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Resize Audio Button

1. Place mouse over a green square
2. Click and drag to resize button

*Note: Dragging one of the corner
squares in a corner will maintain
dimensions of the button.

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
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Add Sound to Clipart

1. Click on Gallery icon in draw toolbar.

2. Drag clipart from Gallery onto slide
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Add Sound to Clipart

3. Right click on the image.

4. Left click on INTERACTION

5. Choose PLAY SOUND at Action at
mouse click

6. Click BROWSE

Interaction

Action at mouse click
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1Play sound ™
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7. Open the SOUNDS folder
8. Select a sound
9. Click OPEN

Note: There is a PLAY button at the
bottom to preview sounds.
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M Insert Movie and Sound E]
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Resize Video

1. Place mouse over a green square
2. Click and drag to resize button

*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

Slide show | Window  Help
1. Click SLIDE SHOW Slide Shiow F
2. Click SLIDE SHOW again _ Slide: ShowSabtings. E%

. . . . 'ET] Rehearse Timings
Note: Video will play automatically when

slide show played.
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Animate an Object

1. Click on Gallery icon in draw toolbar.
2. Drag clipart from Gallery onto slide

Animate an Object Fasks s 0
1. Choose CUSTOM ANIMATION in - Hiion P

task window on the right side of the b Layouts

screer}. = Custom Animation

2. Click ADD

Modify effect
Add. ..

~

3. Choose an Entrance, Emphasis, Exit,

Custom Animation

and Motion Path .
4. Choose the Speed of the animation. [Entrance |Emphasis |Exit | Mation Paths |
5. Click OK

Basic [ |f
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Adjust Object Animation

1. In the Task Window on the right side
of the screen Click on object to select.
2. Choose how to Start the animation,
Direction, and  Speed

Adjust the Order of Animations

1. Click on the animation to select
2. Click the up or down arrow beside
CHANGE ORDER

To Preview Animation

1. Click on the animation to select

2. Click PLAY in task bar on the right
3. To view slide show click SLIDE
SHOW

Effect Fly in Slow

Change arder:

[ Play || slide show |

Aukomakic preview
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O click, >V
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From bottorn ::V__ E]
Speed
Very slaow IV_.:

[ =6 Metafile 1

[ 4 Metafile 2

Slide Transitions

1. Select the slide on left side of screen
2. Click SLIDE TRANSITION on right
side of screen
3. Choose a transition
4. Select the Speed and Sound
5. Choose how to Advance the Slide
-On mouse click
-Automatically after  seconds
6. Choose to Apply to All Slides

Note: If Apply to All Slides is not
selected, the transition will apply only to
the slide selected on the left side of the
screen.

= Slide Transition

Apply to selected slides

Mo Transition

Wipe Lip
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‘Wipe Down

Wheel Clockwise, 1 Spoke
Wheel Clockwise, 2 Spokes
Wheel Clockwise, 3 Spokes
Wheel Clockwise, 4 Spokes
{Wheel Clockwise, 8 Spokes

Modify transition
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Advance slide
(%) On mouse click
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Apply a Slide Design to all Slides View + ¥ '

:Tasks
1. Click on MASTER PAGES in right = Master Pages |
column [

2. Select a slide design

[l Used in This Presentation |
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Non-linear Presentations

—

Click on Gallery icon in draw toolbar.
Drag clipart from Gallery onto slide

N

. Right click on clipart on slide

. Left click on INTERACTION

. Choose an ACTION AT MOUSE CLICK
. Click OK

AN D kAW

Interaction

Action ak mouse click

.?ﬂo ackion

Mo ackion

G0 ko previous slide
G0 b0 next slide

o Eo First slide

Go tolast slide

G0 ko page of object
G0 Eo documnent
Flay sound
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To Loop A Presentation Slide Show
. Range
1. Click SLIDE SHOW @é&ii"&ii&éé’é
2. Click SLIDE SHOW SETTINGS i ey |
3. Choose Auto st Skl
4. Set timing to 0 - :
5. Click OK
Tvpe Options
Note: The amount of time you set in Auto '9 Default [] change slides manually
is the amount of delay before the show L) hindow Ko polni i
begins to loop (%) Auta [ ] Maouse painter as pen
' > 00:00,03 s [ ] Mavigator visible
Anirnations allowed
b |
[ Show logo Change slides by clicking on background
|:| Presentation always on top

-

Merge Multiple Presentations

Insert Slides/Objects

1. Click INSERT File:JJ/C: JDocument s, 20and=,205ettings/td | Ok |
2. Click FILE

3. Locate the slideshow you with to merge
4. Click INSERT

5. Take checkmark out of Delete unused

Backgrounds to keep the backgrounds of
the two separate shows. L
6. Click OK ey | B
[ ] Link

Delete unused backgrounds




