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Lesson 1:Becoming Familiar with PowerPoir2010Layout.

Da) lg = Presentationl - Microsoft PowerPoint St
:f/ Home Animations Slide Show Review View Add-Ins (7
2 b — [5F) Lay = === Hl\‘l El\\-Dfﬁ-D D | Shape F 33 rind

A A = = ~||EE E=E|| = "=

_j I_‘ = = | | ______ | ‘ | :‘|_‘|_.[:>@6 . = = L~ shape Outline 24¢ Replace ~

Pavste Swj:v. % Delete A |||| === = E‘lEE '}ﬁ YAY { } jf'g = Arravnge ;"';;k Shape Effects b Select ™

Clipboard Tu Slides Paragraph Drawing Editing

The menus in PowerPoigD1 down menus any more: thdyave been replasd
GAGK 6KFG I NB O ightN@ 0D the/mal Bbfarsn® ¢HHomet K S NB

Insert, Design, Animations, Slide Sho [ lew, andhAddEach of these tabs brings up
a diferent ribbon with options.

Powerpoint 2010 f a2 KI & @KU { O | R I avdzAOl ! O0Sa

¢ KS davdzi O ! iaBoicit tothask EommanKunctions. Bydefault it has the Save,
Undo, and ReDo buttons. If you click the down arrow keheaight of the toolbar,
you can add in some other shortcuts. For example,maht wantto add New.

PowerPoint has a slider tool on the lower right\of the screen that allows you to easily zoom in or zoom
out on the slide window to see what youeadoing.
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Lesson 2:A closer look at theHomeMenu (Ribbon Bar)

Oa) lz.l g = Presentationl - Microsoft PowerPoint
Home Insert Design Animations Slide Show Review View Add-Ins
Layout - NG B E |>]>‘L ENNOOO h (4 Fina
Q;‘Reset AN ll[:j\ -JTL 5 _ / 3 3c Replace ™
5 Cineere B 7 Uae § V- Aa == === [% ~ N { } vl Arrelnge [y select -
Flides Font Paragraph Drawing Editing

» [ ¢ 0 = O )=
The far left side of the Home o Design
Menu Bar has the Cut and =) =] Layout ~
Paste Icons: S [E5 Reset
Paste New
= slide N_J Delete
Clipboard I« v%\
It also has the icon t0 insertreew slide.
v
The fonts section of this Home Menu
L A "l Barhas all the text formatting options:
-~ changing the font style, size,
B 4 H l"' q’ a4 . . .
Bold or Italics, underlining, and color.
Font v
== |L

In the middle of this Home Menu Bar is the Paragraph

section. It allows you to changhke alignment (left, E===|(zE|
center, and right), make lists numbered or bulleted,
and change indentation.

Paragraph

v
B\\DCD Dﬁ
ALLPCG . T
On the righthand side of the Home Menu Baf 4% ~ { } A, _ Arrange
is the Drawing section. - )
Drawing
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BENN\OoOO - Hi
i‘- —I—_I-.ED Q’ (5 - A_D - L, Shape Outline
(% YA { } iis’ w7 rrelnge —u_ Shape Effects

Drawing

If you click on the down arrokey on the lower rightand side of the
Shapes collection, it will open up a full window with all the available>

shapes:

= % Shape Fill ¥
g . : L_.'_)Shape Qutline ~
rrange
7 - - = Shape Effects =
Drawing

If you have inserted a shape and selected it (Cti
options for changing the appearance of the shape.

First, the arrange menu allows yao overlap shapes and/or text.

This is how you insert text and bring it forward ov.
so that the shape is the background for the text.
:__] | 2y shape

Sl BN\

‘ en

@~ N\ . Amange| Quick

& aign

Ry | selection pane
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Recently Used Shapes

L IRYAR R ¢

Lines

NNNTLL AN %

Rectangles
HREGEEEEEE

Basic Shapes
HOANIQACOOOO®
®Looar Lyoofda
= [CISIAINIGIAN o J (@I
QG043

Block Arrows

DAL RTHLPRIT
g S wndD DB
HOH

Equation Shapes

f=R==gE

Flowchart
Oo<oOnlGe0ay
COCNRDE ¢ AVED
Qoo

Stars and Banners

NP ASROCGRaR
TRIREYES [TERIRY

Callouts
m[w[eT#Y=P=r=PreT=P=r
- AOAQ GO

Action Buttons

B\\DGD&IL®G®;

51 53 0 =1 50 e =

ed on it), you will see more

3 A1LLDS &= W 2w Inthis example, three objects were

Arrange| Quick

Pl Order Objects
4, ering to Front
5 ‘11_'5 send to Back

l.!] Bring Eorward
L-?_] Send Backward

Group Objects

0=
e

.
—a

P
fa

,'Pnsitinn Objects

I_I_‘I_E] | __ &Shape Fi
p/ —
':_)Shape o]

- Styles = = Shape Ef

To group them, hold down the Ctrl key and click on each
S| Ratte * || component (arrow, words, and penguin). You vel s
selection symbols on each of the three components. Now click
on the Arrange buttonscrolldownin the drop down menu

FyR &St SOG DNERdzLJo

NN

NE ¢

$ e Tl AYASNISR GKFG @32 |G2ISUK
oo | F NNRB ST GKS @2 NRhEe af-:S3dY
v it picture of the penguih These can be B, selection pane..
—— locked together so that if you want to
i BEGIN | move them or resize them all at the same time, you can group
 HERE | them.
S y ¥ Regroup
! Position Objects

¢KS AUSYa

[j
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The Shape Fill Palette allows you to change
the color or fill design ahe shape

& -
2 shape Fill 3 Find

Theme Colors T

Standard Colors

Clicking on any of these optiondlvopen up a new palette of options for

each of these options.

For example, in the Shadows palette seen here on the left, there are
many choices for different kinds of shadow (inner or outer), and many
choices as to what direction the shadow will be.

Oy Shape Fill '|
—
/ Theme Colors

Standard Colors

3 Find

Fill

GKAOlySaa %%M

Texture

_ The Shape Outline Palette allows you to change e
zshapeﬂmlme"‘&place' \lj K S 62 t 2 NJ I y_ ﬁ

GKS:éKruSQa 2

[ ]| EEEEE _
Mo Outline " { ;" A A angs
}  More Qutline Colors... . . Dean
=| weight . The Shape Effects palette has six options: Shadqw,
== | Dashes » || Reflection, Glow, Soft Edges, Bevel asidl 3 oo
" /| Rotation.
Outer

O
U0
U

Perspective

) shadow Options

Quic]
Styles v [ Shape Effects ~ W S

‘Pmd »[

:i _J Shadow ’
‘ Reflection »
Glow »

Soft Edges »

| Bevel »

S I 3.D Rotation »

‘j ‘
)
_J |

There are similar palettes for each of the other five Shape Effects.
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Here are two examples of using Special Effects with shapes.

— u‘—’@
OEJ OEM :
[Sjo o B-
D00 |5 .|
@ B @ |ga~—-
000
00
D D :] ‘konShape
Perspective 1e bevel

Toadd Shadow Effects:

Insert a shape and select it by clicking on it.
Select the~ormattab.
Now click on the down arrown the Shape Effects
Scroll down and select Shadows.
Move your mouse over the menu optis. Live Preview displays
how the shape with its special effect (shadom)l appear in your
document.

f Click an option to select the shadow effect.

1 SelectShadow Colofrom the menu and choose a color from the
palette to change the color of the shadow on your shape.

= =4 —a -8 -

ToApply a Beveled Effect to the Shape

1 Click on the shape to select it. You will see the Drawing Tools menu appear. Click on the

Format tab.

p— [&r]shape Fin ~ |

Theme Colors n
[N EEEEEENE,

i -
Iliﬂﬂ .|
Standard Colors

EETY EEEEEN

Recent Colors

Mo Fill

Mare Fill Colors...
Picture...

Gradient 3

B EE e

Texture 3

1 Now click on Shape Effects and choose Bevel. Select ope— | ) sasoon »

of the bevel options. j_l:] wj=
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1 Now click on the Shape Fill and select a color. (Important: if you
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As you can see, you can add more tlose special effect to a shape.

You ¢an al50 ype n the shape.

You can type in the shape.

T —

J Drawmeg,lools,

Format

oA TextFill - |} Text Direction ~
N &7 Text Outline ~ | [ Alig =

[2\ Text Effects ~ | &3 Create Link
Art Styles )

Text

If you type in the shape, there will
now be some more options for th

text. You can change the color of
the text.

If you click on the down arrow kenext to Text Effects, you

will see many interesting ways of formatting the text: circulz
text, wave effects, and so on-

>

Lesson 10: Working with WordArt.

Click on the Insert tab and go over to WordArt.

L) Shape Effets ~ A & =rg;rmenmsv
2 ‘WordArt A ;_
select a color. (Importar 4= ¥ * it
Fill” you will not see an| Reflection >
beveling). -
,i_\‘ Glow »
A
No Transform -
A\ 3-D Rotation »
abede :T
Foliow Path ‘ﬂm Trans o
%, F
%ot “upr® Praos
Warp
abcde abcde abcde bcde
I
abcde abede <433 €43 )
a‘ «cial effect to a
|— . %
¥% % g v
|| obede abeas abede  abede
abcde abcde abcde abede
abcde abede abcde abede
abcde  abede
| abede abede gy (e L)
|

When you click the down arrow key beside the Wil you will see
many text variations which use special colors and gradients.

When you select one of the WordArt styles, it will create a box on th

document which has the special text in it.

Your text here
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If you click on the WordArt box, you can now use the text effe

options. You can create interesting text views by manipulatin
the Transform options-

A CammN
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fshape Effects

] ‘

lU‘\lU‘\l

WordArt

¥ | /A Text Effects ~

(o X Shadow
~

| Reflection  »

Agm »

CtsS

-
AX 3-D Rotation »
-

A o

High Sched\

J‘oYﬂn!ﬁ)lm
abede
Follow Path
cde, PO D)
A % teni)”
e Lhg
bea od “a ot
Warp

abcde abcde abcde bcde

abcde abede )33 i3

A %
2 abc
Yo' e

abcde abcae abcde abede

abcde abcde abcde abede

abcde abede

]
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Transform >
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Lesson 3: A closer look at thesert Ribbon Menu

-'J) B View
NLHBEEP2d QLI A3 43

Insert Design Animations Slide Show Review Add-Ins

(=] £2 @)

& ¢

Table Picture  Clip Photo Shapes SmartArt Chart | Hyperlink Action Text Header WordArt Date & Slide Symbol Object Movie Sound
X At Album ¥ ¥ Box & Footer ¥ Time Number S >
Tables Tllustrations Links Text Media Clips
1
In theTables = —— _ = — —
Section vou N L-EEPd el 104 300
y Table Picture  Clip Photo  Shapes Smartart Chart perlink Text Header Wordart Date &  Slide Object
. t u art Album ~ ' Box & Footer Time  MNumber
can insert a (e k =
o o —
Table. > e
_j Insert Table
74 Draw Table
d‘:‘l Excel Spreadsheet
ng\, Q - 5 Presentationl - Microsoft PowerPoint Table Tools -7
: Home Insert Design Animations. Slide Show Review View ~Ins. Design Layout QI
V| Header Row First Column T T '\aﬁshading' & =Y - l:"f
Total Row Last Column SEE=SS 1 S=ss= | SSS=S | E552= HH sorders ~ &' =

¥| Banded Rows Banded Columns

Table Style Options

¥ | wdl Effects ™

ipt
Quick
Styles =

WordArt Styles [
4

zpem Color *  Table

Draw  Eraser

Draw Borders

When the table is on Lh/emﬁe, you can click dn i
above the Insert Mend.

appears.

You can change the colg
2 NX 2 dz
Shading Tool:

E rows by clicking on one of the Table Styles
Yy KA3IKEAIKEG OSNIIAy OS

If you click on the Borders Tool, a menu pops up which allows yo
to put borders arounall cells and outside bordeoy nore at all.

Lastly, if you type text into the cells, you can add specidl

A~ -~
effects to it like making it glow, giving it a shadow, or A’ & =]
giving it a reflection. ;m i

fr i Reflection  »
Pow cLonb 1mo - R
PCHL. ;
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&Shadmg N
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Mo Border

H
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All Borders

Qutside Borders

Top Border
Bottom Border
Left Border

Right Border

N, Diagonal Down Border
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(D) 92 - :
o

ix Brightness - :ﬁ: Compress Pictures
(B Contrast =

Home Insert Design Animations Slide Show Review View

EE Change Picture

&

Presentationl - Microsoft PowerPoint

= | o e = g B4 =

Add-Ins Acrobat Muance PDF

Picture Tools

| Format

,j) Picture Shape ~
L Picture Border -

3, Bring to Front ~ |& Align - 31

o /] Height: 657"
—E\hSeﬂdtoBack' _[ﬁ?:.: =

March, 2009

%Recalar' 4:;Reset Picture : = | ) Picture Effects = 'ﬁ}sa\edianpaner fl Rotate = S jl“"‘.idth: LT
ribbon menu willappear. (D Contrast - [} Change Picture
B R . B R ; - {@ F‘:’ec-:ul-:ur d q"l_gfleset P,ictureA
Ly 0KS a! R2dzaite aSQuAzyzxz ez2dz OFyYy OKFydsS UKS pNRIK
- ﬁé [l
of a picture.
One very important option is to compress the picture(s). This greatly reduces the file size of the
pictures, thus reducing the file size of tHe Powerpoilet. f
The middle section, named Picture Styles, allows you to put a frame around the picture.
The menu on the far right of the Picture Styles menu allows you to put the D doots
picture into a shape, put a border on the picture, or apply special effects to thep Formet
picture —» | [ Picture Shape -
' L Picture Border =
= Picture Effects ~
*.:\._l; Bring to Front ~ |= Align -
¢CKS a! NNIy3asSe¢ aSOiArzy lfttz2ga @&z2da=ieeySyR [IKS LAOG
. . &1, Selection Pane 7k Rotate =
to create special overlapping effects. (See pageh——  select :rang:“R o
i:[ﬁt 4] Height: |6.67" :
¢tKS a{Al S¢ &85 O0i0itheRitturd Yool reSu h@isitied NA|Tck (= widnFioos -
cropping tool: > size =
The lllustrations Section alstlows you to insert clipart, shapes, and _ =
photo albumb. Home k[msert DeslgT_.‘ Animations
=558 ) 1)
_ lJ_KJ lustrations
Album Conbent
T 3 gggg&g When you insert a phgto album, y.ou can |.nse.rt many '
et Optone pictures at the same time. You will get this window which
RPN allows you to edit (lighten, darken, adjust the contrast)
+[+]  se | 2]a] wja] ||| €ach picture. When you cligk/ NEI GS¢ Al Lzl &
b Layeut pictures into PowerPoint, each on one slide.
Picture layout: [Fit to slids = T
[ | s ;J
v [ s 4." 10
Craabe Cancel



Choose a SmartArt Graphic 2x|
Home Insert Design Animations
o1 g [ 2 ke kel - |
Iﬁl Bde | @ "E,P ZETil 8= List "': ‘\ ,\ -‘: -_: |
Picture Clip Photo Shapes Smartart Chart \ % Process -
At Album~ ~ = =
. % e - - 7 —
Tllustrations ﬁ:] ::jardw mat _.-.\_ @ “ | -
. . N ] =
SmartArt are predesigned graphics that you can - @, 980 ooe ‘
type your text on. These are graphics for lists, [ = er QE A o i g
. 3 . . - 2 blocks of information, M_ax\mlzes both
processes, cycles, heirarchies, relationships, LSRR ot and verbisl deplay e or
matrixes, etc.
Cancel

Fe] | A =
QE -—@J = 4 L35 L2 Q
Hyperlink| Action Text Header WordArt Date Slide  Symbol
Box & Footer - & Time Number

Links Text

Insert Hyperlink (Ctrl+K)

You can also typext on a slide, highlight it, and click on Hyperlink in
——————————————— the Links Section to create a link to a URL address or to another slide.

Create a link to a Web page, a
picture, an e-mail address, or a
program.

(@ Press F1 for more help.

2 4 FEQ
Text | Header WordArt Date Slide Symbol g ) ) )
Em PR 2 CEn e In the Text Section, you can add a text bokck®n the Text Box icon. You
Text Box cursor will change to a crosshair when yom it over the slide. Click and
Insert a text box into the . .
document, of add text 10 the drag to create the text box. The text box will enlarge when more text is
o | ,| typed into it.
3 - 3
AT ow & ¢
A A A A | Another feature you might use in the Text Section is the WordArt. The drop

down menu for the WordArt has lots of styles for fon&ome have outlines
s and some have shadows. You can change ¢k combination for any of

AA“A& these.
A A

YEOOAY IR XT MHMEere

J

If you click on one of
iKSasS 4! Qaé¢ Al gAfft AyaSNIL | GSE
tab menu, which allows ypto change several things.
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You can select one of the peet shape styles for
the textbox,

Kb

eew | - \ hNXXXXX®&2dz OFy ONBFGS &2 dzN
ir 1exx nere | box by using one or more of the options: Shape
(| o Fill, Shape Outline, and/or Shape Effect.

B —— A2 Shape Fih ~ ~
Shape Fill allows you to chang¢ W T aaaas A 5 R
the color and/or Gradient Effect. I _
LT
ls:“.“dmlllll
: ~ AT I Y li; ::;:M”N I oo ane |
g gy o Seee 7 ~\ ] A Gradient » | No Gragient
- 8z A A & | Cr—
H EEEmoEN l " Variations
.III||||||
IT“(‘*"IIIII e
— Shape Outline allows you to change the border color and/or weight
. ——— | (thickness).

The Shpe Effect allows you to add special effects to the text box like
Shadow, Reflection, Glow, Bevel (shown) and 3d Rotation.

- )
e
Reflecton
S
| K Hera
Softfdges
[ Vg T T E—

'—J-—J'—lv:] 12
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A et
Themee Cobors. E
H EEEEEEN;:

Standaed Colors
L]}

AlA|AE

- & et Outine~

= 3 shaoe Effeds = N e —— ™

-I“IIIIII
Standard Cokors

YEOAY XY M= -

Tea Efects ~

Shadow
Befhection
Glow
EBevel

Yollf 10VY Hore .

3D Rotation *

AN Tanstorm >

You can also change the color of the text in the text box.
Click on the Text Fill and you will see a palette with color
choias and fill effects.

You can click on Text Outline and change the color of the

text outlining.

No Transform

s2de

Foliow Path

Wap

abcde | abcde | abcde “bede

stop
abcde abed®BYTs &%
o g 2% e
% 2% b

e a¥ x

bede  abcae abede  abede

abcde abcde abcde abede

abcde abede abede abede
sbcde  abede

abcde abcde pod.  abedk

dbcde abede  ghe,  Abcdk
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You can click on Text Effects and change
special effects on the text such as
shadow, reflection, glow and bevel.

One of the most interesting optionstis
use the transform option. It allows you

the change the design of the words. For

example, you can make them in arcs,
circles, etc.
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| Movie | sound

- -

Jg:;;], Movie from File... k

clips.

Mavie from Clip Organizer...

(Far right).

) |
4,) Haws do you wank the mavie to start in the slde show?

Shiwe Help ==
Auskomaticalhy I

‘Whan Chicked

start playing wherclicked.

|Sound |

) soundfrom File...

Sound from Clip Crganizer, N N
Insert a sound clip or music into

Play CD Audio Track... the slide.

Rl ound (@) Press F1 for more help.

one slide, see pagd6-17.

It Movie |Sound |

* -

YR &aONRCE ¢

Media \fi | sound from File..,
Sound from Clip Organizer...
Play CD Audio Track...
low_l_ Becord Sound...

Record Sound f .

Name: |Recorded Sound
Total sound length: 0

g | E

Cancel

T | ——

R2gY

g2

On the Insert Ribbon Menu, you can also insert movies and/or sound

For movies, the best fmat to use are .wmv (Windows Media Videw)
.mpgfiles. If you try to insert .avi files, they are too large.

When you insert the movie, a window will pop up asking you if
you want it to play automatically when slide comes on, or to

When inserting sound, you can insert a sound file (.wav or
.mp3), or record your own narration.

To make the sound/music file continue playing for more than

To record narration, click on the Sound icon on the menu ba

GawSO2NR { 2dzyR

In the next window, you will see the controls to
record your voice narration. You will have to give
each voice narration a separate name, as they are
saved as separate files (the sound is not
embedded into the Pow®oint Presentation file.

The narration only applies to one slide; it does not continue onto the next slide. You will have to do the
voice narration separately for each separate slide.

***|f you copy the PowerPoint presentation file to a different loiat to share it or use it elsewhere
than on the computer it was created on, you have to be careful to also save any sound files, movie files,
and/or narration files to the same folder where you are saving the PowerPoint Presentation.***
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Lesson 4:A closer look at theDesignRibbon Menu

(O = 9 -

Home Insert

Design

Animations

Slide Show

Page Slide
Setup Orientation =

Page Setup

[ |

Presentationl - Microsoft PowerPaint -

@ x

Review View

AddIns Acrobat Nuance PDF

.| [ colors ~
= Funtsv
mrm e = e il -~ 5 [Olenes =

Themes

54 Backaround Styles -

Hide Background Graphics

Background =

@ Background Styles -

Hide Background Graphics

Background

I}

If you click on the Background Styles, you will get a drop down men{
that has 12 background. You can, howetwed S
FormatBackground icon:

PowerPoint 2010 utorial
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The Design Riflmn Menu alsdasthe Background section that allows you
to change the appearance of the background.

. Elcotors- % -
B colors ¥ Background Styles - |

- |
- |

2 Format Background.

Y2NB XOf f O]

®) Reset Sde Background
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Format Background ﬂl‘

be ] i . oA NS s . - - .
Peire [0 gold i LYy UKS YySEu ¢6AyR2g2 OftAO1l 2y UK
" gradient fill

@ Picture or texture fill <—— -'F A f f q)é

™ Hide background graphics
Texture: -

e o b2g Oft A0l 2y (GUKS aCAfSé¢ odzitGzy
de. de—fessal gose | 1 packground or picture is saved.

¥ Tile picture as texture
Tiling options
Offset¥: [opt =] scalex: [wo% 2
Offsett: [opt =1 scaley: [wow 2

sgraen: [rool 5] 21
Mirror type: Im e ‘] Fill

Pctwre | Sold fil

Transparency: J— ID% E‘ ' gradent fil

- @ picture or texture fil
[T Hde background graphis

Reset Background | Close I Apply to All | Textye: S~ I

R o] N
I Tile picture as texture
If the background is too dark, you can pren gy
lighten it up by maing the lever on the o 3 s
GCNI yaLl NBOe¢ 3f A RSN®
v —r 3
>

Resstpsdground [ [ o= | somywoar |

Lesson 5: A Closer Look at tAaimationsTab.

éEL Transition Sound: | [No Sound] - || Advance Slide

D (M hetimted] piay as part
| 2 . 1y part ...
) I I |é ) N |E |? | a‘ ﬂk |ﬁ ~ 1 Transition Speed: | Fast - | [¥ On Mouse Click
Preview || = imati =
£ LS AT = [ Automatically After: 0000 3

= ol Apply To All
Preview Animations Transition to This Slide

Bl | Tsd Asnate: W animation - | | 1 B | 1 ] :“”‘"""""”"’" PoSwend " Hfteniee If ou ha.ve
==l E el I Sl B e e il ¢

s " | severalitemsona
slide (text boxes,
pictures), you

have many ways
FaErs=s | to animate them.
Animation is what
actions the items
do once the slide
comesup. Click on
the Custom
Animation button
on the Animation
~ Menu Ribbon.

Three kinds of Swallowtails indigenous to Illinois.

Eastern
Swallowtail

Giant
Swallowtail

Click to add notes

Stoetofl  Office Theme 5

PowerPoint 2010 utorial 16
PCHS Staff Development
March, 2009



You will now see a
Custom Animation
window appear on
the right.

IS Black
Swallowtail

To animate each
item, you would first
click on it (text box,
picture, etc)

Eastern
Swallowtail

Then click on the

G!' RR 9FFSOG¢ o0dz
at the top of the

animation window.

Giant
Swallowtail

, When you click on the
Custom Animation v x v o~ A X 4, 7 ,
‘ 1 , i 7]@ a! RR 9FFSOu¢ AU ¢
H i i i i i Y | B 1 Blinds 3k Entrance ’ .
‘Three kinds of Swallowtails indigenous to Illinois. | L B a dropdown menu with
% 3 Checkerboard | Exit » .
p % LDumond |y Motonpuhe » 4 choices: Entrance,
ack ] & SFyln . B
Swallowtail MoreEects. smemaanene oo | EMphasis, Exit, &

Motion Paths.

Add Entrance Effect B
Each of these choices expands to another ddop/n menu with specific [:*, -
” < A _ s « = = = Wioew | %o
choices.! U UKS o02u0u02Y e2dz OFy Of AO] Al A as2=Ndb
. . . . . . . K Crce & Caniin
choices. Another window will come up with all the animation choices. e e N
W Flash Once &Py
W Peek In & s
P Random Bars I Random Effects
K soit 3 svos
. . . S Wedge ¥ vhee
Entrance is how the object comes onto the slide. e woe
Subtle
. . . - Hoome W e
Emphasis is what the object does on the slide once it is there. Promisine | 4t FodedTum
Moderate

7\ Brevew Effect [ o | [ conce

Exit ishow the object leaves the slide.

Although it is possible to give each object its own animation, that might get a little busy . For example,
there are seven objects on this sample slide. If each object came on with its own animation, it might
seem busy ah cluttered.

[ SGQa aadzyS ¢S gyl GKS GAGES G2 02YS 2y FANRGS
second butterfly pictures and its label, and finally the third butterfly picture and its label.

| SNBEQa K2g¢g ¢S ¢2dz dondaddthish KS / dzad2yY ! yAY
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" Three kinds of Swallowtails indigenous to Illinois. N o [ s+ First, I click on the title box.
* heckerboard | A Egt > & e A = A 5 [
e B B E | ¢KSYy L Of AO1SR a! RI

swallowtail T and went down to Entrance

More éffects

and over to Dissolve in.

Three kinds| Now we can see that two things have happened. First, there is a small yellow

ST -~ x| number next to the item on the slide.
[I:sk Change '] [’&, Remove | o -
Modify: Dissolve In Also, there is an animation box in the Custom Animatioh Y R2 ¢ ® Lad KlFa I
start: | oncick ~/ | line, which matches to the number on the object in the slide.
Speed: Very Fast v
[ 1 W TextBox S:Threek...:“

Next, | will click on the

Custom Anemation v o
B Fhreskinds of Sucllowtailaiod to Tllinoi < I ‘J: gl R temoe first picture, click on
ree Kinds of Swallowtails indigenous to Lllinois. . Binds ek , .. A = 4, . ,
? Y Fi L hpe e sl D RRO9FTFSO0E RZ4Y
Black A pr— -| Entrance and over to
Swallowtail # Lryh ';;!7?»:!?1'1!5 Theee k...
* v g | Wedge.
More Effects.

| will now see the new
animation line in the

Eastern
Swallowtail Custom Animation
GAYR26 O ¢KS LAOGIINE KFa | anHé 2y AG YR a2 R2Sa
window.
JCWM, ~H Next, | will click
T pa iy e ‘ on the first label
llowtails indigenous to Illinois. % 1.8inds K Entance .
x 280 % Emphasis > Lo .| that goes with the
B . : f’;"::":“"‘ ‘: :f;.ongm: | first picture. | wil
:BIaCk * 3. Dissolve In s i Of 7\ Ol 2 y d I R R
Swallowtail 13 & TextSox 5: Three kind... A o~ 7, - , z
E 1. Wedge —
e 25 X resessds.-]) Entrance and over
to Wedge.
L ¢6Aff y26 4SS I doé¢ 2y GKAA f106Sfx LXdzA  doé 2y
window.
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Custom Animation -
b2g> s tSuQa ale uKIU

Wy Change +| % Remove

Modify: Wedge same time as the piare.
Start: 3 on Cick b

Speed: Medium -

13 W TextSBox 5: Three kind... L é 7\ t t é O N\E f f F’e 2 é y‘
24y 3 Pctres
[35 5k Textox9: Blacks... [
“) Start On Click
Start With Previous

&) Start After Previous

Effect Options...
Timing...
Show Advanced Timeline

Remove

Next, | will click on the second pileNBS = Of A O] 2V

L o

7

asStsSoi

4! RR 9FFSOu¢

Fyd GKS

tIo

I will click the down arrow key on the animation line for that label coming in.
YR

picture and its label come in at the same time.

a{dl

R2 6y

label box for the second picture. | will click the down arrow key on the second label box and select

G{GFNI ¢XUK t NSOAZ2dzaAD

Finally, I will follow these two steps for the last picturalats label.

Custom Animation v X

[;{& Change V] [xa Remove]

Modify: Dissolve In

St ¥

NG 2

02

. R . R . . L. . a e B Strt:  “Boncik  _ {_E R
l'a SFOK flLoSt é6la aluaul OKSRe 02 ([uKS LIAOUdINE A
YSIEYyAYy3 GKFG AG 61 & YFRS af{ GF NI |29 (e¢= t NEBA 2 dza
assumed the same number as the picture it was connected with. | ljg ; TextBox 5: Three k.. (o]

2 Picture 6
. . . . . . B TextBox 9: Black Swall...

We can see in the Custom Animation boayy, seven animation lines. 3B Sk e 7
& TextBox 10: Eastern S...

Custom Animation AR 4B S Picures

Fﬂ m | | m— & TextBox 11: Giant Swa...

Modify: Fly Out

Staet: With Previous -

Dwection: To Bottom o ‘

Speed: Very Fast v

1) #resasmed. [ L O2dzA R Y 1S GKAA S@OSYy Y2NB O2YLX AOI 4GS

2D 3 Picture . . . . . .

Y e s || PiCture/label sets. As can be seen in this Custom Animation window, each

39 R Pictre 6 picture and label comes in at the same time. Then they leave at the same

Wy, TextBox 9: Black Swall... .
4D X Picture 7 tlme
X TextBox 10: Eastern S..

50 W Picture 7

[ *L TextBox 10:Easter...fv'

60 3 Pictures

X TextBox 11: Giant Swa...
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If you are going to make this an automaticallyvancing presentation, you will have to adjust the timing
of the animation.

Custom Animation v x

T To set the animation timing, righdlick on each of the animation lines in the
Modify: Fly Out Custom Animation window.

Start: & After Previous

Drection: | 1o Bottom

Scrolldownan@d St SO0 G¢CAYAYyIdé

alaia

Speed: Very Fast
193 W TextBox 5: Three kind...
243 3k Picture

X TextBox 9: Black Swall...

b SlartOr.|g|ck. ,@’W

" P Lye 2F GKS af 0N plrinSdm .l Kt G
Effect Options... Ghy a2dzasS / tAO[ég 2t {5 Khs@S (1 2
;:ri;vanced Timeline 6 é o K I y 3 é é l:I 2 ‘ S[éEdK §‘ﬁ‘?ndﬁve{y F?ij;é N\]
— t NBOA2dzas 2 NI ap| AR, TONB.@A 270z ¢

and then set the delay timing to
however many seconds you want to elapse before the

animation starts.

Lessorb: Using Sound and the Custom Animationintiow.

Insert a sound onto the slide (see page 11).

A window will pop up asking you if you want the sound to
start automatically or when clicked.

[ £A01 a!dzi2Yl GAOI tt & e
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