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MS PowerPoint Microsoft - &3NS .pptx
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Impress 8 o
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2. PowerPoint @8®® (GUI)

H, i Title bar
Sigiriya.pptx - Fower Point
File Home Insert Design Transitions ®nimation Slide-Show Rewview Frew Tabs (ribbon)
[] = New Slide v BIUA =.1. =0~ .
R||J%Pon %rouﬁ‘? )
Clipboard Slides Font Paragraph Drawing Desi Slide pane / thumbnails
1
1
JE e o e .
2| C— -
Sigiriya - The Lion Rock Side area (Normal view)
Placeholder
JE i o~—
) [ — Grade 10 ICT - Save Our Heritage
/
sc————
Click to add notes - Speaker notes: Sigiriya is a UNESCO World Heritage Site built by King Kashyapa...

Notes pane

Slide 1 of 4 English (Sri Lanka) Notes = B LI p- —o—+ 72%

L - Status bar

View buttons + zoom

Sze5cs 8.1: PowerPoint ®8@e8 e@ndel. Impress &5ed Google Slides dEE 6®® PHahr® GENIE GD.

&5 e85

Title bar 6ENEG) MO (E& Sigiriya.pptx) &5e9 Quick Access Toolbar (Save, Undo, Redo)
@e5BDE.

Ribbon (tabs and Home, Insert, Design, Transitions, Animations, Slide Show, Review, View tabs &

groups) B> a>.

Slide pane / De® @B Bo@ slides DR WE) 6x5; B8P click ®WSB®, BEOE cdHes

thumbnails BE®O drag SBI®.

Slide area DFOS slide D% 505w WEB SNE Pec®ms. BB ewng placeholders
@d.

Notes pane Speaker notes - ©88es8) WSEMND 5BSRS e (Presenter view),

cBBDSHO emnEd.

Status bar 'Slide 1 of 4', H&)®, view eaIT®® 589 zoom slider cesSIOE.

. LibreOffice Impress & thumbnails Slides pane Rt e E568; cwe eses Sidebar &
Properties, Master Slides &se9 Animation @®». Google Slides & &e® filmstrip O} &5e9
menus (File, Edit, View, Insert, Format, Slide, Arrange, Tools) &.

3. @88 B8e® Views
View )8Bcs
Normal @e30BS es0e3wmSE view: thumbnails + slide area + notes pane.

Slide Sorter | 8@ slides grid &2 thumbnails 6Re - B88edc Ome HE®O, Pwn PO,
duplicate B8®0 eemMe®.
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Notes Page Yehcs esee slide Owmed D& speaker notes 5O eSO,
Reading View @82 5E® show 9w hdas D38 - Ded s8memed 68550 ecismds).

Slide Show i HO full screen. F5 = c B0O; Shift+F5 = dBOS slide ded 89; Esc = ¢desss

BEO.
Presenter BS ecw: 6g3Evmns) slide Owm ¢, 988ess) woSTon &g slide, notes &se timer
View s,

4. Layouts, 25g50® &520 Designs

Layout O slide He @ placeholders 6®:8)¢ 8529 cEnEdE D ESHIS WSE.

Home > Layout (PowerPoint), Sidebar & Layouts (Impress) e} Slide > Apply layout
(Google Slides) ®&s) emicsi®.

Title Slide Title and Content Section Header Two Content
=
Title Only Blank Picture with Caption

Szes5cs 8.2: 8309 slide layouts. B Title Slide, bullets eseen Title and Content, eSoesslemcsd Two Content,
25885880 S5O Blank.

5e5D® Theme / design

Design > Format Background: fed®&en, 8@ slides eseeny D&, fonts esen effects
gradient, Sze5c5 o9l pattern. 8% slide &% 25058 ®AOEEE (Design tab; Impress
@05 Apply to All Master Slides; Google Slides Theme).
Template Slide Master

Design €520 S5 aBEOBG 58D PSS Master 2 % D3 605 WEB™ - logo,
ENBIW, & eNeSE DBmesad template (.potx /  font, footer - BSE slides gmOOBS WSS,
.otp). Slides &wwn8 ©3&E.

5. 6e5€ 52 DMDIS @D BE®

a® 98®  emetde (PowerPoint > Insert tab) B&8cs show cerSEcs

@e5€ Placeholder click 553% @e93 Insert > Text Box: Title: B8&8cs - B0en®8cs
&&e eseen WordArt
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Ge5c3 Insert > Pictures (This Device / Stock Images / 8ot ¢ 665060 HcHSHSES
Online)
Video Insert > Video (ec®x)® @eof Online Video - YouTube @ &2»n&) 1z drone video

link paste SSI®)

KOS Insert > Audio (6®%)® e Record Audio) BB Se§ @ narration
Shapes / Insert > Shapes; 838w, D7), QOO eeem Insert > | HEEEMND: §.D. 477 - 495 -
SmartArt SmartArt 1982 UNESCO

g5eSens |/ Insert > Chart (&) spreadsheet & c&®) &en Des6w0O @aYB®S column chart
RO Insert > Table

Hyperlink 6e5€ e > Insert > Link (Ctrl+K) - website, UNESCO @@ ¢88cs0 link

B e} 6DDY slide O

¢ Impress: Insert > Image, Insert > Audio or Video, Insert > Chart, Insert »
Hyperlink. Google Slides: Insert > Image / Video (YouTube &2} Drive) / Audio (Drive

®@%)) | Chart / Diagram / Link.

6. 5@ 988esE HEVF eseemn BS

Save Water

* Turn off taps

* Fix leaking pipes

* Shorter showers

* Reuse rice water

* Collect rainwater

« Water plants at dusk

Save Water

Water is very important for all of us and
we must save it in every way we possibly can

hecause it is a limited resource that is used for drinking, cooking...
Recause it is a limited resource that is used for drinking, cooking...
hecause it is a limited resource that is used for drinking, cooking...
Recause it is a limited resource that is used for drinking, cooking...
hecause it is a limited resource that is used for drinking, cooking...
Recause it is a limited resource that is used for drinking, cooking...
because itis alimited resource that is used for drinking, cooking...

v 6 bullets, < 6 words each

X Too many words, tiny font

G#e5¢3 8.3: 6x6 BB - slide OO bullets 655 5®&H 59 bullet DO DD® 6% 5O&.

DSBS,

6x6 BBs: 6S53€ 6% 5O, OB O DOD 6%, 6B EEND Y VDB NHOB

o BcsDes B fonts: sans-serif (Calibri, Arial, Iskoola Pota/Noto Sans Sinhala), titles 36-

44 pt, body @d® 24 pt.

* @®E contrast: () BSLIDOD BVE GBE 6D BE BPDO® () 6B5E. GNE OB Y

DESB®.

o JMmETDcs: A theme D, &5:® slide D® d® fonts e5ep DESH (Slide

Master en&® DSS®D).

e slide w0 W gewess); cae] DDBOERD DN G5 GENECS.
¢ FINHD HODO: VDO HNGHS, 6oNDeE/Creative Commons G5 end® WS Cges
Bcs BsssI® (¢ 'Photo: Wikimedia Commons, CC BY-SA).
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* MY PYDracs: Gxe5 compress WA (Picture Format > Compress Pictures); 8@
videos embed 88® @%@ link DEE®.

7. g0 &5 esBED

OB NS wS» 8O

.pptx PowerPoint Ge56H® - BEEE 30558 DE 9D DDE.

.odp OpenDocument Presentation - Impress @eS65®, 8t ¢3OE)cs.
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2026 e®DES. Copilot (PowerPoint) &s¢ Gemini (Google Slides) prompt
DDA slides )P WASES; Designer Ve Sz e5€em layouts ecsiesan wASE. Al
DOBEOB) tHIB DSBD: &5 WSHD® 58 DHSHD, De® DODBHDES) BSB™,
BEDED BB @O eMDSE®, Al ccd BE D 5eHs) WSB®. Real-time
collaboration: eny)® share SH)® (OneDrive/Google Drive) - 50938 O
£50e5S&acs WS comments (@mention) DE. Morph transition e5@% slides eeze)
o6 DSy 85900 6®® 8. Record (Record tab / Slide Show > Record) ®e® eH&) &5eD
video % w38, 5659 MP4 &3@es export. Insert > Video > Online Video ®&a) YouTube
video embed DS, &5:® S:e5c5wO® alt text %) @S Review > Check Accessibility
NOB®S WSS, Zoom, Teams @ed) Google Meet 25 98858 BHE®D WD share
DB @eD) Teams PowerPoint Live /| Meet Present a tab end® OB,

. Bem® ceseees: F5 slide 1 890, Shift+F5 D80 slide e 80 ¢SBen @ASEB. Speaker
notes GESIBDEBO Ge5BDBIES) .

23eNB® &5

988es5) BES Dagzmo® - Slides &) ee58D®  Slide - 98858 BED® O BYOH)/ESE.
©agz0®CS.

Placeholder - Title, Ge5g e DeSd D Layout - Slide &% placeholders &s:e5®.
layout O BB 6END.

Theme - &8, fonts esen effects £36S Template - Design &s5e0 8@ gEE@®S
DOOEGS. 2585 PSS E@DIXRD.
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Slide Master - £3c3@ slides 65HQ)® eHEHCS Slide Sorter - 8860c % BE®O BiE

WOD G slide . slides thumbnails 6@es 65D view.
Speaker notes - GEBWSTE®OS &5 D&, Presenter View - Notes, &g slide & timer
988658 wSBME® 850, 580 98868 weBme® SAcs.

Hyperlink - 6®8 899%®0, 65w &) Alt text - Screen readers e5€eD G5 GS5E
slide %0 click g S e Ecs. Sesmdes.

Pebm yum esen 89S

1. @88es) BES Daczmo® 37 WOWE? NS e 6.

8ExG: Slides e3¢ ee58D® Bageno®; & MS PowerPoint, LibreOffice Impress, Google
Slides.

2. Slides 886D el HEDO eeme® view ROWE?
| BExS: Slide Sorter view.

3. F5 &s52 Shift+F5 @®3 edmes ROBIE?

88x3: F5 ey slide dew) £80; Shift+F5 dE®S slide Oz 80 slide show ¢SS
WDSE.

4. 6x6 BB 50 WSBIB.
8E8x3: Slide D™ bullet 63€ 65 5®& 589 GSEBEDO DDB) 65 5O,

5. Impress & &s568® ey DEms ROWE?

B€x3: .odp (OpenDocument Presentation).

6. GesDEO alt text O WE e §&?
B88WS: CamHMDBDSHO screen reader OGS Gxe5cs De3mS BEDO (56DEBND).

ReDSEH PHD®

1. OB 988ess) HES Vagmomcsw WOWE?

LibreOffice Impress
LibreOffice Base
LibreOffice Calc
LibreOffice Writer

N w>»
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2. MS PowerPoint & @s68® ey E@d...

. .docx

. .pptx

A
B. .odp
C
D. .xlsx

3. LibreOffice Impress & &s568® ecng) @d...
.odt

.pptx
.odp
.0ds

On w>

4. g8 slide ®ex 89 slide show @68 WE® PSS WOWE?
A. F5

B. Esc

C. Shift+F5

D. F2

5. Shift+F5 slide show @68t SHeS)...

A. 59 slide O &0
B. 28)®%) slide D& 80
C. 39 slide de &0
D. Slide Sorter ®€&

6. 88eD cdntS BEDO Ba@ slides ) thumbnails 6@Ees ees5ID® view @wie?
A. Notes Page
B. Normal

C. Reading View
D. Slide Sorter

7. Speaker notes ¢SZJes...

A. B3R DB

B. ctiismcs) @8

C. 98858 ®SHIon 5©&
D. projector &%) &5:®0

8. ®» slide Oww title 620 gslbw®s HDRD B ewng...

A. Gridlines

B. Placeholders
C. Thumbnails
D. Hyperlinks
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9. 6DGE W B e SO esotsBleMmsD eeme® layout OWE?

Two Content
Blank

Title Only
Title Slide

onNnw>

10. 8@ slides DED e DES, fonts esen effects 5O WIDECS...
Placeholder

Transition

Theme

On w>

Layout

11. UNESCO @8 ¢88cs0 link 929 % S8®0 78w »ssies...

Design » Format Background

@ >

Insert » SmartArt

N

View > Slide Sorter
D. Insert » Link (Ctrl+K)

12. 6x6 BBSO 3B slide O B ...

A. DD® 6 V@S GeSE 65
fonts 6% &sep DESH 6%
C. De3xnd=O animations 62
D. G5 6 @S slides 625

w

13. Projector 9w es5g &5 ceNed® 88cd® WIWE?
A. D368 @&B8®0 10 pt 65

@ BHPDOD BE 65E, dD® 24 pt

GIME BPDOW S GBS

D. &5:® slide O®®® cOmes font

n W

14. &5;® (B10DSDO DD (RS 656D handouts 6D ®BOID 6eNE® PWadds...
A. .potx

w

.odp

C. .pptx
pdf

o

15. Slides & Copilot/Gemini DO BDedS} 7 ® BEO WOWE?

BsSe®S 6mncd & 58 ewe 8ess) HE®

Slides Q888 3 WS&) 58w S Ded® DODDEH e50e5eSHacs
Al 08D DE DO e5:E®

£5eeNIBEE 5EDED c® paste HE®
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DYGODOD PHD

1. (i) 9888 BES Vagemo® 7 WOWE? (ERS)Y 1)
(ii) 988es8} DES Dagemo® e &5 Ted 6568 etny) Dé®w B WS, (ERS)

4) (Gepey 5)

(i) Slides &5&encses )8 6e55OB Bagemo®. (i) MS PowerPoint - .pptx; LibreOffice
Impress - .odp (Google Slides - online/Drive).

2. PowerPoint @68 ezl 50w B® WS OB D NdBS 6cB®. (FRH 5)
(Cw=2ey 5)
D:® esenxs: title bar - ey en®cs; ribbon - 8ch®; slide pane - thumbnails/88edE;

slide area - slide &50e5@3&acs; notes pane - speaker notes; status bar - slide gocs,
views, zoom.

. o Title bar
Sigiriya.pptx - Fower Foint
File Home Insert Design Transitions *rimations: tiek Tabs (ribbon)
[] = New Slide v BIUA =-1. =0~ i
_ = R||J:t)Pon %rou S .
Clipboard Slides Font Paragraph Drawing D, Slide pane / thumbnails
]
——
JE—— e o o .
) | S— -
Sigiriya - The Lion Rock Side area (Normal view)
Placeholder
— . -—
[ || S— Grade 10 ICT - Save Our Heritage
/
L ]
Click to add notes - Speaker notes: Sigiriya is a UNESCO World Heritage Site built by King Kashyapa...
Notes pane
Slide 1 of 4 English (Sri Lanka) Notes = H Ll p - —e—+72%
- Status bar

View buttons + zoom

aebm BEas

3. 888 H8e® views W B8 WS W DB OB WS® 8O esens WSS,
(GR®5h 3) (Gney 3)

Normal - esceSed@hcs; Slide Sorter - 88edE/®wn ¢:®®; Slide Show - full screen
6e5s538® (ee05 Reading/Presenter View).

4. H®Eed 'Save Water' slide des) ewng 5e500® 12 pt 6 65€ 6S€ 158 .
38 B o eclv. (e 3) (G 3)

6x6 BBcs/e3ehem DDW; font 24 pt eend D BBV, @& contrast (X OB BE); S5
) BED; slides BBSEO cDED.
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5. (i) Slides ®® &ze5 Bacs B8 Ve 4B? (ERS) 2)
(ii) 9886 B8O ecny) s gi) BEVD O WOSH ecdnm. (Ews) 1) (e 3)

(i) eson®m® HBDO®D ®S; BE®D 85D G563 YRS/ DSBS, 6e5SBD. (i) Szes

compress S8® e} video embed BE® 05D link BE®.

25)3)05cS
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98858 BB® ®agemo® slides ¢ ee5BDE.

PowerPoint .pptx, Impress .odp, Google Slides online.

GULI: title bar, ribbon, slide pane, slide area, notes pane, status bar.
Views: Normal, Slide Sorter, Reading, Slide Show, Presenter View.
Layouts placeholders &5wes&3; themes &80 esen fonts eseese.

@e5€, Gz, video, @B, shapes, SmartArt, charts, links &®® DSBID.
6x6 B3, DMNE DS % fonts, @HE contrast, &acs.

F5 = §c 89; Shift+F5 = d8®) slide Dz 0.

MCQ 8&wd: - 8.1

9.
10.
11.
12.
13.
14.
15.

1

2
3
4
5.
6
7
8

. A - Impress 98858 B8 ®agemo@cs&.
. C - .pptx.
. € - .odp = OpenDocument Presentation.
.A-F5=Qc 0.
B - 95J®% slide.
. D - Slide Sorter.
. C - Presenter View notes @88e58) @SSm0 ees8DE.
. B - Placeholders.
A - Content placeholders ez

C - Theme/design.

D - Ctrl+K hyperlink &= ®58.

A - G3E 6 x DD 6.

B - @& contrast, & font.

D - PDF layout 8z e&NHd5d ®DS.

B - Al 8 58u)e) W6 e5ee0s) wSED.
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