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Add Sound to Clipart
. Action Settings
1. Click INSERT :
2. Click PICTURE Mouse Click | Mouse Over
3. Click CLIPART : :
. . ackion on click,

4. Drag clipart onto the slide o
5. Right click on the picture = e —
6. Left click ACTION SETTINGS O tiyperink to:
7. Choose MOUSE CLICK or MOUSE
OVER ) Run program:
8. Place checkmark in the PLAY
SOUND box
9. Choose a sound
10. Click OK

Play sound:

{Mo Sound] ™
[ ] Highlight click
2K, l [ Zancel

Insert Video Insert | Format  Tools  Slide Show  Window  Help
_— ‘=l Mewslide  ChrleM |, | | @) % i Arial
1. Cth INSERT Duplicate Slide -
2. Cl}ckMOVIESANDSOUNDS — e
3. Click MOVIE FROM FILE ill Tes
4. Locate the video file g
5. Click OK | Mavies and Sounds — » | Mavie From Clip Organizer. ..

Bl chart... | Movie From File... |
Note: Microsoft does not have any movies Object... SHind e it
in their llbrary MOVIE FROM CLIP Hyperlink, .. Chrlek < ;

= T ound From File. ..
ORGANIZER will insert animated objects y .
only.
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Resize Video

1. Place mouse over a white circles
2. Click and drag to resize video

*Note: Enlarging a video will make it
pixilated. (blurry video)

To Move Button To New Location

1. Place mouse in center of button until
you see two intersecting arrows.
2. Click and drag to new location

To Play Video

1. Double click on the video
OR

1. Click SLIDE SHOW

2. Click VIEW SHOW

Slide Show | Wwindow  Help
& Yiew Show F5pX

Set Up Shaw, .,

Rehearse Timings

Record Marration, ..

To Animate An Object

Click INSERT

Click PICTURE

Click CLIPART

Drag clipart onto the slide

Right click on the clipart

Left click on CUSTOM ANIMATION
Click ADD EFFECT

. Choose either ENTRANCE,
EMPHASIS, EXIT OR MOTION PATH
9. Adjust settings.

NV R W

Custom Animation -

ﬂ & nddEffect 5|

= Entrance P jify effect
2| Emphasis (3

+= Exit b prby
©7 Mation Paths »

I | 1Y S Mojnez4132000001] i
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To Animate An Object

10. Change how to start the animation,
direction, and speed.

Change the order of animations

1. Click on the animation from the list
2. Click the arrow next to Re-order
3. Click PLAY button at bottom

Note: Place a checkmark in the
PREVIEW box at the bottom to preview
the animation.

143 3k MCjD4241320000[1]

1245 3k MCiD424132000,., (v

|5 AddEffect v| [%s Remove

Modify: Box %
Start: B on dlick ]
Direction: |1 [xe
Speed: Yery Fast v
(4] Re-Order &

[F Play ] ['IE! Slide Shaow

AukoPreview

Slide Transitions

1. Click SLIDE SHOW
2. Click SLIDE TRANSITION
3. Choose a Transition

Note: Place a checkmark in the
PREVIEW box at the bottom to preview
the animation.

: slide Transition * 3w

Apply to selected slides:
Mo Transition *"‘
Blinds Horizontal
Blinds Yertical
Box In
Box Ouk
Checkerboard Across
Checkerboard Diown
Zomb Horizontal
Comb Wertical
Cowver Dawn

Cover Left
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Slide Transitions

4. Choose the speed, sound, and how to
advance your slides

5. Choose to Apply to All Slides if you
wish

6. PLAY transitions or Play your Slide
Show from buttons located at the bottom.

Moaodify transition
Speed:; Fast
Sound: | [Mo Sound]

Advance slide
On mouse click,

[ ] Automatically afrer

[ |
1.2

apply ko All Slides

[F Play ] [ Slide Show ]

AukboPreview

Apply a Slide Design

1. Click FORMAT

2. Click SLIDE DESIGN

3. Mouse over a design

4. Click the black arrow

5. Choose to Apply to All Slides or
Apply to Selected Slides

apply ko All Slides

Apply to Selected Slides

Show Large Previews

Apply a Color Scheme

1. Once Slide Design is select, click
COLOR SCHEME in right toolbar

2. Mouse over a design

3. Click the black arrow

5. Choose to Apply to All Slide or Apply
to Selected Slides

Note: You can adjust the Animation
Schemes from this toolbar also.

=l Design Templates
_a= Color Schemes
= Animation Sche%s

Title
m Baflet

Apply o All Slides

apply ko Selected Slides

Showe Large Previews
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Non-linear Presentations

Slide Show | Window  Help

1. Click SLIDE SHOW & view Show S ks 1k
2. Click ACTION BUTTONS |

3. Click on a button to draw

4. Click and drag on your slide to draw your
button

Ackion Bukkbons [ [ 3
il

ackion Settings. .,

| Animation Schemes. ..
[« [0

Cuskom Animation. ..

G Es Bl

Slide Transition. ..

¥

5. Choose your Action Settings

Action Settings

Note: When Hyperlinking to a URL always : :
begin the address with http:// Mouse Click | Mouse Over

Action on click,

Mext Slide ._v}

) Run program:

[ ]Play sound:

Ik l [ Zancel
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Add a Diagram [Hagram Gallery
1. Click INSERT Select a diagram bype:
2. Click DIAGRAM | = 5
3. Choose a Diagram % ol AL
4. Click OK Vo | | 1
6rganizatinn Chart
Ised ko show hierarchical relationships
(8] 4 l [ Zancel
Add a Chart 90 ;
80 -
1. Click INSERT 70 -
2. Click CHART 60 1
3. Enter information on the Datasheet
50 - O East
Change color, width, shape, data 40 - B West
labels, and other options 30 - H North
1. Double click on one of the bars in the 201
chart. 10 -
0
1stQtr 2nd Qtr 3rd Qtr 4th Qtr
Ay Presentation1 - Datasheet }
b B C 1}
1st Otr 2nd O [3rd Ou 4th Owr
1 afEast 204 274 90 204
2 &l West 30.6 38.6 3.6 3.6
3 afl|North 459 46.9 45 439
— A
Bi<i




Beyond the Basics: Multimedia

Level 2 Microsoft Office PowerPoint 2003

To Loop A Presentation Set Up Show
1. Click SLIDE SHOW s by pe show sides
2. Click SET UP SHOW {*) presented by a speaker (Full screem) =l
3. Select the Loop Continuously until O Browsed by an indwidual {windaw) O From: ] To &
‘Esc’ box Qe s

{ ) Browsed at a kiosk (Full screen)

Show options Adwvance slides

[JLoop continuously until ‘Esc! O Manually

[]5hiow without: narration (%) Using timings, i present

[ ] show without animation Multiple manitars

Pen color: | v |

o [ 5how Presenter View

Performance

[use hardware graphics acceleration

Slide shiow resolution: | [Use Current Resolution] |

[ (] 4 l I Cancel l
. . 7
Merge Multiple Presentations Slide Finder
1. Click INSERT Find Presentation | List of Favorites
2. Click SLIDES FROM FILE . '
3. Click BROWSE Eile: i \Documents and Settings\teacher\Deskiopl Presenting Podc
4. Locate your presention
5. Click on the slide you wish to insert
6. Click in Keep Source Formatting
box to keep backgrounds during merge | | select sides:
7. Click INSERT or click INSERT ' e 0 :
ALL for the entire presentation to ' Pedeniienian Briada
TeTee: i il | st
krracroroa ammmdc phyes
Tl i
et
Note: This works well to merge all 1. Podcasting 2. What is a Podcast? 3. Slide 3
Student presentations into one show, 3 m| [
and loop them for open house!
P f P [ ]keep source formatting | Insert ] [ Insert Al ] [ Close ]




