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CYCLE 2: 26.04.2021- 17.05.2021 

Grade: V                                                                                    Subject: Computer Science 

Lesson No.: 5 & 6 

Name of the Lesson: MORE ON POWERPOINT 2016 & FORMATTING A PRESENTATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Lesson Objectives 

General Specific 

Learners will be able to know  

 How to create photo album 

 Ink equations 

 Screen recording 

 Changing Office theme 

 Comment 

 Smart lookup 

 Ink annotation 

 Viewing a presentation 

 Rearranging slides 

 Working with Slide master 

 Creating a new custom layout 

 Changing color scheme 

 Changing background color 

 Inserting a smart art graphic 

 Inserting a table 

 Inserting a chart 

 Handwriting text 

 Highlighting text 

 Drawing in a presentation 

 Selecting objects 

  Deleting the annotations 

 Normal view 

 Outline view 

 Slide sorter view 

 Notes page view 

 Reading view 

 Slide show view 

 Slide title placeholder 

 Body text  placeholder 

Pre-Requisites Of The Lesson- 

Basic concept of Networking  

a) LAN, WAN, MAN  

b) Network Security 

c) Node & Server concept 

d) Type of Wires Used, Modem, 

Hardwares used. 

e) TCP/IP, WWW,Wireless 

 

 

Pre-Requisites Of The Lesson- 

 What is software? 

 What type of software is PowerPoint 

2016? 

 What is a presentation? 

 What is a slide? 

 How is a presentation useful? 

 

 



 

 

 

 

LESSON PLAN 

 

2/8 

Instructional Procedures: 

 

Topics to be Covered Keywords Teaching Methodology Used Software/Hardware Used Activity / Practical task 

Creating photo album  

 

Ink equations  

 

Screen recording 

 

Changing Office theme 

 

Comments 

 

Smart lookup 

 

Ink annotation  

 Handwriting text 

 Highlighting text 

 Drawing in a 

presentation 

 Deleting the annotations 

 Selecting objects 

 

Viewing presentations 

 Normal view 

 Outline view 

 Slide sorter view 

 Notes page view 

Presentation, 

Slide, 

Screen recording, 

Smart lookup, 

Pens tab, 

Normal view, 

Outline view, 

Slide sorter view, 

Notes page view, 

Reading view, 

Slide show view, 

From beginning, 

From current slide, 

Present online, 

Custom slide show, 

Demote, 

Promote, 

Collapse, 

Expand, 

Slide master, 

Slide title placeholder, 

Body text placeholder, 

Color scheme, 

Background color, 

Smart art graphic, 

Table, 

Explanation,  

Discussion,  

Real Life Examples,  

Computer lab. 

MS Office PowerPoint a) Prepare a presentation 

on the topic: 

(i) 5 great I.T. 

personalities. 

(ii) Eat Healthy and 

Stay Healthy 

(Page 64, 65- Lab 

session) 

b) Create a photo album 

containing photographs 

and some basic 

information about each 

family member on the 

topic: 

My Family Tree 
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 Reading view 

 Slide show view 

 

Rearranging slides 

 In normal view 

 In outline view 

 

Working with slide outline 

 

Working with slide master 

 

Creating a new custom 

layout 

 

Changing color scheme 

 

Changing background color 

 

Inserting a smart art graphic 

 

Inserting a table 

 

Inserting a chart 

Chart  
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A. Answer the following question: 
 

1. What type of software is Microsoft PowerPoint 2016? 

Ans: Presentation software 

 

2. A _____________ is like a page in a presentation. 

Ans: Slide 

 

3. Which feature allows us to club our personal and business photos together to use for a presentation? 

Ans: Photo album 

 

4. Where can you see the preview of the pictures in the Photo album? 

Ans: Preview pane 

 

5. Screen recording feature is available on which tab in PowerPoint 2016? 

Ans: Insert tab > media group 

 

6. What is the shortcut key combination to stop the recording in the screen recording feature? 

Ans: Windows keys + Shift + Q 

 

7. How many themes does MS Office 2016 provide that can be applied to PowerPoint 2016? 

Ans: 3 themes 

 

8. Which feature in PowerPoint 2016 allows us to find the information for any selected word or phrase? 

Ans: Smart lookup feature 

 

9. What is the default view in which a user can work? 

Ans: Normal view 
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10. Which view displays all the slides one by one on the full screen mode? 

Ans: Slide show view. 

 

11. In which tab can we find the Header & Footer button? 

Ans: Insert tab 

 

12. In which tab can we find the Themes group? 

Ans: Design tab 

 

13. Which key is used to move the cursor to the next adjoining cell in a table in PowerPoint presentation? 

Ans: Tab key / Right arrow key 

 

14. In which tab can we find the Smart Art graphics tool? 

Ans: Insert tab 

 

15. Which placeholder is used for typing the title of the presentation? 

Ans: Slide Title placeholder 

 

 

 

 

B. Application-based question: 

 
1. Siddhartha is working on a presentation project. He wants to change the office theme. Suggest him the proper steps by which he can 

change the office theme. 

Ans: File tab > Options > General > Office theme 
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2. Meghna is making a presentation on a math project. She has created some free hand geometric shapes in her presentation and now she 

wants to convert those shapes to a uniform one. Suggest her the proper way by which she can do that. 

Ans: Review tab > Start Inking > Convert to Shapes 

 

3. Nisha has made a presentation of 10 slides on the topic “Life during Lockdown”. She wants to do the slide show of her presentation, but 

displaying only 7 selected slides out of 10. Suggest her an option to display the slide show only with the 7 selected slides. 

Ans: Custom Slide show. 

 

4. Raman has added some math equation in his presentation. Later on he realized that there was some mistake in his equation. Suggest him 

a way to do the correction. 

Ans: Insert tab > Symbols group > Equation > Ink equation > Select and correct. 

 

5. Rina has made a presentation of 7 slides. She wants to add some important notes to use them as indications. Help Rina in selecting the 

appropriate view. 

Ans: Notes page view 

 

6. Rohit is doing the slide show of his presentation. He wants to quit the slide show in between due to some error. Suggest him the key to 

quit the slide show. 

Ans: Esc key (Escape key) 

 

7. Mahi is working on a presentation project. She wants to change the font color of the text. Suggest her the proper steps by which she can 

change the font color. 

Ans: Home tab > Font group > Font color  

 

8. Neelam has made a presentation on the topic “Corona virus”. She wants to add a pyramid graphical layout to one of her slides. Suggest 

her the proper steps to do so. 
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Ans: Insert tab > Illustrations group > Smart Art. 

 

9. Rohit wants to insert a table in his presentation of 7 slides. Help Rohit on how he can create a table in his presentation. 

Ans: Insert tab > Tables group > Tables 

 

 

10. Bravo wants to insert a screenshot of his desktop in his presentation. Suggest him a way on how he can do that. 

Ans: Insert tab > Images group > Screenshot 

 

11. Rashi has inserted a chart in her presentation. She wants to change the style of the chart. Suggest her the proper steps to do so. 

Ans: Design tab > Chart Styles group. 
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