
Add a Custom Animation
     PowerPoint X

Navigate to a slide with multiple objects on it, such as a text box and a graphic. 

Click one of the objects. 

If the Formatting Palette is open, click the Animation arrow to see the animation
options. 

If the Formatting Palette is not open, go to the View menu and choose Formatting
Palette. 
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Click the Customize button in the Entry effect area. 

The Custom Animation dialog will appear. 
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The Custom Animation dialog opens to the Effects tab. Select an item to animate by
clicking it. 
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Use the Entry effect pull-down menu to choose an entry effect. 
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Choose items to animate and use the pull-down menus to design your custom
animation for each item. 

When you have finished click the Order and Timing tab. 
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The items are listed in the Animation order field as selected. 

At the Order & Timing tab, you can change the animation order of the objects. 

Click an item in the Animation order field to select it. 

Click the up and down arrows to rearrange the animation order. 
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Be default the animations play when the mouse is clicked. To have the animations play
automatically, click the Automatically radio button in the Start Animation area. 

Use the arrows to set the number of seconds. You can also type directly in the field. 
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If the object you are animating is a text box that contains several bullet points, you can
choose how the text is animated. 

Click the text item to select it. 

Click the Options tab. 

To choose the how the text will animate, use the pull-down menus in the Text entry
options area. 
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Click the Play button to preview what the animations will look like on the slide. 

Click the OK button to finish. 

Go to the Slide Show menu and choose View Show to test the animation.

Add a Movie
     PowerPoint X

Navigate to the slide where you want to add a movie. 

Go to the Insert menu, choose Movies and Sounds, and select Movie from File. 

PowerPoint will open to the Microsoft Office folder on your hard drive. 

Navigate to the movie file you want to add to the slide. 

Click the movie file to select it. 
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Click the Choose button. 

A dialog will appear asking if you want the movie to play automatically or by clicking on
it. 
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Click the Yes button to play the movie automatically when the slide appears. 

Click the No button to require the user to click the movie to view it. 

The first frame of the movie will appear in the middle of the slide. 
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The movie will have handles on the corners and sides. 

To move the movie, click and drag it to a new location on the slide. 

To resize the movie, click and drag one of the handles. Drag toward the center of the
movie to make it smaller, or drag away from the movie to make it larger. 

To preview the movie while you are working, double-click it. 

To test the movie, go to the Slide Show menu and choose View Show.
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Add a Sound
     PowerPoint X

Navigate to the slide where you want to add a sound. 

Go to the Insert menu, choose Movies and Sounds, and select Sound from File. 

PowerPoint will open to the Microsoft Office folder on your hard drive. 

Navigate to the sound file you want to add to the slide. 

Click the sound file to select it. 
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Click the Insert button. 

A dialog will appear asking if you want the sound to play automatically or by clicking it. 
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Click the Yes button to play the sound automatically when the slide appears. 

Click the No button to require the user to click the icon to hear the sound. 

A sound icon will appear in the middle of the slide. 

The icon will have handles on the corners and sides. 

To move the icon, click and drag it to a new location on the slide. 

To preview the sound while you are working, double-click the icon. 

To test the sound, go to the Slide Show menu and choose View Show.

Add an Action Button
     PowerPoint X

Navigate to the slide where you want to add an action button. 

Go to the Slide Show menu, choose Action Buttons, and select a button from the
options. 
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Move the cursor over the slide. The cursor will be a crosshair. 

Position the cursor where you want to begin to draw the button. 

Click and drag to draw the button on the slide. 
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When you release the mouse button, the Action Settings dialog will appear. 

This button automatically links to the first slide in the presentation. 

Use the Hyperlink to pull-down menu to select a different slide if you do not want this
button to link to the first slide. 
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Click the OK button. 

You will see the button on the slide. 

The default color of the button is green. To change the color of the button, click it to
select it. 

Page 20 of 38PPT Intermediate

Recipes4Success www.tech4learning.com ©  2005 Tech4Learning, Inc.



Click the Fill Color pull-down on the Drawing toolbar. 

Choose a new color or fill effect for the button.

Add an AutoShape
     PowerPoint X

Navigate to the slide where you want to add an AutoShape. 

Go to the Drawing toolbar. 
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