I. Timing and Transitions:
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Slide Transition

—Effect

Transitions:
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Select slides to add transition effect

Apply bo All |

Apply

Cancel |

Effect’s list
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Click Slide Show on menu bar |Box In

Click Slide Transition

Clglow  © Medium ' Fash
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|_Transition Speed

Select a transition effect from the Effect drop-down list

¥ ©n mouse dick

Select a transition speed — slow, medium, fast M paned ety

[ 5

Select a method of slide advancement — on mouse click

Camera
. . - Cash Reqister
(manual advance) or automatically (*you must enter a time) i

Sound
I[ND Sound]

e
[Stop Previous Sound]

applause
Breaking Glass

Click on one of the following — Apply (only to selected slide(s)) or Apply to All (all slides in

the presentation will have the same transition)

Transition Effect from Slide Sorter Toolbar:

o Select slides to add transition effect Hinds Horizontal =
. . e . Blinds Yertical b
e Click the Slide Transition Effects drop-down list Bcl:l Isn e
. Bio Qut

o Select transition effect Cherketboard Across

Checkerboard Down

Cover Down

Cover Left W
C. Timing:
e Select slide(s) to add timing Advance - Sound

¥ on mouse click I[Nc. Sound] j

Change to Slide Sorter View B =5 £l il |2 ‘ Mo Transition

F Mo EFfect

Cth Slide Show on menu bar ¥ automatically after
Click Slide Transitio oo I |

= | Lo bl ek sounpd

Select a method of slide advancement — on mouse click (manual advance) or automatically

(*you must enter a time)

*Take into consideration your audience and if you are speaking during the PPT presentation

*Test timings because what you think might not be long, may be forever during a

presentation

Click on one of the following — Apply (only to selected slide(s)) or Apply to All (all slides in

the presentation will have the same transition)
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II. Animation:

A. Adding Animation to Slide Objects:

* Adding animation to bulleted lists and slides can increase interest and excitement
1. Custom Animation -

e Open/create your presentation

o Select Normal View EE OfE = 1l
e Click on the slide you want to animate
e Click Slide Show on menu bar

e Click Custom Animation — this dialogue box will appear

e Under “Check to Animate Slide ObjectXheck the object to animate
* Order & Timing Tab -

Check ta animate slide objects:

a. Animation Order — change by clicking the

up/down arrow

b. Start Animation — decide when you want

. . Order & Timing | Effects | Chark Effects | Multimedia Settings
the animation to occur: l I I I

Animation order: Skart animation
. . & On mouse click
automatically or manual mouse click # [ | nomataty
IMove I E
° Eff‘ects Tab —_ ¥ | seconds after previous

ovent
a. Entry Animation & Sound — select animation effect and sound
b. After Animation — select what you want the animated text to do when the next
line / animation appears (*applies to text only)
* Dimming your text, increases focus!
c. Introduce Text — A/l at once; By word; By letter
e To remove Custom Animation — select NO EFFECT

Order & Timing  Effects | Chart Effects I Multimedia Setkings I

—Entry animation and sound —Introduce kext

IFIy j IFrDm Left j I.D.II at once j
W Grouped by Ilst vl

level paragraphs
—After animation I™ | animate atbached shape

IDu:un't Liirn j [ In reverse order
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e Chart Effects Tab —

a. Introduce Chart Elements — decide how you want the chart to appear (*If you
don’t want the grid and legend animated, uncheck the “Animate grid and
legend”)

b. Entry Animation and Sound — select the animation and sound

o Click Preview to see the selected effects before they are applied to the slide
e Click OK

Custom Animation

Zheck to animate slide objecks:
I Title 1 Click: to add title

[m} [m] e P
Text 3 E
I_ D%

[m] ":tl“ =]

Order & Timing | Effects Chark Effects | Multimedia Settings |

[opear = |

I[No Sound]

I+ animate grid and legend

|’lr|tn:|duce chart elements |'§ntr\,-' animation and sound

After animnation
|7|D0n't Cim

Use Animation Effects Toolbar
(* Add animation to text and title)
e To open this toolbar — click View on the menu bar; click Toolbars; select

Animation Effects

o Animation Effects Toolbar: s B
Hg 2 5 2 2

- o Q = &= L) = >

o ¢ 8 5 8 2E€CE 5 E &
EEELEyg BLEE =z E g
ceemD g E2ee g T8
S 3 T oo o o = 5 2 g < g <
EESESs 25 5585 a&a E 2 E
E E E 28 8 2 &5 g g 3 g
1995498 79757 1 9 9
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o Animate the Title —
a. Select the Title Box
b. Click Animate Title button — click again to toggle off
c. Click one of the Animation Effect buttons to apply
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e Animate Text Slide —

a. Select the text box
b. Click the Animate Slide Text button — click again to toggle off
c. Click the button for the Animation Effect you want to apply

e Click the Animation Preview button to preview animation effects added to your slides

3. Use Slide Sorter Toolbar
(* Simple animation only!)

e Select the Slide Sorter View

o Select the slide you want to apply animation to g
(]
o p— FU wn
o Slide Sorter Toolbar: > 55 28
(=Y o 7] Z.
gz =B 5 2
£33 & 8 ¢ 5
: EX o B8 E Z
Slide Transmon ‘g o g S
Slide Transitio Effects Preset Animati(y/ < ? 7 (,1 =¥
g| Mo Transiticn = Mo Effect - ﬁ& | ﬁ
e Click on the Preset Animation box for a list
o Select effect
e To remove animation — select No Effect
e Click the Animation Preview button to preview slide animation
B. Animate Autoshape:
o Insert the autoshape o= {1 [& | Autoshapes -|
e Select autoshape
e C(lick Slide Show on the menu bar
e Click Custom Animation — dialogue box appears
e Select object to animate
e Make selections
o Ifthe autoshape has text — Fusion Anmaten |
Chec.l_< ko animate slide objects: I oK

1. Click on the Effects Tah
2. On the right hand side —

Cancel

Preview

select Animate Attached Shape

Crder & Timing  Effects IChart Effects | Multimedia Settings I

—Enkry animation and sound Introduce byt
(R ] [ =
|Whoosh LI

r After animation W Animate attached shape

IDon't Dirn LI I= | I teverse order
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C. Animate Action Buttons:

Click Slide Show on the menu bar

B | 2
: . Slide Show Window Help J J
Click Action Buttons 1 g shon = P

= &

Select Action Button to insert o T — | Bl = =
Insert the button onto the slide — the Action Settings dialogue box appears i

Mouse Click Tab (click the mouse) — click on the “down arrow” for the hyperlink list;
make selection

Mouse Click I Mouse Over |

Mouse Over Tab (hover over button) — select Hyperlink to ;

— Ackion on click

click on the “down arrow” for the hyperlink list; make selection * tere
& Hyperlink to:
If you select Play Sound (on either Tab) — a sound will play [First Side

. . " Run program:
when the action is executed |

Click OK o IRun iZiereh

To change the settings for the action — £ 0tz action;

¥ Play sound:
Click Slide Show on the menu bar Fric Sound]

1. Select the action button on the slide

2
3. Click Action Settings — the dialogue box appears
4. Make changes

5

Click OK

II1. Sound: Insert Format Tools

A. Sound from CD:

‘3 Mew slide...  Ctrl+

Do wou wank wour sound o play automatically in the slide show? IF not, it owill plasws

Click Insert on the menu bar . Bicture
Texk Box
Cllck MOVieS & SOllnd Maovies and Sounds F'l-fl':." EE] F:'||J|:Ii|:l Tr"fll:l'::.. .

Click Play CD Audio Track — the Movies & Sound Options dialogue box appears
Under Play CD Audio Track — Movie and Sound Dpions HE

—Play options
[V Loop until stopped

1. Select the track to begin at

2. Select the track and time to end with I ey oy e done ey g
Clle OK r—Play D audio track
Skart: End:
The next box will ask if you want to ek o ek o

= |

Total plaving time: 08

play your sound automatically — select Yes / No

when wou dick ik, File: [CD Audio]
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Note: a CD icon will be placed on your slide — you can leave it there or put it off to the

side
|'f a
e Select the CD icon on the slide *. E%
e Click Slide Show on the menu bar
e Click Custom Animation
e Under Check to Animate Slide Objects — click the “media”
e On the Order & Timing Tab — select the Animation Order
e Click the Multimedia Settings Tab —
1. Select Play using Animation Order
2. Under While Playing — select Pause Slide Show ( usually if showing a movie)
or *Continue Slide Show (continue w/ other animations and timings)
3. Under Stop Playing — select *After Current Slide or After “x” Slides
4. If'you select Hide while not playing (on the rt. side of the tab) — the CD icon
will not appear
e Click OK to close the dialogue box
Custom Animation
“heck ko animate slide objects: [
™ Title 1 SRS
I Chart 2 _ ! I:-m |
T Text 3 L
I Action button: Home 4 % Ho
|l edia S = i ‘
=]
Order 8 Timing | Effects | Chart Effects  Multimedia Settings |
W Play using animation order Mare Optians. .. I
whils playing: ¢ Pause slide shove
i Continue slide show * bijzct action:
Stop playving: 7 after current slide ;I
& pfter [1 = slides I~ Hide whils not playing!
Sound from Clipart or File: Insert Format Tocls

| 3 Wew Side...
Click Insert on the menu bar R

Picture

Click Movies & Sound Tt

Movies and Sounds 5':'ur"j Fram GE'"EFI:"I' '

Click Sound from Gallery or File

Select Sound — a blue box will appear around the sound

L

Cinw Mo 3

Click on the Insert Clip icon @ ‘

The next box will ask if you want to play your sound automatically — select Yes / No

Do wou wank wour sound ko play automatically in the slide showey IF nok, it will play
wihen wou click it
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e A sound icon (megaphone) will appear on the slide b
e Click Slide Show on the menu bar -
e Click Custom Animation Check to animate slide objects:
™ Title 1 (B T e

.

e Select object to animate — media “x” |¥ HEE

¥

imi Multimedia Settings
Cirder &Tlmlngl Effects I Chart Effects : Tokal playing time: 02

¥ Play using animation order File: [Contained in prest
while plaving: " Pause slide show ] Ok
. . . & Continus sl bl
o Click the Multimedia Settings Tab — Continue side show | =]
] Stop plaving: ¢ After current slide
1. Make selections & fter Il E slides V¥ Hide while not playing

2. Click More Options

3. Click Loop until stopped — it will continue playing until you go to the next
animation or slide Sound DEEE 21

4. Click OK

(] Click OK I™ | Rewindlmeyie whendane playing

Total playing time: .02

Files [Contained in presentation]

Cancel |

Tip: Use sound and animation sparingly, too much can be distracting!

Sound Websites:

http://www.TheFreeSite.com

http://www.reelwavs.com

http://www.al freesoundeffects.com




