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THE OPEN UNIVERSITY OF KENYA

DESIGN PLAN

The Design Plan presented below reflects the CUE suggested Plan but goes beyond that to specify how each outcome will be handled. All modules are based on this Design Plan.
Note: The principle of constructive alignment informs this Design Plan.


	Programme title
	BACHELOR OF TECHNOLOGY EDUCATION

	Course title
	CIT 122 Computer Applications

	Learning Module number
	CIT 122-09

	Learning module title
	Slide Creation and Editing in PowerPoint

	Module Developer
	Dr. Mary Mwadulo

	Module duration in hours
	

	Instructional Hour Equivalent (Divide duration by 2)
	

	Reviewed by
	

	Vision
	The innovative university for inclusive prosperity

	Audience description
	The target audience for slide creation and editing in PowerPoint module can vary depending on the context and purpose of the presentation. However, here are some possible audience descriptions:

Novice users: These are individuals who have little to no experience using PowerPoint or creating slides. They may need a comprehensive introduction to the features and functions of PowerPoint, as well as step-by-step instructions on how to create and edit slides.

Intermediate users: These are individuals who have some experience using PowerPoint and creating slides, but may need guidance on more advanced features and design principles. They may be interested in learning how to create more professional-looking presentations, incorporate multimedia elements, and use animations and transitions effectively.

Advanced users: These are individuals who are proficient in using PowerPoint and creating complex and sophisticated presentations. They may be interested in learning about the latest features and updates to PowerPoint, as well as best practices for creating visually stunning and engaging presentations.

Business professionals: These are individuals who use PowerPoint to create presentations for a variety of purposes, such as sales pitches, project updates, and board meetings. They may need guidance on how to create persuasive and compelling presentations that effectively communicate their ideas and key messages.

Educators and trainers: These are individuals who use PowerPoint to create instructional materials, such as lesson plans, course syllabi, and training manuals. They may need guidance on how to create effective and engaging presentations that help learners achieve their learning objectives.

	Instructions to learners
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	Welcome to Slide Creation and Editing module! As your facilitator, I'm here to guide you through this learning experience.
Here are some instructions to help you get started:
1. Familiarize yourself with the course materials: Ensure you understand what you'll be studying in this module, what the learning outcomes are, and how the course is structured.
2. Manage your time effectively: Set aside a specific amount of time each day or week to work on this module. Make a schedule that works for you, and stick to it as much as possible.
3. Stay organized: Keep track of your progress by taking notes, using a planner, or using an online tool to keep track of your assignments and deadlines.
4. Participate in the online discussions: Take advantage of any online forums or discussion boards that are available to you. Engage with your fellow learners, ask questions, and share your own experiences and insights.
5. Complete all assignments: Make sure you complete all the assignments and quizzes associated with this module. This will help you reinforce what you've learned and prepare you for any assessments that may be required.
6. Seek help when needed: If you're struggling with any part of the module, don't hesitate to reach out to your facilitator or the support team for help. They're there to assist you and help you succeed.

Remember, learning is a process, and everyone learns at their own pace. Don't be discouraged if you encounter challenges along the way. With persistence and effort, you can master the material and achieve your learning goals.

 Good luck!


	Learning module description
	This learning module is designed to help individuals learn how to create and edit slides using Microsoft PowerPoint. The module will cover the essential tools and techniques required to create engaging and effective presentations. Participants will learn how to use the PowerPoint interface to add, modify, and format text, images, and other media elements, as well as how to apply design principles to make their presentations more visually appealing

	Module objectives:

	The module seeks to facilitate learning about:
1. Presentation software including basic elements, features and slide layout
2. Different types of presentations and their purpose
3. Creating, formatting and modifying slides
4. Effective Communication skills through creation of presentations

	Module learning outcomes:


	By the end of the module  you should be able to:
1. Explain presentation software including basic elements, features and slide layout
2. Differentiate types of presentations and their purpose
3. Create, format and modify slides
4. Develop Effective Communication skills through creation of presentations

	Planned Learning Resources
	A Computer, course modules, online based materials, virtual lab, recorded lecturers, assessment tools, online videos, case studies, LMS, eBooks, books, interactive quizzes, Smart phones, virtual tools such as Zoom , google meet

	ACTIVITY 1: INTRODUCTION
VIDEO 1: Pre-recorded lecture on topic emphasizing LEARNING OUTCOME 1:
 Factual knowledge.
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	Designer: Provide a video with  the following prerecorded information
Welcome to this module on slide creation and editing. For purpose of all demonstration and practical work, we shall use Ms- PowerPoint. 

Presentation software is a computer program used to create multimedia presentations. These presentations usually include slides containing text, images, audio, and video, and are used to communicate ideas, data, or information to an audience.

The most commonly used presentation software is Microsoft PowerPoint, but there are also other options like Apple Keynote, Google Slides, Prezi, and others. These software programs allow users to create visually appealing and engaging presentations by adding graphics, animations, transitions, and other multimedia elements.

The user interface of presentation software is usually designed to be intuitive, allowing users to easily add, modify, and rearrange slides and content within them. Many of these programs also include templates and themes that users can use to create professional-looking presentations quickly.

Presentation software is commonly used in business, education, and other settings where information needs to be presented in a visually engaging and easy-to-understand format. Whether you are presenting data to clients or colleagues, teaching a class, or sharing information with a group of people, presentation software can help you create a dynamic and effective presentation.

Elements of a presentation software
The specific elements of a presentation software may vary depending on the program, but here are some common elements that are typically included:

1. Slides: The primary element of a presentation is the slide, which contains the content of the presentation. The slide may include text, images, charts, graphs, or other multimedia elements.

2. Themes: Presentation software often includes themes, which are sets of colors, fonts, and backgrounds that give the presentation a consistent and professional look.

3. Templates: Templates are pre-designed slides that can be used as a starting point for creating a new presentation. Templates can save time and ensure consistency across multiple presentations.

4. Transitions: Transitions are visual effects that occur between slides, such as fading, sliding, or dissolving from one slide to the next.

5. Animations: Animations are visual effects that occur within a slide, such as text or images appearing or disappearing, or moving across the screen.

6. Speaker notes: Presentation software often includes a feature that allows the presenter to add speaker notes to each slide. These notes can help the presenter remember key points or provide additional information to the audience.

7. Audio and video: Presentation software can also include features for adding audio or video to a presentation, such as playing music or embedding a video clip.

8. Collaboration tools: Many presentation software programs include collaboration tools that allow multiple users to work on a presentation simultaneously or share the presentation with others.

These are just a few of the common elements of presentation software. Different programs may include additional features or functions depending on the specific needs of the user.

Next we discuss the features of presentation software

Features of a presentation software
The features of a presentation software vary depending on the program, but here are some common features that are typically included:

1. Slide creation and editing: Presentation software allows users to create and edit slides that contain text, images, and other multimedia elements.

2. Design and customization: Users can customize slides by adding backgrounds, changing fonts and colors, and adding animations or other effects.

3. Multimedia integration: Presentation software often includes features for adding audio, video, or other multimedia elements to a slide.

4. Slide transitions and animations: Users can add visual effects that occur between or within slides, such as transitions or animations.

5. Presenter tools: Presentation software may include tools for presenters, such as a timer or a pointer, to help them deliver their presentations more effectively.

6. Collaboration and sharing: Many presentation software programs include collaboration tools that allow multiple users to work on a presentation simultaneously or share the presentation with others.

7. Presenter view: Presentation software may include a presenter view that allows the presenter to see their notes, upcoming slides, and other useful information while presenting.

8. Accessibility features: Presentation software may include accessibility features, such as closed captioning or screen reader compatibility, to ensure that presentations can be accessed by users with disabilities.

9. Templates and themes: Many presentation software programs include templates and themes that users can use to create professional-looking presentations quickly.

10. Printing and exporting: Users can print or export their presentations to different file formats, such as PDF or PowerPoint, for sharing or archiving purposes.

These are just a few of the common features of presentation software. Different programs may include additional features or functions depending on the specific needs of the user.






Slide layout of a presentation software
The specific slide layouts of a presentation software may vary depending on the program, but here are some common layouts that are typically included:

1. Title slide: The title slide typically includes the presentation title, the presenter's name, and any relevant contact information.

2. Title and content: This layout includes a title and a space for content, such as bullet points, images, or other multimedia elements.

3. Section header: This layout is used to introduce a new section of the presentation and typically includes a header and a space for content.

4. Comparison: This layout is used to compare two or more items or ideas side by side, with text or images on either side.

5. Picture with caption: This layout includes a space for a large image or graphic, with a caption or description below.

6. Blank slide: This layout is a blank canvas for users to create their own custom layout with their content.

7. Chart or graph: This layout includes a space for a chart or graph to display data or other information.

8. Table: This layout includes a space for a table to display data or other information.

9. Timeline: This layout includes a space for a timeline, with milestones or events displayed chronologically.

10. Contact information: This layout includes space for the presenter's contact information, such as an email address or phone number.

These are just a few of the common slide layouts of presentation software. Different programs may include additional layouts or variations on these layouts, depending on the specific needs of the user.


Examples of presentation software
There are many presentation software programs available, both free and paid, that can be used for creating and delivering presentations. Here are some examples:

1. Microsoft PowerPoint: This is one of the most popular presentation software programs and is part of the Microsoft Office Suite.

2. Google Slides: This is a free, web-based presentation software program offered by Google that allows for easy collaboration and sharing.

3. Apple Keynote: This is a presentation software program for Mac and iOS devices that includes a variety of themes, templates, and animations.

4. Prezi: This is a cloud-based presentation software program that offers unique visual storytelling features, such as zooming and panning animations.

5. Canva: This is a graphic design platform that includes a presentation tool that allows users to create visually appealing slides with ease.

6. Haiku Deck: This is a presentation software program that emphasizes visual storytelling and offers a variety of customizable templates and themes.

7. Slides: This is a web-based presentation software program that allows for easy collaboration and sharing, and includes a variety of customizable templates and themes.

8. Zoho Show: This is a cloud-based presentation software program that includes a variety of features, such as animation and collaboration tools.

These are just a few examples of the many presentation software programs available. Each program has its own strengths and weaknesses, so it's important to choose the one that best fits your needs and preferences.


	
	1. Click the link below to watch the two videos  on presentation software including basic elements, features and slide layout
2. Write your own notes to summarize what you have watched. This notes will guide you in responding to  the questions that follow.

Video 1
Title: PowerPoint: Slide Basics
Video Link: https://youtu.be/TZfcVbKJs1E
Source: GFCLearnFree
Time taken to watch the video (minutes: seconds):  5:27

Video 2
Title: PowerPoint 2010: New Features
Video Link: https://youtu.be/5cZ8a7Fc49Y
Source: GFCLearnFree
Time taken to watch the video (minutes: seconds):  4:00



	ACTIVITY 2: READING
READING MATERIAL 1
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	1. Access the reading material below on presentation software including basic elements, features and slide layout.
2. Make your own notes as they will guide you in answering the questions that follow.

Title: ICT Multimedia Essentials
Link: https://www.ictcertified.com/assets/documents/sample2.0/Sample_Multimedia_v2.0.pdf



Title: Electronic Presentation Tool
Link: https://ncert.nic.in/textbook/pdf/kect105.pdf



Title: Microsoft PowerPoint 2010
Link: http://www2.westsussex.gov.uk/LearningandDevelopment/IT%20Learning%20Guides/Microsoft%20PowerPoint%202010%20-%20Level%201/04%20Slide%20layouts.pdf


Designer: avail the reading materials for the learner.

	ACTIVITY 3:  Comprehension questions:
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	1. Having watched the videos and read the book chapter on computer input devices, attempt ALL of the following multiple choice questions. 
2. You are expected to get at least eight questions correct in order to proceed to the next activity.
3. This Activity will be graded

Questions

1. Which of the following is NOT a feature of presentation software?
a) Animations
b) Collaboration tools
c) Image editing
d) Spreadsheet functions
2. Which of the following slide layouts is best suited for a title slide?
a) Title and Content
b) Blank
c) Two Content
d) Comparison

3. Which of the following elements is commonly used to add emphasis to text in a presentation slide?
a) Underlining
b) Italics
c) Bold
d) Strikethrough

4. Which of the following slide layouts is best suited for comparing two sets of data?
a) Title and Content
b) Blank
c) Two Content
d) Comparison
5. Which of the following is a useful feature for organizing and rearranging slides in a presentation?
a) Templates
b) Master slides
c) Slide sorter view
d) Speaker notes



6. Which of the following is an example of a popular presentation software?
a) Microsoft Word
b) Adobe Photoshop
c) Google Docs
d) Microsoft PowerPoint
7. Which of the following is an element of a slide in a presentation?
a) File size
b) Number of words
c) Font style
d) Speaker notes
8. Which of the following elements can be added to a presentation to make it more engaging?
a) Clip art
b) Spreadsheets
c) Footnotes
d) Page numbers

9. Which of the following is a feature that allows a presenter to view their notes while presenting?
a) Slide sorter view
b) Presenter view
c) Master slide
d) Animation pane

10. Which of the following is an example of a slide transition effect in presentation software?
a) Bold font
b) Clip art
c) Slide zoom
d) Underlining


Designer: What is highlighted in red is the correct answer. Each question carries one point. If a learner does not get atleast eight correct answers then the learner should be referred back to watch the videos and re read the book chapter


	LEARNING OUTCOME 2: Conceptual knowledge


ACTIVITY 4: Video to be used.

	1. Click the link below to watch the two videos on different types of presentations and their purpose
2. Take notes to guide you in answering questions that will follow.


Video 1
Title: 4 Types Of Presentations That You Can Use To Provide Maximum Value To Your Audiences
Video Link: https://youtu.be/jCHjwLymXNY
Source: Frantically Speaking
Time taken to watch the video (minutes: seconds): 6:41

Video 2
Title: What is the purpose of presentation?
Video Link: https://youtu.be/SrjZQpGHF3g
Source: Entertainment:WHYS
Time taken to watch the video (minutes: seconds):  0:38



	CASE 1:
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	1. Read the case scenario below on different types of presentations and their purpose
2. Write your notes to summarize what you have understood from the case scenario. These notes will guide you in responding to the questions after the case.
3. Respond to the questions after the case
4. Each question carries one point
5. Upload your answers to the LMS.
6. Each answer you  give should not exceed twenty (20) words

Case Scenario: Types of presentation
Sales Presentation:
John is a sales representative for a company that sells software products to businesses. He has scheduled a meeting with the IT department of a large corporation to pitch his company's latest software product. His purpose is to persuade the potential clients to buy his product by highlighting its unique features, advantages, and cost-effectiveness.

Training Presentation:
Susan is a corporate trainer and has been tasked with creating a presentation to train new employees on the company's policies and procedures. Her purpose is to educate new hires on company standards and best practices while maintaining consistency across the board.

Investor Presentation:
Mark is the CEO of a startup and has been invited to pitch his company's ideas to a group of investors. His purpose is to secure funding for his business by presenting a compelling pitch that showcases the company's vision, market opportunity, and growth potential.

Academic Presentation:
Lisa is a college student and has been assigned to give a presentation on the impact of climate change on the environment. Her purpose is to educate her classmates and professor on the scientific findings related to climate change while providing a call to action to promote environmental sustainability.

Conference Presentation:
David is a keynote speaker at a national marketing conference. His purpose is to inspire and motivate attendees to improve their marketing strategies by sharing innovative ideas, best practices, and industry trends.

1. After reading the case scenario on different types of presentations and their purpose, answer the questions below.
2. The write-up of your answers should not be more than 200 Words
3. Upload the write-up of your answers on to your E-Portfolio on  the LMS 

Questions
1. Explain common strategies for delivering an effective sales presentation?
2. Explain how training presentations can be adapted to different learning styles and levels of expertise?
3. Explain some common mistakes that entrepreneurs make when pitching to investors?

	[bookmark: _Hlk131239802]ACTIVITY 5: READING MATERIAL 
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	1. Click the link below to access the reading material on different types of presentations and their purpose
2. Summarize your understanding of the read material and post it on the blog. 
3. The write-up should not be more than 500 characters.
4. Upload the write-up on the LMS 

Title: The six most important presentation type 
Link: https://presono.com/blog/en/the-6-most-important-presentation-types/


Designer: Download and make the reading material accessible to learners. 


	ACTIVITY 6: ONLINE DISCUSSION
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	1. Join and participate on this discussion forum on different types of presentations and their purpose
2. Form groups of five learners
3. Ensure you post your discussion on the forum and critique at least two posts posted by other learners.
4. Your answer should be brief and to the point, not more than 50 words per answer
5. This activity will be graded.

Discussion Questions
1. Discuss how a sales presentation can be tailored to the specific needs of the target audience?
2. Discuss best practices for creating and delivering a successful training presentation?
3. Discuss how visual aids can be used to enhance the effectiveness of an academic presentation?
4. Discuss best practices for delivering a keynote presentation at a conference?

Designer: Create a discussion forum and Provide a mechanism to award points to those who participate in this discussion. Award  five points for participation


	 LEARNING OUTCOME 3: PRACTICAL SKILLS
VIDEO 3: 
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	1. Click the link below to watch the three videos on creating, formatting and modifying slides.
2. Based on what you have watched, write your own short notes. These notes will guide you in performing the task that follow.

Video 1
Title: Class 5 Ch 6 Formatting Slides In PowerPoint
Video Link: https://youtu.be/FyGKqrj_lro
Source: Poonam Yadav 
Time taken to watch the video (minutes: seconds): 7:55

Video 2
Title: Change Slide Formatting in PowerPoint
Video Link: https://youtu.be/2Fyk8nZdA8c
Source: Like a Boss Learning
Time taken to watch the video (minutes: seconds): 7:57

Video 3
Title: Slide Master - Making changes in all slide by Making Change in One slide
Video Link: https://youtu.be/WPp6ZSSi9mU
Source: Edupedia World
Time taken to watch the video (minutes: seconds):  7:05


	
ACTIVITY 7: Learner practice sessions
	1. After watching the videos on how to creating, formatting and modifying slides.
2. You will be required to self-recorded yourself as you perform the tasks
3. Ensure you explain the activity as you conduct it
4. The self-recorded video should not exceed 120 seconds
5. Upload the self-recorded video showing you, performing the tasks to your E-Portfolio.
6. This activity will be graded.

Tasks
1. Open a blank PowerPoint presentation.

2. Add a title slide with the title "My Presentation" and your name as the subtitle.

3. Add a new slide with the title "Introduction" and a subtitle that briefly describes the purpose of your presentation.

4. Format the title and subtitle text on both slides to use a font size of 36 and a font style of Arial.

5. Add a new slide with the title "Agenda" and create a bulleted list of the topics you will cover in your presentation.

6. Add a new slide with the title "Main Points" and create three bullet points that summarize the main points you will cover in your presentation.

7. Modify the bullet points on the "Main Points" slide to use a different bullet style, such as a star or checkmark.

8. Add a new slide with the title "Charts and Graphs" and insert a chart or graph that relates to one of the topics you covered earlier in your presentation.

9. Format the chart or graph to use colors that match your presentation's color scheme.

10. Add a new slide with the title "Conclusion" and a subtitle that summarizes the main points of your presentation.

11. Modify the slide background to use a gradient or pattern that complements your presentation's color scheme.

12. Add a final slide with your contact information, such as your email address or website, so that audience members can get in touch with you after the presentation.

13. Save your presentation and practice presenting it to yourself or to a friend to make sure it flows well and effectively communicates your message.


	ASSESSMENT OF PRACTICAL SKILL:

	Marking scheme for the practical
· Award two  points  each for successfully carrying out the thirteen activities
· Award two points for following instruction

	LEARNING OUTCOME 4: KEY/TRANSFERABLE SKILLS
	1. Click the link below to access the reading material on developing Effective Communication skills through creation of presentations 
Title: Presentation Skills
Link: http://psydilab.univer.kharkov.ua/resources/ucheba/softskills/chapter%205.pdf

Designer: Make the reading materials accessible to the learner

	ACTIVITY 8
	1. This activity aims to demonstrate transferable skills on developing Effective Communication skills through creation of presentations.
2. You will need a computer installed with a presentation software
3. You are  required to carry out the tasks given below
4. The self-record the presentation which should not exceed 60 seconds.
5. The presentation should not have more than five slides of different types
6. Upload the self-recorded video showing you, performing the tasks to your E-Portfolio.
7. This activity will be graded.
Task
1. Prepare a PowerPoint presentation on a topic you are interested in.
2. Use different and appropriate slides

	QUIZZ: 
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	Having watched videos read materials, responded to a case study and performed practical exercise. Undertake the following quiz to test your knowledge and skills acquisition on this module.


Quizz


	Slide Layout
	A view that displays all the slides in a presentation in a thumbnail format, making it easy to rearrange them or delete them.

	Creating and Formatting Slides
	Feature that allows you to apply consistent formatting to all the slides in a presentation.

	Elements of a Presentation Software
	Presentations that are well-designed, engaging, and effectively communicate a message to an audience 

	Features of a Presentation Software
	Advanced tools and functionalities in a presentation software, such as animations, transitions, and multimedia integrations.

	Effective PowerPoint Presentations
	The process of creating and customizing slides, including selecting a theme, inserting content, and applying formatting.

	Slide Master
	The basic components of a presentation software, such as slides, templates, and editing tools.

	Placeholder
	The design and organization of content on a slide, including text boxes, images, and other multimedia elements.

	Slide Transition
	A visual effect that is applied to an object or text on a slide to make it move or change in some way.

	Animation
	An effect that is applied when moving from one slide to the next during a presentation.

	Slide Sorter View
	A box on a slide that holds a specific type of content, such as text, images, or media files.

	
	





Marking Scheme


	Slide Layout
	The design and organization of content on a slide, including text boxes, images, and other multimedia elements.

	Creating and Formatting Slides
	The process of creating and customizing slides, including selecting a theme, inserting content, and applying formatting.

	Elements of a Presentation Software
	The basic components of a presentation software, such as slides, templates, and editing tools.

	Features of a Presentation Software
	Advanced tools and functionalities in a presentation software, such as animations, transitions, and multimedia integrations.

	Effective PowerPoint Presentations
	Presentations that are well-designed, engaging, and effectively communicate a message to an audience.

	Slide Master
	Feature that allows you to apply consistent formatting to all the slides in a presentation.

	Placeholder
	A box on a slide that holds a specific type of content, such as text, images, or media files.

	Slide Transition
	An effect that is applied when moving from one slide to the next during a presentation.

	Animation
	A visual effect that is applied to an object or text on a slide to make it move or change in some way.

	Slide Sorter View
	A view that displays all the slides in a presentation in a thumbnail format, making it easy to rearrange them or delete them.

	
	




Designer: What is highlighted in red is the correct answer. Each question carries one point. If a learner does not get atleast nine correct answers then the learner should be referred back to watch the videos and re read the materials provided


	TAKE HOME MESSAGE
	On the blog, post your take home message about this module

	Reference list
	1. Elizabeth, A., (2021).Microsoft PowerPoint 2022. ISBN-13: 979-8786561952.
2. Monyjok Maluth, J. (2017). Microsoft PowerPoint Guide: A Presentation Software. (n.p.): Amazon Digital Services LLC - Kdp.
3. Fisher, H. L. (2016). Microsoft PowerPoint 2016 Made Easy: A Step-By-Step Guide for PC Users. United States: CreateSpace Independent Publishing Platform.
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