll'.t;_

[ Link to & copy of the priginal presentation

B e e e _J"

Fig. 10.41: Information for title slide
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I1. Select the style of navigalion buitons thal will be used to move Lhe

presentation from one page to another. Click Next — button.
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Fig. 10.42: Selecting the nuvigation buttons

12. Select the colour scheme of the web pages that will be created. By deflaultl,
Apply color scheme from document oplion is selected. We may choose
lo select browser colors or may create a complelely new user defined
custom colour scheme. We go with the default option and click Create

button lo generate the HTML files.
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fig. 1L.43: Applying color scheme from docoment
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13. The Name HTML Design dialog box appears. If we wanl (o save the new
design. type the desired name in the text box and click Save button.
Otherwise click Do Neot Save bulton. I new design of the web page is

crealed, we may save it so thal it may be used again by selecting on the
first page ol the HTML Export wizard.

" Name HTML Design [=5==)

desl

[ swe || DoNotswe |

Fig. 10.44: Name HTML Design dialog box

The presentation has now been published. To view it in the web browser, double
click the folder that was crealed lo save the HTML files. In our example, it
was the publish folder. Various HTML and image files will be seen in that folder.
Look for the presentation [ile that we saved as HTML document (51 in our
example) and double click to view il. The litle page (il created) will be displayed
in the web browser as shown in lhe Fig 10.43.
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“ig. 10.45: Title Page of the published presentution

The title page contains names of all slides in the presentation along with the
personal information that was specified in the HTML Exporl wizard. To slart
viewing the presentation, click on Click Here to start hyperlink. The presentation
will start running in the browser (Fig.10.46). The navigation control buttons,
as per the selecled design will also be displayed in the browser (0 help us navigale
through the slides of the presentation.
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Fig. 10.46: Presentation in the browser

. INTEXT QUESTIONS 10.2

1. Fill in the blanks:

a. A good presenlation is a mix of ...ccccvveeens and ..o

b. The AutoShapes can be inseried on the slide using the ...
Loolbar.

[ & 1 loolbar appears when any audio or video is inserted
on the slide.

d. The Rehearse Timings oplion is available in ................. menu.

B sy are Lhe effects that are seen when the presentation moves

from one slide o another.
2. Wrile the sleps Lo insert a picture in your slide.
3. What is the use of Rehearse Timing feature in a presentation software?

4.  What do you mean by publishing a presentation?

WHAT YOU HAVE LEARNT

¢ Impress is the presentation software that allows us to creale and customize
the presentalion as per our requirements.

@ A slide can be edited by changing its background color, applying new buill-
in lemplates, adding or deleting objects and so on.
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A slide masler is a slide that is used as a starting poinl for all other slides
of the presentation.

Transitions are the effects thal are seen when Lthe presentalion moves [rom
one slide to another.

An animation is the special effect applied Lo text, pictures or any other object
on the slide. It includes applying sound and visual effects.

A presentation created in OpenOifice Impress can be published and viewed
in the browser.

TERMINAL EXERCISE

1.

-l

oL A

Name any three presentalion soltware.

Write the sleps Lo creale an emply presentation in Impress.
Differentiate belween Notes view and Handouls view ol a presenlation.
Write the steps to insert a video in the presentation.

Whalt do you mean by Slide Transition? How is it different from animation?
Wrile the steps o add same (ransilion elfect 1o all slides.

You wanl o print handouls for your presentalion. What steps will you
follow?

Whal do you mean by publishing a presentation? Write the sieps Lo publish
the presentation in OpenOiTice Impress.

(| ANSWERS TO INTEXT QUESTIONS

{a) Cirl +Q (b) Active slide (c) Outline
(d) Slide Masler (e) Formal

(a) We can add various illustrations like cliparl, pictures, shapes, images
elc., to the slides o enhance ils appearance and make it user friendly,

(b) Various sound effects and video clips can be added Lo the presentalion.
Emply presentation and presentalion using lemplates

Templates are the pre-designed patlerns or formals that are provided by
Impress presentation soltware.

MNormal, Oulline, Noles, Handouls, Slide Sorler and Shde Show.
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1. (a) tlext, graphics (b) Drawing (¢) Media Playback
(d) Slide Show (&) Transitions
2. (a) Open Lhe slide on which the picture has Lo be inserted.

(b) Select Insert — Picture — From File. The Insert Picture dialog
box appears.

(¢) Browse for the folder where the picture is saved.

(d) Select the desired picture and click Open bulton. The selected picture
will be inserted on Lhe slide.

3.  Rehearse Timing 15 a very useful feature of Impress presentation software
as il helps us lo lime our presentation. While practicing the presentalion,
it records the amount of time that we spend on each slide. Hence we can
plan the speed of lransilion and the animation effects applied W our
presentation according to the available lime constraints.

4. Publishing a presentation means (o convert the presentalion info a series
of web pages.
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