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Introductionto ICT

Information Communication Technology

PRESENTER: IDAH PINDAI ZENGENI



WhatisICT? S =

ICT stands for Information and Communication Technology

By definition, it stands for a diverse
set of technological tools and
resources used to transmit, store,
create, share or exchange
information.




Technological tools and %
resources include:

-

Yael Amari | VA Presentation 2020



- Data that is organized,
meaningful and useful.

- Process of sharing
data, programs and information.




Computers

Computers are an important component in ICT.

Definition: electronic device that can input, output, store and process information, otherwise known as

data Types of computers

-
Ov

Desktop

Tablet computers Wearable Smart Tvs
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Hardware

Categories of hardware

e |Internal 2. External




Software

Categories of Software

» Applications software - Provide

services that users can use to do a

word powerpoint

Games

2. System Software - Provides a
platform on which all other software

can run on.

BR \Vindows10

Windows Operating system software



& Applications of ICT

 Communication - Email, whatsapp

» Education - Virtual classroom
» Healthcare - Computer to monitor patients

» Entertainment - Streaming video like




Emerging technologies In ICT

Artificial Intelligence(Al)

Al: Is usually a machine or application that carries tasks that require intelligence.

. ChatGPT

Extended Reality
Refers to combination of real and virtual

environment.e.g Virtual Reality
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Word and Excel



What Is Microsoft Word and Its uses?

Microsoft word Is a word processor software. | t Is used to create

professional quality documents,letters, reports and etc.

What i1s Excel and its uses?

Excel Is a spreadsheet program which enables:
* users to format
* Qrganize

e calculate date
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Document

TURADE ELOSRIASA

We can create a blank document that

Blank document

we can customize to our liking

Word (Product Activation Failed) 2 _ &5 X

New

7S Home poster

Category

Or to save time we can search and L I
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Document Formatting

WPS PDF

HOME  INSERT DESIGN | PAGE LAYOUT = REFERENCES  MAILINGS REVIEW VIEW  WPSPDF Micros... =
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eft:

o asn soton astr » Change font.

eft:

N |27en fotom 127em ° Change the font size.
Md pottom: 234en ¢ Change Font colour.

* Bold, Italics and Underline.
» Alignment.

 Line spacing.

Page layout - make adjustments to the pages.



Adding Tables

HOME NSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS

B Dppp Pl . ® 1. Go to the Insert tab

Page ~ IF:T—E reak R piures - ' le 2. SeleCt Insert table

EnEEEEE |
3. Decide

olumns.

Table size

O]

Mumber of columns:
Mumber of rows:
AutoFit behavior
(@ Fixed column width: | Auto
() AutoFit to contents

() AutoFit to window

|:| Remember dimensions for new tables

4. Decide on the rows and columns, table behaviour and select



Save a new document
* Click the Save button

W

2. Select where to save the document

Open @ OneDrive - Personal ;] COIﬂleter
S Recent Folders

:Hﬂ' Computer Desktop
Save As (i

FI LE Practicum
Export to WPS Desktop » Practicum
mwm AddaPl

PRF 4 a rlace Documents
Print

3. Select the save type Share

@ save As

Export Browse

> This PC > Documents >

Organize v New folder

¥ 3D Objects (o
CVCIVIL S UL VLSS T D 1 T I IV e

I Deskto
P Apowersoft

~| Documents
Corel

¥ Downloads Corel Cloud

D Music Custom Office Templates
&= Pictures Dataedo

z: Videos KingsoftData

& Windows (C) League of Legends

W oy 4. Select 'Save'

File name: | Docl

ave as type: | Word Document v

File name;

__.|Word Document

~>'|Word Macro-Enabled Document
|Word 97-2003 Document
|Word Template
|Word Macro-Enabled Template
|Word 97-2003 Template

rosoft account ags: Add atag

A HiddFolders Options...
IXPS Document
Single File Web Page
|Web Page

|Web Page, Filtered
[Rich Text Format

r publishing

Plain Text

|Word XML Document
|Word 2003 XML Document
{Strict Open XML Document
!_OpenDocument Text

. Hide Folders Tools




Microsoft Excel

Interface
Quick Access Toolbar

- =

Page Layout Formulas

Haome Insernt

g 5 Copy -
Name Box

Jx

A - D
| . Active Cell

Row Number

Work Sheet Tab
-

Sheetl

Data

Bookl - Excel
View Help Acrobat Q Tell me what you want to do

Conditional Formatas Cell

vierge & Center ~
Formatting~ Table~ Styles~

Number . Styles

Column Number

Insert Delete Format

Celis

z AutoSum -

T Fill +

Clear -

by O
Sont& Find &

Filter ~ Select ~
Editing




Entry

Select a cell In the worksheet and enter the information




Calculations using AutoSum - Quick calculations

1. Select the range you want to calculate with.

Name Mumber of sweets
Alex

John
Total

2. Select AutoSum from the FORMULAS tab.

3. Select the Calculations to do.

HOME NSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW WPS PDF

- ==, (3] Define Name
A~ B a o

nsert  |AutoSum Recently Financial Logical Text Date & Lookup & Math &  More Name

Function = Used ~

Function Library Defined Mames

£l enate from ©
- me - Reference = Trig~ Functions~ Manager E5 (reate from 5

The AutoSum allows for quick calculations such as:

Sum
Average
Count numbers

Find the Max and Min number

Mame
Alex

John
Total

Mumber of sweets

7
8




Charts and graph

1. Select a the range of information you want to

[ Insert Chart

Recommended Charts  all Charts

Clustered Column

Iy

A clustered column chart is used to compare values across a few categories. Use it
when the order of categories is not important.

3. Select the chart you want and press ok.



Design Charts

Select your chart.
on the Design tab you can :
« Change layout

« Change color

INGERT, PAGE LAYOMT: FORMULAS

o o

Add Chart Quick Change
Element ~ Layout = Colors ~

Chart Layouts

Quick Change
Layout~ Colors~

WPS PDF

L = e

11

Switch Row/ Select Change Move

Column Data Chart Type Chart
Data Type Location

e _®

Change
Colors ~
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New

Search for online templates and themes o)

Suggested searches: Presentations Themes Education Charts Diagrams Business Infographics

i |
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S

Blank Presentation Universal presentation Welcome to PowerPoint... Wood Type lon Boardroom Quotable Berlin
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Themes

FILE HOME INSERT ~ DESIGN = TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW  WPS PDF
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Templates

i ©- O b = Presentation3 - PowerPoint (Product Activation Failed)
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Images

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW  VIEW  WPS PDF
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Images

 Online and Offline

Pictures Online Screenshot Photo
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Images
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Video

- )

Video Audio

- -

Media

HOME INSERT DESIGN TRANSITIONS  ANIMATIONS SLIDE SHOW REVIEW  VIEW  WPS PDF FORMAT PLAYBACK
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Tips
 List the core points only.
* Consistent with the

style

* Do not to many words.
 Use Templates
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WHAT IS CANAVA

User-friendly online graphic design platform.

Used to create posters, presentations, magazines and more.

Canva offers a variety of elements, design tools and

templates.

Range of features including drag-and-drop functionality, a

diverse library of images and fonts, and the ability to SR Cama el s

to create appealing

designs without

collaborate and share designs with others. advanced skills



= Cam?a Design spotlight v Business v Education v  Plansand pricing ~  Learn v 2 & QA ‘ ‘ 1P

D -7 What will you design today? SRLC (B T H E I N T E R FAC E

Try Canva Pro
(A Home
For you Docs Whiteboards Presentations Social media Videos Print products Websites More
(B Templates >
Brand Hub .
= ¥ You might want to try...
3% Apps >
" Getideas Present
flowing W with ease
— l — W Try Canva Pro IP + 4 3 Present
Doc Whiteboard Presentation (16:9) Infographic Magazine Cover Document (A4 Port n Position
Create a team c

Recent designs X
@ Trash

The first webpage when you login into your account. Here is where you can create your
designs in multiple ways:
« Create blank design

Templates @ _

Presentations See 3 D +

‘ 7 Notes [Z) Duration (Y Timer Pagel/1

)] 2 = ° % 88 . @
4 . sy = 3. PitCh BRAND
BUSINESS k- TH
BUSINESS s Vv il Deck MARKETING »
PROJECT PROPOSAL FENT = l e |
Talking Presentations See 4
U - . - \ /_/
{ ‘ /

Plan for MARKETING o Introducing ' HOW TO MAKE A

the Future ;| PLAN Syrixa - TALKING PRESENTATION |

Svmes Trbeng for Mauemem Impest » " = e A Srmarter Woy 10 Trock Yime Ak 3 oooesing 1o poar Cortve PYsomtaton 1 3 shape A




D ESIG N T AB Here is were we can choose readily made templates, layouts
and styles that can be applied to one page or the whole
project.

File @ Resize Fite @ Resize

Q education

Templates Layouts Styles o Templates Layouts Styles ) Templates Layouts Styles

Blue History Business Green Tin) University  Online education = Learning > Suggested layouts  BETA

Recently used Templates Pro DESIGN
s Unlock our entire library of premium

;’ Title of Your & free fo 5

& J

L templates, free for 30 days.
Presentation

L C—

All results

BUSINESS | ﬁNESS S i Fry Words

PROJECT proPoSAL [ — ik

Marketing’ _ T / ’-. Wl
U Class :
e ' 53":,,“, Al vt inle

o L]
s Ny

GROUP PROJECT
Prerermt b T ahee Tee <
WUF ORMATION
AID MEDIA

LITERACY ~ G DESIGCN
&4 '
—

Templates Layouts Styles

Bold Lively Vibrant Bright DynaD

e @ Create your brand style
"\
Look professional with set-and-
forget brand colors and fonts

Recently used See all

>
HK Grotesk [ Mo
HK GROTESK BOLD 801_

Combinations See all

L

Apply to all pages




ELEMENTS

Elements are items that can are used to decorate.
There are categorized mainly by Lines, Shapes,
Frames, Stickers, Charts, Grids, and Gradients They can
be static or animated.

« Simply search for an element

 Choose the category

* Click on the element.

« Adjust as needed.

Editimage Crop Flip @ © Animate Position E ? @

Menu above will allow for the elements to be edited.
The menu changes according to the element selected.

X

All Graphics Photos Videos Aud

Campfire Bor)

Fire safety Camp fire

Graphics See all

&)

Brand Hub

See all

Fire Crackle Rumble



ANIMATE

Animate is a feature that allows you to control how your content will appear when you visit the page or exit it.
This works for :

 Page
Text

Elements

Images

Background

Effects @ Animate P.



To insert Text into your page you simply head to the

TEXT

Text page.

File @ Resize 5

File @ Resize

Here you have the following options to choose : o I =
1.Add empty textbox ) Fom

COMICA

Add a text box

2.Default text styles

Add a heading

Comic Sans

3.Font Combinations - readily made text with styles
Add a subheading Noot

and colgys already set . |
Add a little bit of body text IreneFlorentina
Recently used See all i W FYorcelain

Mansalva

brunch,

Handy Casual

You can use the search bar to look f
Font combinations LAZYDOG
Fonts.

MaeLy
Thark 4,

3 BIRTHDAY

LACQUER

Canva Sans vi|l=-|38|+«| A B T U aA = := =1 Effects © Animate Position E ? @

Menu above is used to customize the Font.



UPLOAD MEDIA

File @ Resize

Upload files o2 To upload media you can simply click
Record yourself "Up|Oad files".
Videos or Just drag and drop any media file

(Images, Videos and audio only).

IS covers the set of

information as whole while |
refers specifically to the
technology aspect within the |




Discover Your apps

5 ~ QO Uuse

A~ QO Use

N

A Q)  Use

Soundraw
Create the perfect song for your
project using Al

Foundation jpg Product_Modell [pg

% -

/’/// ‘ ) x".

Background oy '
,‘} By 4

Product Model2 jog Skincare jpg

Apps are an option for you to add other features. Example

inserting a customizable QR code!

Beaconst.. Flowcod.. QR Code ME-QR G...

&

QRCode.. Dynamic.. Menu Tiger

Uploads O0=0 Uploads
@ K .A
7
C__)

File

QR Code

@ Resize ‘ ST (2 (&)

Add a URL and we'll create a QR code for you to add
to your design. People can scan the QR code to reach

the URL

URL

www.youtu be.com/watch?v=R6RX22x96fE3

Customize

Generate code




: i ) |
CHARTS Charts are great for showcasing data in a appealing form!

Bar Charts

Line and Dot Charts See all File @ Resize oy Mo & w Try Canva Pro IP
/\/—‘ . =1 N [ @ Pie chart v Edit . . . . Canva Sans v - 24 + (A' B 7 © Animate Positi
L ]
e . / Brand Hub
Data Settings
Pie Chart
Series 1
h N
O Item 1 10
Item 2 10
: Item 3 10
Infographics Charts See all .
Item 4 10
° o i
ﬂ\ ﬂ\ f > . Item 5 10
Clear data
Other Charts Photos Item 3

20%
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WHAT IS FILMORA AND WHY

* Its lightweight.
 User Intuitive

* Freel

4



GETTING STARTED

& filmora.wondershare.com/video-editor/video-editor-download.html G 1w w ® @ 0O a
How | Organize My.. Study Aesthetic Ins... @ 3. An Informal Intro WV Python - Loop Lists @ x Qﬂ Software Developm... & "Geospatial Technol... V Discrete Mathemati... 5 ways to build real D Almost Reaitime Liv »

W

Video Creativity v Diagram & Graphics v PDF Solutions v Data Management v Explore Al Business Shop Support
wondershare

Filmora  Producis Features v Pricing Learn v Why Filmora Help Center m BUY NOW Q

Filmora Video Editor

Download Best Video Editing Software for Beginners & Semi-Pros

A wide support for different formats.
Intuitive user interface & powerful video editing features.
300+ stunning effects for different niches at your choice.

Burn to DVD or upload to YouTube, or transfer to any popular portable devices.
Showcases usercreated content User Gallery.

Home > Best Video Editing Software > Filmora Editor Download for Free [2023]

Install Filmora and its ready for use.
Download filmora.

https://filmora.wondershare.com/video-
editor/video-editor-download.html



FILMORA INTERFACE

€. Wondershare
' Filmora

Create Project

¢ Cloud Project
@ Creator Hub *

Wondershare Filmora File Edit Tools View Help Untitled

Local Projects int Mod t Q O B & @ n T L 4 ‘ ‘ ) D
A - Stock Media Audio Titles Transitions Effects Stickers Templates

o Project Media Import -~ Al Image ® Recod ¥ Q
Editing Tips for
Your Graduation Video

Drop your video clips, images, or audio here! Or,

O

These are tracks, in the beginning, FEEE — - —

h ave tWO Drag and drop media and effects here to create your video.
[ |

Login

Project Info

Project Name:

Project Files Location:

Resolution:
Frame Rate:
Color Space:

Duration:

Untitled

1920 x 1080
25fps
SDR - Rec.709

00: :00




Stock Media

* Project Media

Audio MEES

Import Vv Al Image

Transitions

Drop your video clips,

3.

® Record ¥ Q

v

»

A o

Effects Stickers

Templates

images, or audio here! Or,
import media

9 Open

— v A > This PC > Pictures > Video Projects v O ¢
Organize ~ New folder =~ ™ @
A i =1 = = - (o)
@ OneDrive i - ;: - = } -
=) il = =t
W This PC presentationitpm project-grant recording-2023-0  recording-2023-0  recording-2023-0
1 30 Objects 4-25-13-30-22 4-25-13-55-00 4-25-13-59-06
I Desktop
% Documents ,
& Downloads 3 = = — = - == i
= B C Holl IR s e C
> Music = L 1| =1 ot
= Pictures recording-2023-0  recording-2023-0  recording-2023-0  recording-2023-0  recording-2023-0
, 4-25-14-07-18 4-25-14-08-24 4-25-14-34-15 4-25-14-43-45 4-25-14-49-37
B videos N
& Windows (C) pr—
«- Data (D) - . :
v ot v
File name: All supported files(* MP4;* FLV;* ~

& @® i T L ». & 13

fledia Stock Media Audio IS Transitions Effects Stickers Templates

Project Media Import Al Image ® Record v

Folder FOLDER

presentationitpm

You can add many media files such as videos, au

and pictures from your computer.

g, A i ¢ ». B ©

Media St a Audio Titles Transitions Effects Stickers Templates

Q

2 Pexels

0

You can also add new media and download from

filmora.



EDITING

’ Wondershate Filmora File dit ools View elp Untitied

00:00:40:00 00:00:45:00

[ |

Project Media

Thetiatist 4 AR
=1
L)

Sy ot

LARRREREARS
LaRR AR 2R
LARREARZERS

taaazaladds

=

Click the scissors and the video will

split. Split and Trim

Add content



AUD\O EDITING

Video Audio

presentationitpm|

Adjustment -

Auto Normalization

Volume

Sound Balance

Fade Out

©)

O

Audio Ducking

Equalizer

Default

To edit the audio, you simply need to click Audio on the
side menu. In this section, you have a variety of options

d’Q
- \.

<

-
-
21

-~
-
-
-

B & P @




| RANSI O

Media Stock Media Audio Titles Transitions Effects Stickers Templates

N S The shift from one clip|to another clip
B

Transitions

Duration
* Recommended TRENDING

Trending = TG-S s sssssssuece

00:00:02:00

-------------
-------------
------------

Transition Mode

Transitions

Analysis of Alternatives

Postfix

Include Trimmed Frames

* Prefix - The transition will happen before it moves t
the next clip.

« Overlap - The transition will happen between the
current and next clip.

* Postfix - The transition will happen after the next clip.




Effects

Jnuuuuuuuuu
'3 05

Analysis of
Alternatives

Adding special effects to your video is
simple !
You simply need to go to Effects.

* Video Effects

* Audio Effects

Some of the effects will need to be
downloaded first.

Once you are done downloading the
effects you can now add the effect in two
methods !



Effects

The first method is by overlaying on The second method is by dragging the effect
another track. over the video. this method will affect the whole
With this method, you can control where video.

the effect starts and where it ends.

The effect is on a new track and will only affect
the length that it is set at with the other track.

The length of how long the effect will take

place and where can be adjusted like this



Exporting the video

Click Export and select where you want Configure the video's details such as
to export the video. To save to your name, quality and which folder to keep
computer select Device. the video. Simply click export after that.

Create Video

iPhone Export to Devices

iPad Name (My Video| |

E.::':. I:"D It 5 E' | E |:-|: E |:| E | | |:| 5 ppe T Save to C:/Users/user/Downloads B3

Apple TV 4K

Export to Device...

Samsung Galaxy

Preset Default v Settings

Quality (O Lower @ Recommend () Higher

nload to YouTube... cescnton. e ;

Android Generic

nload to Tiktok... Google Pike

Xbox one

pload to Vimeo... ey

PSP

Frame Rate 30 fps v

(_® Enable GPU accelerated video encoding

Burn DVD...

Duration:00:10:57 Size:329.2 MB(Estimated)




Introduction to ICT

1. What does ICT stand for?

a) International Communication Technology

b) Information and Computer Technology

c) Integrated Circuit Technology

d) Information and Communication Technology

. What is the difference between Hardware and
Software?

a) Hardware refers to physical components, while
software refers to virtual components.

b) Hardware is the brain, while software is the bodly.

c¢) Hardware is tangible, while software is
intangible.

d) Hardware represents the physical devices, while
software represents the programs that control
computer system.

3. Which of the following is a type of computer that

you can carry around like a small book?
a) Desktop
b) Television
c) Laptop
d) Refrigerator

. What are the types of Computers?

a) Desktop, Laptop, Mainframe, Calculator

b) Tablet, Server, Digital Camera, Smart TV

¢) Smartphone, Game Console, Microwave Oven,
E-reader

d) Desktop, Laptop, Smartphone, Tablet, Wearable,
Smart TVs

5. Which of the following is not a Component in

ICT

a) Hardware
b) Software

c¢) Data

d) Telepathy



Introduction to Word and Excel 4. Line spacing is ?
a) The space between each letter of a word

1. What is Microsoft Word primarily used for? b) The space between each line of a paragraph
a) Creating and editing spreadsheets c) Both of the above
b) Designing and editing presentations d) None of the above
¢) Writing and formatting documents
d) Managing and analyzing data 5.MS Excel is a _
A. Database Management software
2. What is the purpose of a chart in Excel? B. Presentation software
a) To organize and sort data C. Workbook software
b) To create visually appealing and informative D. Spreadsheet software

representations of data
¢) To apply formatting and styling to a worksheet
d) To perform calculations and analyze data

3. Which of the following is a common use of
Microsoft Word?

a) Sending emails

b) Playing video games

¢) Writing letters and documents

d) Drawing pictures



Introduction to PowerPoint

1. What is the purpose of PowerPoint?
a) To create and edit spreadsheets.
b) To design and print documents.

c) To create and deliver multimedia presentations.

d) To browse the internet and send emails.

2. How can you insert a video into a PowerPoint
presentation?
a) By copying and pasting the video file directly
onto a slide
b) By recording a video using the built-in camera
feature in PowerPoint
¢) By using the "Insert" tab and selecting the
"Video" option
d) By converting the video into a series of images
and inserting them one by one

3. Which of the following is advisable when making

your slides for presentation?

a) Use a small font size to fit more content on each
slide.

b) Use a variety of bright and contrasting colors for
text and backgrounds.

c) Limit the amount of text on each slide and use
visuals to enhance understanding.

d) Include long paragraphs of information for
thoroughness

. What is a slide in PowerPoint?

a) A digital drawing tool

b) A unit of measurement

c) A single page or screen in a presentation
d) A type of animation effect

5. Which of the following is a feature of

PowerPoint?

a) Creating and editing videos

b) Creating and editing websites

c) Creating and editing slide-based presentations
d) Creating and editing music playlists



Introduction to Canva

1. What is Canva ?

a) A popular social media platform

b) A graphic design platform

¢) A video streaming service

d) A mobile game development company

2. What type of content can be created on Canva
5

a) Presentations, social media graphics, posters, and
more

b) Spreadsheets, documents, and databases

¢) Video editing and animation

d) Gaming applications and virtual reality
simulations

3. How can Canva be helpful for school projects?
a) By making paper airplanes

b) By providing book recommendations

c) By creating visually appealing presentations and
posters

d) By organizing a school dance

4. These are the advantages of Canva except... ?
a) It has multiple templates for everyone to design
b) It can be shared to various social media

c) Itis free

d) Users need to have basic knowledge of Graphic
Design.

5. What is the purpose of templates in Canva?
a) To provide pre-designed layouts that users can
customize for their own projects.

b) To add sound effects to designs

c) To generate automatic color schemes

d) To create animated graphics and videos



Introduction to Filmora 4. The scissors feature allows you to trim footage to
the desired length.

1. What is Filmora ? a) True
a) A video editing software b) False
b) A music streaming platform
¢) A photography editing tool 5. All Which of the following elements can you
d) A social media network include in a Filmora project to make your video
more engaging?
2. What is the purpose of adding transitions a) Stamps and coins
between video clips in Filmora? b) Video clips, music, and text
a) a) To make the video file larger ¢) video game
b) b) To create smooth and visually appealing scene d) Slides
changes

c) ¢) To add text to the video
d) d) To remove all audio from the video

3. True or False: Filmora is a software used for
editing photos only.
a) True
b) False
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