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Microsoft Office PowerPoint

“A good presentation does not simply display information—it transforms knowledge
into understanding, ideas into action, and learning into inspiration.”

LEARNING OBJECTIVES

After completing the chapter, the readers will be able to:

Define Microsoft PowerPoint and explain its role in nursing education and healthcare presentations.

Identify the basic components and interface of Microsoft PowerPoint 365/Office 2021.

Create, save, open, edit, and close PowerPoint presentations using modern versions of PowerPoint.

Apply formatting features such as themes, layouts, SmartArt, animations, transitions, and multimedia tools.
Insert and manage images, audio, video, charts, icons, and 3D models in presentations.

Use presentation tools such as Presenter View, Slide Master, Rehearse Timings, and Recording features.
Create professional nursing and health education presentations for classroom teaching and patient education.
Collaborate and share presentations using OneDrive and cloud-based Microsoft 365 features.

Apply security features such as password protection, comments, and digital sharing permissions.

Print presentations in different formats including slides, notes pages, outlines, and handouts.

CHAPTER OUTLINE

Introduction e Creating a PowerPoint Presentation in Microsoft 365/
Opening PowerPoint Office 2021

Modern Applications of PowerPoint in Nursing and e Advanced Features of Microsoft PowerPoint 365
Healthcare Education e Applications of PowerPoint in Nursing and Healthcare

Basic Features of Microsoft PowerPoint
(Microsoft 365/0ffice 2021)

KEY TERMS

Animation: Feature which contains a set of animation designs those are professionally formed.

Audience handouts: Presentation printed along with special space for notes that is distributed to the audience.

Auto content wizard: This acts as a professional guide for developing presentations.

Background: A feature that enables the user manipulate the background appearance in a single slide or in entire
presentation.
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Blank presentation: This is the default presentation in PowerPoint which the user can edit as per his requirement.
Any presentation can be set as default presentation to be used in future whenever user selects the option of blank
presentation.

Bubble charts: A chart displaying or comparing between chart values with the help of size of the circles.

Digital signature: This is the type of stamp in electronic format that provides authentication and authorization to the
presentation.

Elapsed time: The amount of time between the transition of two slides being rehearsed.

Font embedding: It provides a standardized true type of fonts so that the presentation appears properly in any of the
computer.

Landscape format: Landscape is the horizontal orientation of the slide.

Master slide: It controls the functions of all other slides in a presentation.

Object: Object is the body in PowerPoint that can be edited. It contains graphics, sounds, etc.

Online presentation: A presentation displayed electronically among different computers.

Portrait: Portrait is the vertical orientation of the slide.

Resize handle: It is used to resize the objects by dragging. It is represented by a white circle at the corner of an object.
Selection box: A box that surrounds a text box and includes selection handles.

Slides: Slides are single pages that can be edited, formatted and combined to make a presentation.

Template: It is pre-formed or installed by default format and color schemes that can be used in every presentation.
Title slide: It provides a habitation for the title and sub-title of a presentation.

True type fonts: Such fonts can be used in all printers or in various sizes to represent crystal clear appearance of fonts
in a presentation.

INTRODUCTION

Microsoft PowerPoint presentation is a user-friendly application which can be used personally and
professionally to make presentations by inserting images, videos, clip arts and animations.

OPENING POWERPOINT

To begin with Microsoft PowerPoint, follow these steps (Fig. 5.1):

1. Click on the Start button.

In the search bar, type PowerPoint.

Select Microsoft PowerPoint or PowerPoint (Microsoft 365) from the search results.

The PowerPoint start screen will open.

Click on Blank Presentation or choose a ready-made template to begin creating a presentation.

AR

Alternative Method

Click the Start button.

Select All Apps or All Programs.

Open the Microsoft Office or Microsoft 365 folder.
Click on Microsoft PowerPoint.

Ll e
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How to Open Microsoft PowerPoint 365 in Windows 11

Use the Start menu search to quickly find and open PowerPoint.

o Click the Start button an the taskbar 9 Type "PowerPoint” in the search bar 0 Click on “PowerPaint” in the results
|: G PonmiPol Jj Best mateh
@) e e W et e B .
 Joe |
Bost masch —
m PowerPomt Appa
i

N Windows PawerSheil »
N Windaws PawerShell ISE -]
£ Windows Powertiell »

e You are ready to create your presentation!

s Dot Orsy wmincy s Sdethos  Recr Vs el

s
e
I |

Click to add title

ik b et

@ TIP; You can also pin PowerPoint to Start or Taskbar by right-clicking the PowerPoint app and selecting “Pin to Start” or “Pin to taskbar”,

Fig. 5.1: Steps to open Microsoft PowerPoint 365 in Windows 11

MODERN APPLICATIONS OF POWERPOINT IN NURSING AND HEALTHCARE
EDUCATION

Microsoft PowerPoint is now widely used in nursing colleges, hospitals, and healthcare institutions for
teaching-learning activities, patient education, clinical case presentations, and research dissemination.
Modern versions of PowerPoint such as Microsoft 365 and Office 2021 support cloud integration, real-time
collaboration, Al-assisted design suggestions, screen recording, live captions, and online presentation sharing.
Nursing educators use PowerPoint to:

e DPrepare classroom lectures

¢ Demonstrate nursing procedures

e Present case studies and nursing care plans

e Conduct online teaching sessions

e  Create patient awareness presentations

e Develop competency-based learning modules

Healthcare professionals also use PowerPoint during:

¢ Clinical conferences

¢ Nursing audits

e Research presentations

¢ Continuing Nursing Education (CNE) programs

e Quality improvement meetings

90O HOSOIN € LINN
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High-Yield Points

PowerPoint supports multimedia-rich healthcare presentations.
Microsoft 365 allows cloud storage and collaborative editing.
Al-based Designer feature automatically improves slide appearance.
PowerPoint supports online teaching and virtual presentations.
Audio, video, icons, and 3D models improve nursing education.

BASIC FEATURES OF MICROSOFT POWERPOINT (MICROSOFT 365/OFFICE 2021)

Modern versions of Microsoft PowerPoint provide advanced tools for creating professional, interactive, and
visually appealing presentations. These features are highly useful in nursing education, classroom teaching,
patient education, seminars, workshops, and healthcare training programs.

Ribbon Interface

The Ribbon is the main control panel of PowerPoint that organizes commands into tabs for easy access. Each
tab contains related tools and commands (Fig. 5.2).
The commonly used Ribbon tabs are:

e Home
e Insert
e Design

e Transitions
e Animations
e Slide Show

Microsoft PowerPoint 365 Interface (Windows 11)
Explore the main Ribbon tabs and interface elements in PowerPoint 365.

Fie  Heww st Dwign  TrarsEony  Asimetors  ShdeSwar  RBevew  Vew  Recodieg  Help @ Recard 1 Share
& |38 . kx| Ez-aze BY j 2 P 53‘
Rpon] { Ba. | D wvee bt e 2o le o |2 8 B
5 S ||y RENESitRa ES =S v e @ s - commands|
e L - w— & o ot ||
W b
PomrrPure 4
Slides
thumbnail |~ * —~
pane .5_ Welcome to PowerPoint 365 Slide
- editing
" Create beautiful presentations area
» .I1|

Notes | | camasiom ) )
pane | L Status bar
i Oocemesss (T 15 M " com e Bview

B VD b [ et T ety Camed
option

BR Q sorh L B % Ao am JO0M

Fig. 5.2: Modern Ribbon Interface in Microsoft PowerPoint 365 in Windows 11
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[ Save ] [Undo ” Redo ] | Start slide show |

Presentation] - PowerPoint

File Home Insert Design Transitions Animations Slide Show

1l
<
Il

Calibri (Body) 4 N A K

i]if
0l
ilil
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Clipboard [ Shides Font L} Paragra

Fig. 5.3: Quick access toolbar in Microsoft PowerPoint

e Review

o View

e Recording
e Help

The Ribbon Interface makes presentation development faster and more user-friendly.

Quick Access Toolbar

The Quick Access Toolbar (QAT) provides one-click access to frequently used commands. It is usually
present at the top-left corner of the PowerPoint window (Fig. 5.3).
Common commands available include:

e Save
e Undo
e Redo

e Start Slide Show
Users can customize this toolbar according to their needs.

Themes and Designer Feature

Modern PowerPoint includes professionally designed themes that improve the appearance of slides. Users can

change:
e Colors
e Fonts

e Background styles
e Effects
Microsoft 365 also provides an AI-powered Designer feature that automatically suggests professional slide
layouts and visual enhancements (Fig. 5.4).
This feature helps nursing students and educators create attractive presentations quickly.

SmartArt Graphics

SmartArt helps convert simple text into visual diagrams and graphical representations (Fig. 5.5).
It can be used to create:

e Process charts

e Hierarchies

90O HOSOIN € LINN



Computer for Nurses

B setrcn Al

File  Home Irsert Draw  Desgn  Transions  Aoimations  Slide Show  Revew
| & ot E B avonat = s Py
[j k s Cabl Rty e AN A
o New O T T e Y A
F Format Faintar Side = [ Saction = A
Clighnard " e Fom 3

[ e Patient Care

View  Recouding  Help W Record o Share =~
E.m=rm, i /L On | &= Prne 'QJ ﬁ
Rl e o N i 2 | g e -
=== g rieewrgl il S R o
=== =) = - e @D Boseeas 4 5
Parsgraph L3 Oy " Editing [ -~
Designer ¥ X

==~ Excell
T g Nursing Education
o-0-0-0-0
_____ Empowering nurses.
Improving lives.
4
§
Putant Sarey
A A @ Click to add notes g i ‘!
- o - :"'_ - ‘
B Sen oo cevign ides
Shid 1412 Engleh fshed Smtea| T Accassibibty vetignis = Notin B 9 —+ m
Fig. 5.4: Artificial Intelligence designer suggestions and themes in PowerPoint 365
[ .
Fls  roms et Ossgn  Dwign  Teslamed, Anieatiom  Mallegs  Mevew  Vew el Smerthd 2 Shais Cammmista
bl — N | F. e R
|
== =
' Healthcare SmartArt examples in Microsoft PowerPoint
—— Nursing process Patient care hierarchy
E 4 Highest level
[ —¥% ——| persanalized care
patient autonomy
) Ay Direct care
N \——{Nursing staff
Wt = Analyze data % Direct supervision
m’,’,"‘, Healthcare arganization
! e i A\ — Administrative suppart
= % Quality management
“—e =
| Team-based care relationships
o )\
: i _
8 A- Pl g g g‘:ﬁ:ﬂ““'z Physician
w e ) |
t‘o: L = e
) T 5" Patient |@I" c‘:::.u' Social worker
:,6’ ) : = Discharge %\\ ;Ir::mem
pERas i
e B : 2 Recovery & Case manager ]
O faliow-up '
- — t
! PowarPeint | Slide 5 :
E «Ce E
LTI e e— dres W 5 B T - . - =
(32}
=
=
-}

Fig. 5.5: SmartArt graphics used in nursing presentations
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e Nursing care flowcharts

e Cycles

e Relationship diagrams

SmartArt improves understanding of complex healthcare concepts.

Multimedia Integration

PowerPoint supports insertion of multimedia elements that make presentations more engaging and
interactive (Fig. 5.6).

Users can insert:

e  Pictures

e Icons

e Videos

e Audio narration

e Screen recordings

e 3D models

Multimedia features are useful for demonstrating nursing procedures and patient education.

Animations and Transitions

PowerPoint offers advanced animation effects and smooth slide transitions (Fig. 5.7).
Popular transition effects include:

e Morph
e TFade
e Zoom

Enhance Your Healthcare Presentations

Insert and engage with rich media to inform, educate and inspire

Pictures s

Add images, charts and A

gl e PN a

diagrams to visualire your data, = 2 i
R S

lcons

Use foons to highlight key "9"‘ ;lj_)’ E O

pairts and concepts.

Audio Narration
A parration 1o evplin
slides and provide contet

Screen Recording
Record yeur screen to create
stog-by-step walkthroughs,

Videos
Insert videos to demonatrate
procedures and case studies
7
L

»
3D Models —~
Insert Interactive 30 madical +3D+4 _Comhin_e theu_tmls to create dynamic,
madels 1o engage your audience. | A and impactful | b p
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Fig. 5.6: Multimedia insertion in Microsoft PowerPoint
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L PowerPoint Transition Effects

Create smooth, engaging flow between your Nursing Education slides

Morph
Seambessly animate
abjects and slides for a
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Fig. 5.7: Animation and transition effects in PowerPoint

e Push

e Wipe

Animations help improve audience attention and presentation flow.
Presenter View

Presenter view helps the speaker manage the presentation effectively (Fig. 5.8).

It displays:
e  Speaker notes
e  Timer

e Next slide preview
e Audience screen
At the same time, the audience sees only the active presentation slide.

Collaboration and Cloud Features

Microsoft 365 supports cloud-based collaboration through OneDrive (Fig. 5.9).
Features include:

e Real-time collaboration

e  Auto-save

¢ Cloud storage

e Presentation sharing through links

Multiple users can edit the same presentation simultaneously.
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Presenter View in Microsoft Power
Stay in control while your audience focuses on the slides,

® = =
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you need.
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Engage your audionce whie

staing organized behing
the scenes

Fig. 5.8: Presenter view in Microsoft PowerPoint
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Fig. 5.9: Real-time collaboration through OneDrive
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Recording and Export Options

Users can:

e Record presentations with voice narration (Fig. 5.10)

e  Export presentations as PDF

e  Convert presentations into video lectures

¢ Create online presentations

These features are highly useful for online nursing education.

Accessibility Features

Modern PowerPoint includes accessibility tools that make presentations inclusive and user-friendly
(Fig. 5.11).

These include:

e Live captions

e Subtitle generation

e Accessibility checker

e Screen reader compatibility

These features help learners with hearing or visual difficulties.

. Record. Narrate. Share.

Create engaging presentations with voice narration, screen capture and easy export options in PowerPaint.

", Voice Narration /v Screen Capture ~ %, Recording Tools /™ Export & Share
| Rwcord your voice [ M mecodyowrscoen, | EBL | Pavee, proview and ( Export to videa or POF
/s you present camara and audo S meeracord with sase. "\,/’I and ihare anywhene
Flg  Home Insert DOrow Design  Trangitlons  Animations  SideShow  Revipw  View  Recording  Help ® Record m
= 1 - 0 | T 1 [
@ | > B [/ ¢ @ L] B B &
Recoid gty Motes Aude Camers Screen Praview Export Export Expont
o Vadeo o PDF
Record Shew Hpcond Trovew £pat ~
1
Export Your Presantation
Chosas ®a format that wocks boit bor you
. ;._s" - :
Infection Control T
G l Best Practices for a H + #ull WO (Ym0
; + Wnchxdes timinge, aseration
: Safer Environment NS
3
P & Hard Hygiene
. e | & Use ol PPE

(& Sale Handling

@ Environmental Clearing

Export Options
B inchide speaber notes
Incitde rerprntes) it

[ IR —

Recording ‘;( Recard vaioo narraticn D Copture scruan, camors Add nates and ink C Prosierw and re-record 1 Export and share to
Features whit presertiog and wystem sudia durng recording arvytenn vy pilatfor

Fig. 5.10: Recording and exporting presentations in PowerPoint
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o Accessibility tools in Microsoft PowerPoint

Make your presentations inclusive and accessible for everyone.

Live Captions Subtitle Generation Accessibility Checker Screen Reader Support
Enabie e captions durng el Autc-generate subtities for videos Identify and fix accessibility Optimized for screan maders
YOMP presantaton ancl apokin content IEsuEs i your presentation. and kmyboand navigation.
File Home Imsert  Drow  Design  Transitions  Andmations  Shde Show  Record  Review  View  Help  Accessibillty sibility 5
gt 33 Ly Substities X
E_'_ E-a cc % o) Aty Inspection Results
Chack o Reacing Live Bubsitie Scmen () High Cantrast () Nosues foun. Gront jobd
Bermibity Tet Dicher Pane Capticna = Settings = Aradar
[ g Carteorns & Subnrhes it Ty ot a  Tipsdor Impeoving Accessbility
1 1 Ammrnstive Taxt e
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rchiom
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: ¢ 3 Table Struchwn
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(D Hatd e Bearling crsber ke, oot e
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for screen readers.
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Fig. 5.11: Accessibility features in PowerPoint 365

High-Yield Points

PowerPoint 365 includes Al-powered Designer.

Morph transition creates smooth animation effects.

Cloud collaboration supports teamwork in nursing education.
Presenter View improves lecture delivery.

Accessibility tools support inclusive learning.

CREATING A POWERPOINT PRESENTATION IN MICROSOFT 365/OFFICE 2021

Steps to Create a New Presentation (Fig. 5.12)

Click the Start button.

Open Microsoft PowerPoint.

Select Blank Presentation or choose a template.
The first slide (Title Slide) appears automatically.
Type the title and subtitle in the placeholders.

A S
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Create a New Presentation in Microsoft PowerPoint 365

From a blank presentation, add title slide placeholders, or choose a professional template.

o Create a Blank Presentation Add Title Slide Placeholders Choose a Template
Open PowerPoint and select Blank Presentation Click in the titke and subtitle boxes to add Ga o New and choose from a variety of
to create a naw file your text. jprofessional templates.

o0 I N —— 108
e g b D Do B Ao kS b Vew e

i SRS S— AR

It P [R————
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Titde Slide Layout (Default)

Th dtiae Ttk Siche lyout inchusen placehoiden: e -+
o the 1ot o st

Click to add title

Ehek b el strstiy

2. Title Slide 3 Templstes 5 .

A 1. Blank Presentation v Tipe You can change the design

Quick Summary ot el -2 Add your tiale o Choose 8 design akar by geing 1o the Desig tab.
and suktitle 1 that fits your needs.

Fig. 5.12: Creating a new presentation in Microsoft PowerPoint

Inserting a New Slide (Fig. 5.13)

1. Click Home — New Slide.
2. Choose the required slide layout.
3. Add text, pictures, charts, icons, SmartArt, audio or video.

Adding Multimedia Content (Fig. 5.14)

Users can add:

e  Charts

e  Pictures
e SmartArt
e Audio

e Video

e Icons

These elements improve presentation quality and audience understanding.

Applying Themes and Design (Fig. 5.15)

Use the Design tab to apply:
e Themes

UNIT 3 Microsoft Office



Chapter 5 Microsoft Office PowerPoint _

B2 Search
File Home Imsert Dvaw  Design  Transitions  Animations  SlidaShow  Record  Review  View  Help
[ Ao B [Ewe comman -2 -84 BANOO™ G [] 2
[Bcopy - TRt ; ALDOO - : A Raplace -
Paste M Bl e e e B== N
= ¥ FormutPaier | Siidw = ]Es,.nm- £ 8 = O v et B sier
thpboard % ~ i Pargragh o =1
i aragra rauing g
1
S — Tithe and Content Saction Header
T Cortmd Comparism Tithe Gy Cl J k d d | |
Click to add subtitle
Blank Conten! with Caption  Pictuss with Caption
Panocamic Pt Tite and Vertcal Text  Verticah Tetie and Tont
with Cagrtinn
1 Duplicate Selected Slides
T Shdies oo Cuatfine
B Reune Sides
‘Shicke 1 08 1 Ergileh [United Sutes) ¥ Acorsiblitg: Gosd 1 go Zhon B 5 B T - +— - TN £

Fig. 5.13: Inserting a new slide and selecting layout

Fe  Home
S Ko
e DO -
A Farwat Pasiar
[

s

el aw Dz Temsnitions Anrnations Skl Show Racemi] R Halp
i i 4 Besd =2
Khiapws [ L R o 1
Enean i Yot

Sy - [ Section L

'< e

I

Patient Safety
A Culture of Care

T Conwert 15 Smarshet

" Parmguaph "

@ Record | | Sham -
Peind
1 Arptace
I Seect

6 ey -

Safe Ervironment.
Heduce risk and
prevent haem

Etfective Communication
Share rdormabon
cluarty and timety.

Toamwerk
Collabsarate 10 deftver
tha best outeamet.

Continucus Improvemant
Learr, adapt and
erdunce cane

sl e o

2
ety W *.. : Delivering safe. high-quality care is  shared
£ responsibility that starts with knowledge,
2-0-% A o teamwark, and communication,
3
Mt =
r
+%e
!' l 'o Medication Errors by Type (%) Root Causes (Top 4]
Strategies for Safer Cars
o ®
A rratagiet tee epaiciars.
S Care
P
0B =
o~
0 2z
Syview
5 ot @ - 2
Soves Lo
Patient Safety in Action Wl N Safty Msindr
tteh b sl chinges
bl Lt 9 0. Low s by
6 —
[ y—.
2a @ o 00 4 4115
stient, every
TS TArt] | i s Bt |- Mg il e T o

Fig.5.14:

Adding multimedia content to slides

W oz Em ¥

90O HOSOIN € LINN



m Computer for Nurses

s Home et Onw Dedign Tomiors  Anemations  SideShow  Reormd Revew  View.  Help @ Record | 4 Share -
TR g &5 &
= : ¥
Aa Aa Aa Aa : e
- - - - - R —————— i Frurmut Beugn
—_ fii Bkt M
- o L Vs

Design Ideas *

Patient Safety

A Culturs of Corw

. Patient Safety

9= a=—%

e
i A Culture of Care
3 Delivering safe, high-quality care is a
Y -] @ shared respansibility,
220
i @ St Envorman oy Efective Commuication
== T —
-
Toamwork Cant h it
S l‘.é Colabtaln b ekt :ﬁ Im":“:wwm
. The vt i, wntncs e

Th Accombiteg nvesngars as Tommen B B [

Fig. 5.15: Applying themes and design styles in PowerPoint

e Fonts

e Colors

e Background styles

Themes provide a professional appearance to presentations.

New Features in Microsoft 365

e Al designer suggests professional slide layouts.

e Icons and stock images are available online.

e DPresentations can be shared directly through OneDrive.
e  Real-time collaboration is supported.

ADVANCED FEATURES OF MICROSOFT POWERPOINT 365

Morph Transition

Morph transition creates smooth movement between slides and improves visual storytelling (Fig. 5.16).

Uses in Nursing Education

e  Demonstrating anatomy
e Showing procedural steps
e  Explaining disease progression

UNIT 3 Microsoft Office
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o Morph Transition in PowerPoint 365

Create t ions of obj text, and slides.
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Fig. 5.16: Morph transition effect in PowerPoint 365 in Window 11

Screen Recording

PowerPoint allows recording of (Fig. 5.17):
e  Computer screen

e Voice narration

e  Demonstrations

Uses

e Procedure demonstrations

e Online lectures

e Clinical skill training

Icons and 3D Models

Modern PowerPoint includes healthcare-related icons and 3D objects (Fig. 5.18).

Examples

e  Human organs
e Medical equipment
¢ Hospital symbols
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Fig. 5.17: Screen recording feature in PowerPoint in Windows 11
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Fig. 5.19: Presenter coach feature in PowerPoint

Presenter Coach

Presenter Coach helps improve (Fig. 5.19):
e Speaking speed

e  Pronunciation

e Use of filler words

e  Presentation timing

Real-Time Collaboration

Multiple users can edit the same presentation simultaneously through OneDrive (Fig. 5.20).

Export as Video

Presentations can be converted into video lectures for online learning platforms (Fig. 5.21).

Updated Feature: Video

Modern PowerPoint allows users to insert online videos, recorded videos, animations, and screen recordings
directly into slides (Fig. 5.22).

Updated Feature: Audio

Users can insert recorded narration, background music, pronunciation guides, and patient education audio
clips into presentations (Fig. 5.23).
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APPLICATIONS OF POWERPOINT IN NURSING AND HEALTHCARE

Microsoft PowerPoint is widely used in healthcare settings for education, training, communication, and
research.

Uses in Nursing Education

e Classroom teaching

e Nursing procedure demonstrations
e Case presentations

e Student seminars

e Patient education

Uses in Hospitals

¢ Clinical meetings

e Shift handover presentations
e Quality assurance reports

e Infection control training

Uses in Research

e Research paper presentations
¢ Conference presentations
e Data visualization using charts and graphs

High-Yield Points

e PowerPoint improves visual learning.
e Multimedia presentations increase student engagement.
e Charts and animations simplify complex nursing concepts.

SUMMARY

¢ Microsoft PowerPoint is a powerful presentation software used in education, healthcare, business, and research
for creating visually attractive and interactive presentations.

¢ Modern versions such as Microsoft 365 and Office 2021 provide advanced tools that help users design professional
presentations with multimedia support, animations, collaboration tools, and accessibility features.

e PowerPoint presentations are made up of slides that can contain text, pictures, charts, SmartArt, tables, audio,
video, icons, and 3D models.

¢ The Ribbon Interface organizes commands into tabs such as Home, Insert, Design, Transitions, Animations, Slide
Show, Review, and View, making the software easy to use.

e Modern PowerPoint supports professionally designed themes and Al-powered Designer suggestions that
automatically improve slide appearance and layout. Users can insert multimedia elements such as images,
narration, videos, screen recordings, and animations to make presentations more engaging and effective.

o Features like SmartArt Graphics, transitions, and animations help present complex nursing and healthcare
concepts in a simple visual form.

e Morph transition creates smooth movement between slides and improves storytelling during presentations.

e PowerPoint also includes Presenter View, which helps speakers view notes, timers, and upcoming slides while
presenting.

UNIT 3 Microsoft Office
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e Microsoft 365 supports real-time collaboration through OneDrive, allowing multiple users to work on the same
presentation simultaneously.

e Advanced tools such as Presenter Coach, live captions, subtitle generation, accessibility checker, and export-to-
video features make PowerPoint highly suitable for modern nursing education, online teaching, seminars, patient
education, and professional presentations.

e PowerPoint can also print handouts, notes pages, and outlines, making it useful for classroom teaching and

conference presentations.

STUDENT ASSIGNMENT

LONG ANSWER QUESTIONS

Explain the steps to open, save and close the PowerPoint presentation.
Write in detail about formatting of the PowerPoint presentation.
Discuss the slide show feature of Microsoft PowerPoint.

Explain in detail about designs offered in PowerPoint.

Write the function of each of the following:

a. Smart Art

Shape effects

Action

SN

Movie
Sound

o &0 o

SHORT ANSWER QUESTIONS

What do you mean by the term slide?
Enlist the types of layouts of the slides.
Define Template and write its uses.
Write in short about animation.

A

What are audience handouts and how will you print it?

MULTIPLE CHOICE QUESTIONS

3. Which tab in PowerPoint is used to insert pictures, charts, SmartArt, and videos into a presentation?
a. Home b. Review
c. Insert d. View

c

1. Microsoft PowerPoint is primarily used for: =
a. Creating spreadsheets b. Preparing presentations =

c. Managing databases d. Editing videos @

2. What is an individual page of a PowerPoint presentation called? <
a. Sheet b. Slide g

¢. Document d. Page 8

=+
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4. Which PowerPoint feature adds visual effects when moving from one slide to the next?

a. Animation b. Transition
c. Hyperlink d. Zoom
5. Which view in PowerPoint is commonly used to create and edit presentation slides?
a. Slide Sorter View b. Reading View
c.  Normal View d. Notes Page View
ACTIVITIES

For Students
e Activity 1: Make a presentation using Microsoft PowerPoint that shows the history of nursing profession

and present it in your class.
e Activity 2: Make a photo album of your recent school trip with the use of Microsoft PowerPoint.

For Teachers

e Activity 1: Make the students learn about the Word Art and make them use this feature.
e Activity 2: Help students to understand how to add comments and markups in the presentation.
e Activity 3: Give students a task to use Smart Art and animation in the presentation.

ANSWER KEY
1. b 2. b 3. ¢ 4. b 5. ¢
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