
BUBENDORFF MEMORIAL GRAMMAR SCHOOL, ADAZI- NNUKWU 

BMGS – Greatness through Hard work 

NAME OF TEACHER: OCHOIFEOMA CHIKA 

SUBJECT: COMPUTER STUDIES  

TERM: THIRD 

CLASS: SS1  

WEEK:  5TH-1OTH  

PRESENTATION PACKAGE 

 

Definition of Presentation Package 

Presentation package is an effective multimedia tool as it combines text, sound, 

images and video on one or more slides. A presentation package is also a 

computer software package that is used to display information usually in form of 

a slide show. Presentation packages are used to create presentations, quizzes, 

information points and many more multimedia products. Most presentation 

packages allow you to add texts, images, video, animation and sound to each slide 

to create a sophisticated product. It typically includes three major functions; an 

editor that allows text to be inserted and formatted, a method for inserting and 

manipulating graphic images and a slide-show system to display the content. 

Presentation software can be divided into business presentation software and 

more general multimedia authoring tools, Business presentation software 

emphasizes ease and quickness of leaning and use. While multimedia authoring 

software enables you to create a more sophisticated presentation that includes 

audio and video sequences. PowerPoint offers word processing software, 

outlining, drawing, graphing and presentation management tools all designed to 

be easy to learn.  

 

 

Examples of presentation packages are   

1. Microsoft power point.  

2. Macromedia flash. 

3. Window movie maker 

4. Lotus freelance graphics 

5. Apple keynote. 

6. Open office impress 

7. Corel presentation 

8. Adobe persuasion 

9. Flow board 

10. King soft presentation  

11. Prezi etc 

 

Features of presentation packages        

A Presentation package has certain features such as; 

1. Creation of slides - presentation packages normally contain slides. To create 

presentations, group of slides are created.  

2.  Insertion of pictures – some presentation packages sometimes contain 

embedded pictures, while others allow users to insert pictures from external 

sources. 
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3.  Insertion of video and audio – presentation packages allow users to insert video 

and audio files to their presentation. 

4.  Animation – this is one of the features that distinguish presentation packages 

from others. Presentation packages allow users animate (i.e. create motion 

effects) on their slides. 

5.  Transition - This refers to the transition effects which comes with presentation 

software. They are used to move from one slide to next slide and also in 

conjunction with sound 

6.  Slide shows – with a group of slides with pictures, video, audio, and animation, 

a user is able to view how the presentation will display using slide show. The 

slide show feature also displays slide contents to audience during presentation 

activity. 

6.  Creating graphics – presentation packages provides users with graphics inform 

of shapes that can create an object from the scratch. 

7.  Creating organization and other types of chart – organizational charts and 

other charts such as pie charts, bar charts etc. can be created easily with 

presentation packages instead of having to start from the scratch. 

8.  Hyperlinks- Hyperlinks within a presentation can be inform of text, an image, 

an object, chart etc. when clicked on, they can take you to another slide in the 

presentation. The hyperlink can be edited within the presentation software. 

9. Cloud Based- Newer versions of presentation software are now available in 

cloud. This means you can access them anywhere across the globe. When 

presentation software are available on cloud it means you can even make 

presentations through your mobile phone or tablet. 

10. Plugins- To enhance their capabilities, presentation software come with a number 

of plugins. This allows you to import and export features as you wish. You can 

view your presentation as flash files or PDF.  

 

IMPORTANCE OF PRESENTATION PROGRAMS 

1. Digital presentation are excellent medium for teaching activities, easy to create, 

used, copy, store and transport. 

2. Presentation software makes the ability to communicate message to a group of 

people much simpler than any other delivery methods 

3. Seeing the presentation while hearing about it helps both visual and audio learners 

absorb information. 

 

 Microsoft PowerPoint 

Ms. PowerPoint is an electronic presentation program that helps people present speech 

using a collection of slides. It is a collection of slides that can be used to create oral 

presentation. PowerPoint presentation consist of a number of slides which may contain 

text, graphics, sound, movies and other objects which can be printed, displayed live on 

a computer or navigated through at the command of the presenter.  
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Views in Microsoft Power Point 

1. Normal view- This is used when creating and designing your slides. 

2. Slide Sorter View- This view is good to use when organizing your slides, It lets 

you view and sort the presentation slides. Use when you want to delete, copy, 

paste or move your slides. 

3. Slide Above View- It above your presentation in full screen.it can also be used 

to check any stage or preparation for your presentation. 

4. Note Page View- It displays an image of the slide and a text box for notes. You 

can add and view your notes for each slide. 

5. Outline View- This presents the same document in outline form. In this view it 

is possible to collapse and expand different part of the document.  It is very easy 

to move parts of the documents around and also make sure that formatting is 

consistent and easy to create table of contents. 

 

KEY TERMS IN MICROSOFT POWER POINT  

1. Master Slide- This is the design template or design them used for the slide 

within your presentation. When you want all your slides to contain the same 

font and images, you can make those changes in master slide and they will be 

applied to all your slides. Types of master slide: Title Master, Notes Master 

and Hand out Master. 

2.  Themes- This is a palette (Collection) of colours, font and special effect that 

complete one another. 

3. Slide Layout- This contains formatting, positioning and placeholders for all 

of the content that appears on a slide. Such content includes text, table, charts 

etc. 

4. Clip Gallery (Art) - This is a collection of pictures or images that can be 

imported into a document or another program. 

5. Slide Transitions – Are visual movements as one slide changes to another 

during a presentation. E.g. fade, wipe, peel etc. 

6. Auto Content Wizard – It offers suggestions for templates to use and type of 

content to put in. 

7. Timing – This is the process of setting the speed and timing of the transition 

to help control how fast one slide advances to the next and when the transition 

begins. 

8. Animation – This is any graphic element that depict movement, it is also the 

movement of text or objects within presentation. Animations can be applied 

to text boxes bullet points and image so they move on the slide during a slide 

show. Animation can be of four types which is Entrance, Emphasis, Exit and 

Motion paths. 
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QUALITIES ONE SHOULD CONSIDER WHEN DESIGNING HIS 

PRESENTATION TO MAKE IT MORE INTERESTING. 

1. Identify the goal of the presentation. 

2. Use slide design effectively 

3. Establish a uniform look for the presentation 

4. Include a title page with name, contact, date and session topic for the presentation. 

5. Include only the main Points. 

6. Include only the main concept per slide. 

7. Combining photos, charts, graphs, clip arts and videos and avoid script and fancy 

font. 

8. Use contrasting colours for text and background. 

9. Don’t Include too many slides in single presentation and avoid excessive 

transition and animation. 

 

Features of Microsoft PowerPoint Presentation 

1. Microsoft Office Button – The Microsoft office buttons performs many of the 

functions that were located in the file menu of older versions of power point. This 

buttons allows you to create a new presentation, open existing presentation, save 

and save as, print, send or close. 

2. Quick Access Toolbar – This is a customizable toolbar that contains commands 

that you frequently use. It can be placed above or below the ribbon and can also 

change the location by clicking show below the ribbon. The save, undo and redo 

appears on the quick access tool bar. 

3. Ribbon – The ribbon is the panel at the top portion of the document which 

consists of seven tabs: Home, Insert, Design, Animations, Slide Show, Review 

and View. Each tab consist of features designed to perform function that you will 

utilize in developing or editing your power point slides.  

4. Slide Views – Microsoft PowerPoint can be viewed in a variety of manners. On 

view tab, presentation views group allows you to view the slides as normal, slide 

sorter, note page, slide show, and handout master and note master.  

5. Navigation – This allows you to navigate through the slides and is located on the 

left hand side of the screen. 

6. Status Bar and View Tab – This appears near the bottom of the screen and you 

use it to change between normal view, slide sorter view and slide show view. 

  

Getting started with Microsoft PowerPoint 

To create a new presentation 

 Click on the Microsoft office button 

 Click on New 

 Click Installed Templates  or click on Ms. PowerPoint 

 Click on blank presentation. 
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To create a new Slide from Office themes 

 Select the slide immediately before where you want the new slide 

 Click on new slide button on the Home tab 

 Click the slide show of your choice 

 

To create a New Slide from another Presentation 

 Select the slide immediately before where you want the new slide 

 Click the new slide button on the Home tab 

 Click Reuse Slides 

 Click Browse 

 Click Browse File 

 Locate the slide show and click on slide to import. 

 

To Insert Graphics or Pictures 

 Click in the “click to add title” or “click on subtitle” area where you inserted the 

text previously. 

 Press the enter key on the keyboard to bring the cursor down. 

 From the ribbon bar, click on the insert menu. 

 Select the type of graphic options from clip art, shapes and pictures button from 

the menu. 

 

To add Backgrounds, style, fonts, colors 

 Go to the design tab at the top of the screen to scroll through different 

backgrounds and styles. 

 Click on themes and go to the color tab to change the color of the theme. You can 

also change the font and add some effects. 

 Click on color tool and then click on background style. 

 

To Insert Charts 

 Click on the chart command 

 An insert chart box will appear 

 Click on the chart you prefer 

 A Worksheet will open, enter the data in the excel document that you want to 

displayed on the chart. 

 

To Insert Tables 

 Click on the Table command 

 Highlight the number of cells you want in your table. 

 Click for the table to appear on your slide. 

 Click on each cell to enter the data you need displayed. 
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To Create a Photo Album 

 Click on the insert tab 

 Click on the photo album command. 

 Click on the new photo album option. 

 Click on the file command to select pictures you have saved on your computer 

that you want to add. 

 Click the create command and your photo album slide show will be created. 

 

Slide Animation 

Slide Animation effects are predefined special effects that you can add to objects on a 

slide. 

 Select the object you want to animate 

 Choose the Animation tab 

 Click custom animation button and a sub-menu appears 

 Click on add effect button a menu appears. 

 Choose the type of effect you want 

 Click “ok”. 

 

To modify an effect 

 Click the down arrow next to the start button on the custom animations pane. 

 Click the down arrow next to the property field on the custom animation pane and 

then select the property you want. 

 Click on down arrow next to the speed field on the custom animation pane and 

then select the speed you want to apply to your animation. 

 To preview animation, click on play button on the custom animation pane.  

 

Slide Transitions 

This determines how your presentations move from one slide to the next. To add 

transition; 

 Select the slide that you want to apply transition 

 Click the Animation tab 

 Choose the appropriate transition you want to apply from transition dialog box. 

 

Insert Hyperlinks 

 Go to the insert Tab Click or highlight the test you want to become the hyperlink. 

 Click on the hyperlink command, A Hyperlink box will appear. Click on existing 

file or web page command on the left of the insert Hyperlink box. 

 Enter the web address in the Address box, then click OK the hyperlink will appear 

in the text on your slide by changing the color of the text to blue and underlined. 

 To use the link you must be viewing the slide show. 
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Slide Show 

 Preview the slideshow from the beginning. 

 Preview the slide show from the current slide. 

 Set up slide show and this options will help to achieve that 

 Whether the show will run automatically or be presented by a speaker. 

 The looping options 

 Narration Options 

 Monitor resolutions. 

 

Saving a Presentation 

 Click on the office button 

 Select Save from the displayed options. 

 Select the drive or store the document by clicking on the arrow on the save as 

button 

 Click on the file name, type the desired document name. 

 Click on Save button. 

 

Print Presentation 

 Click the Microsoft office button, a menu appears 

 Click Print 

 Click print preview. 

 Click the arrow next to the print and then click print. 

 

 

CENTRAL PROCESSING UNIT/PROCESSOR 

CPU is an acronym for central processing unit is a portion of a computer system that 

executes the instructions of computer programs and is the primary element carrying out 

the functions of computer. It tests and manipulates data and transfers information to and 

from other components such as working memory, disk drive, monitor and keyboard. 

The CPU are generally implemented on a single chips called a Microprocessor. 

CPU is the most important part of the computer that is responsible for instructing the 

computer what to do and when, it performs all analytical, computational and logical 

functions that occur within the computer. 

 

 

HOW THE CPU WORKS 

The CPU is centrally located on the motherboard. The working of the CPU is a three-

step process. First, an instruction is fetched from memory. Second, the instruction is 

decoded and the processor figures out what is being told to do. Third, the instruction is 

executed and an operation is performed. The steps are referred to as the instruction cycle 

of the CPU. The CPU uses a program counter which is the address of the memory 

location that holds the next instruction to be executed, to keep track of which instruction 

to fetch next. The program counter is incremented to point to the next instruction after 
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each fetch in the instruction cycle. CPU speed accounts for the amount of cycles 

performs per second, which controls how quickly it accomplishes its task of doling out 

instructions of what to do. 

 

 

 

 

 

 

 

 

 

 

 

THE INSTRUCTION EXECUTION CYCLE/MACHINE CYCLE 

The CPU performs four steps in executing an instruction 

1. The control unit gets the instruction from memory. 

2. The control unit decides instruction means and directs the necessary data to be 

moved from the memory to arithmetic and logic unit. 

3. The arithmetic logic unit performs the actual operation on the data. 

4. The result of the operation is stored in memory or register. 

 

 

 

DIAGRAM OF INSTRUCTION CYCLE 

 

 

 

 

 

 

 

 

 

 

COMPONENTS OF THE CENTRAL PROCESSING UNIT 

The components of the central processing units are: 

1. Control Unit(CU) 

2. Arithmetic and Logic Unit (ALU) 

3. Memory/ Storage Unit 
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1. Control Unit (CU) – This is an important component of the processor/CPU. It 

acts like a supervisor of the computer, it coordinates and controls all the activities of the 

computer system. It fetches instruction, directs the operation of other units by providing 

timing and control signals, directs flow of data between the central processing unit and 

other devices. 

 

Functions of the Control Unit 

1. Instruction Fetch: It fetches instruction from the main memory, interprets them 

and directs the operation of the computer. 

2. It communicates with both the arithmetic logic unit and main memory. 

3. It co-ordinates the activities of the other two units as well as all peripherals and 

auxiliary storage devices linked to the computer. 

4. It is responsible for controlling the transfer of data and instructions among other 

units of a computer. 

5. It communicates with Input/output Devices for transfer of data or results from 

storage. 

 

 

2. Arithmetic/Logic Unit (ALU):  This is a digital circuit that performs arithmetic 

and logical operations on the operands in computer instruction words. The ALU is a 

fundamental building block of the central processing unit (CPU) of a computer. These 

ALU operations includes addition, subtraction, and multiplication, division, comparing, 

matching and merging of data. 

 

Functions of Arithmetic and Logic Unit (ALU) 

1. Arithmetic operations includes addition, subtraction, multiplication and division. 

2. Logical operations compare numbers, letters and special characters. 

3. The accumulator is used to accumulate results. 

4. The other general-purpose registers hold data on which operations are to be 

performed by the arithmetic logic unit. 

 

 

4. Memory Unit: This unit can store instruction, data and intermediate results. It 

supplies information to the other units of the computer when needed it is also 

known as internal storage unit or main memory or primary storage or random 

access memory (RAM). The memory is divided into large number of small parts 

and each part is called cell. Each location or cell has a unique address which varies 

from zero to memory size minus one.  

 

Functions of Memory Units 

1. The memory is the part of the computer that holds data and instructions for 

processing. 

2. It stores all the data to be processed before the results of processing. 
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3. It stores final results of processed data which will be displayed by the monitor. 

4. All inputs and outputs are transmitted through the main memory. 

 

 

Types of Memory Unit 

1. Primary Memory/Main Memory 

2. Secondary Memory/Auxiliary storage devices  

3. Cache Memory 

 

 

1. Primary Memory/ Main Memory – The primary storage represents the core or 

internal storage area of the computer system. It is where the information is stored 

for immediate processing by the CPU. It has limited capacity and data get lost 

when power is switched off. It is generally made up of semiconductor devices.  

 

Characteristics of Main Memory 

1. These are semiconductor memories. 

2. They are volatile in nature and it’s the working memory of the computer. 

3. Faster than secondary storage memory. 

4. A computer cannot run without primary memory. 

 

Two types of Primary storage memory 

 Random Access Memory (RAM) 

 Read Only Memory (ROM) 

 

A. Random Access Memory- This is the part of the primary memory that holds the 

data and programs stored by the CPU is processing. It is read/write memory and 

volatile because the content is lost when the computer is powered off. The access 

time in RAM is independent of the address to the world. It is comprises of two 

types which are static RAM and dynamic RAM. the static RAM indicates that 

memory retains its contents as long as power remains and its chips is made up of 

matrix of six transistors and no capacitors while in dynamic RAM, the memory 

does not retain its content for a long time and it consist of one transistor and one 

capacitor. 

B. Read Only Memory (ROM) – ROM is a non- volatile memory that retains data 

stored on it even after the computer is powered off. The data stored inside the rom 

cannot be change (i.e. they are permanent) and it has the ability to read but cannot 

write on it. Different types of ROM includes; MROM, PROM, EPROM and 

EEPROM. 

MROM – Masked Read Only Memory. 

PROM – Programmable Read Only Memory. 

EPROM – Erasable Programmable Read Only Memory. 

EEPROM – Electrically Erasable Read Only Memory.    
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2. Secondary Memory/Auxiliary Storage Device – This is a type of memory also 

known as external or non-volatile memory. It is used to store data, information 

and programs outside the primary memory. They have high storage capacity but 

slow access time because the CPU does not directly access the memory but its 

via input-output routines. 

 

Characteristics of Secondary Memory 

1. These are magnetic and optical memories. 

2. It is known as back-up or external memory. 

3. It is non- volatile memory. 

4. Data is permanently stored even if power is switched off. 

5.  Slower than primary memories. 

 

Types of secondary storage Device 

a. Floppy Disk 

b. Hard Disk 

c. Flash Drive 

d. Optical Compact Disk (CD). 

e. Digital Video Disk (DVD). 

 

 

a.) Floppy Disk: A floppy disk or diskette is a disk storage medium composed of a 

disk of thin and flexible magnetic storage medium, sealed in a rectangular plastic 

carrier lined with fabric that removes dust particles. It has different sizes like 

8inches, 3.5 inches and 5.25 inches. 

 

b.) Hard Disk: A hard disk is a data storage device used for storing and retrieving 

digital information using rapidly rotating disc coated with magnetic material.it 

stores more data than floppy disk disc in terms of access time. There are two types 

of hard disk: the internal hard disk which are installed inside the computer and 

the external hard disk which are connected to the computer. 

 

c.) Flash Drive: This is a small and portable memory that is used for storage, back 

up and transfer of computer files. They are smaller, faster, have thousands of 

times more capacity, more durable and reliable and more storage capacity ranging 

from 64MB to 8GB.  

 

d.) Optical Compact Disk: This is a small, portable, round medium made of molded 

polymer for electronically recording, backing up, storing and playing audio, video 

and any other information in digital form. Standard CDs have a diameter of 120 

millimeters and can hold up to 80 minutes of uncompressed audio or 737 MB of 

data. 
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e.) Digital Video Disk (DVD): This is an optical disk storage device of the same 

size as the CD but of higher capacity.it can be single or double sided with two 

layers on each side and can hold up to 17 GB of video, audio and uses the MPEG 

file and compression standard. It was invented by Philips, Sony, Toshiba and 

Panasonic in 1995.  

 

 

3. Cache Memory: This is a very high speed semiconductor memory which can 

speed up CPU. It acts as a buffer between the CPU and main memory. Is used to 

hold parts of data and program which are most frequently used by the CPU AND 

is transferred by the operating system from where the CPU can access them.  

Advantages of Cache Memory 

I. Cache memory is faster than main memory 

II. It consumes less access time as compared to main memory. 

III. It stores the program that can be executed within a short period of time. 

IV. It stores data for temporary use. 

 

 

Differences between RAM and ROM 

Random Access Memory (RAM) Read Only Memory (ROM) 

They are temporary memory They are Permanent Memory 

They are expensive and smaller They are cheaper and larger 

They have less storage capacity They have high storage capacity 

Data is lost when the power is switched 

off 

Data is permanently stored even when 

the power is switched off. 

It is the working memory of the 

computer 

It is used for storage of data out of 

computer. 

 

 

Units of Storage 

Computer unit of storage refers to computer components, devices and recording media 

that retain digital data used for computing for some interval of time. It is the fundamental 

building block for all modern computers. These units of storage includes; 

 

1. Bit (Binary Digit): A binary digit is a logical 0 & 1 representing a passive or 

active state of a component in an electrical circuit. A bit is the basic unit of 

information in computing and data transmission. Group of bits makes up storage 

units in computer called character, bytes or word. This is 2^2 which 0’s and 1’s. 

2. Nibble: half a byte is called a nibble. A nibble is a four-bit aggregation, there are 

sixteen possible values of a nibble, it is equal to four bits or half an octet. This is 

2^4 which is 1100. 
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3. Word: A computer word is a group of fixed number of bytes which varies from 

computer to computer but is fixed for each computer. The length of a word ranges 

from 1 to 64bytes. This is 2^16. 

4. Byte: A byte is the basic unit in the computer memory. One byte is one character. 

A character can be a number, letter or symbol. One bytes consist of 8bits and it is 

the unit of digital information in computing and data transmission. This is 2^8 

which is 0 255 possible state. 

5. Kilobyte (KB): A kilobyte is a decimal multiple of the unit byte for digital 

information or computer storage. One kilobyte is equal to 1024 byte which is 

approximately equal to a character in one page of a textbook. 1kilobyte = 10^3 

=1000bytes or 2^10bit, so 1KB = 1024bytes. 

6. Megabyte (MB): A megabyte is a decimal multiple of the unit byte for digital 

information or computer storage. One megabyte is 1,048,576 characters which 

equal to 1024 * 1024bytes or 1024kilobytes or 10^6bytes or 2^20bit, so 1MB = 

1024 KB. 

7. Gigabyte (GB): A gigabyte is a decimal multiple of the unit byte for digital 

information or computer storage. One gigabyte is 1,073,741,824 characters which 

is equal to 1024 *1024*1024bytes or 1024megabytes or 10^9bytes or 2^30bit, so 

1GB = 1024MB. 

8. Terabytes (TB): A terabyte is a decimal multiple of the unit byte for digital 

information or computer storage. One terabyte is 1,099,511,627,776 characters 

which is equal to 1024*1024*1024*1024bytes or 1024gigabytes or 10^12bytes 

or 2^4   0bit, so 1TB = 1024GB. 

 

 
 


