There are usually several different ways to add a slide. \ In most presentation / Look for the add \ / In some recent \
applications text text box button. applications double
e needs a text box. clicking on the page
S — — :

- : am | [ELayout - brings up a text box.

. ] Reset

. New . o A— Clicy,
e Slide ~ ectior ¥ ¢ 9 — dick
Grang . © [ caninsert a text box ‘ ] [—
Ghange trar 1 Slides : i
1 mase Layout button in [3 \ / \ /

PPT 2013 )
Adding text
i - Insert text box button
Layout menu in Google Docs Layout menu in PPT 2011 Mac
ert S“de FDrma INSERT DESIGN TRANSITIONS ANIMATIONS SUIDE SHOW REVIEW VIEW
Creating slides 1 (g mi B O B gl as @
9 2 Q' N es Online Sneen:hol Photo  Shapes SmartArt Chart 14 A H','prc\;k Action | Commer
L — Pictures - Album~ v
Complete your ti.tl.e Sl.id.e, Images Tiustrations Apps Links Comments
. — =l avout ~ | Office Theme
add new slides and | ElLayout £1.08 4
i New sy
choose an appropriate Slide~ 5 Section B — e e o
format. ‘ Sides Newsde ) S

[ si ‘

Leave the last slide r Fimadion. [ B R o

K for now. j
~

For your final slide, use a =] Etayou- ( \

Use the Action Settings box to create hyperlinks to the required slide.

Hyperlinks

Mouse Click | Mouse Over

] Action on dick

HNone

o Hperinkto
e Next Side [=]

(Action Settings are found

blank slide. in the ‘Insert’ tab)

Can you add text?

Title Only \ Blank /c:mten_twilh s
What might you need? 200 s
o — e § Clen
/ pu Side.
R

1) Other PowerPoint Presentation.
Other File.

PowerPoint

ﬁ)rmat text and text box optu& Kl'o e i s oo headed\

——— . arrow over the box and drag.

SHAPEOPTIONS  TEXT OPTIONS

w M

Use the Action Settings button.

(3 2 Shape Fill =
e

Q"k ':_'Shape Outline ~
uic|

Styles Q@ Shape Effects -

[F}

Linking objects to other slides

(Click on an image or text box, to just link
that particular part to another slide, rather
than the whole slide.)

To resize find the two headed
arrow at each corner and drag.

S

Formatting

text boxes

Hypesiok 1o Side - -
e vt —




Most presentation applications offer built in themes: Choosing a

theme

B 1| | e
- [ v 3 - ==
BENEN B

@

There are several ways

: to insert sound:
Inserting

sound and
videos

Add a sound from a file. Record a sound file using
a microphone.

- — Cb
Sample file.mp3
: "' D ample file.mp
- . - -
T @ Sample file.m4a

Go to the slide where
you want sound.

® ® W © 9 4 0 @ = j§g = o
CERTRTTD e cnre

Slide Add a sound file.

transitions If your computer has

a microphone, record a
simple sound file.

E@H S B -
T3 HOME  INSERT  DESIGN | TRANSITIONS

N s = =

None Cut Fade Push

ANI|

You can change the sound

button on the slide. Animation Pane

b Play From

Preview

after you click a shape or when
media playback reaches a
bookmark.

Animations

Trigger: Sleep Aw;
You can set the sound to play 15 Secorond 1
v . N N » ot ch . automatically when the slide starts ] Ssadnie:
rs or ex r @}, r - e e b
ou can animate how an o _]eCt ¢-en.te S or exits, o you can a emphasts (e g. makre it c ange size o or on cllclung the button. ) Start After Previous
colour. You can even give it a trigger, so it only happens when a particular part of the slide
(e.g. a particular image or text box) is clicked.
Draw Design Transitions Animations Slide Show Review View Help Format Q Tell me what you want to do ’T[ E ‘D -
et .
> 8 5 " " - - a B = Symbo Vid Audi & Embed
- - A 1 : + =4 Animation Pane P Start:| On Click YOU. can insert Vldeo ina q“ft'm" “ "E° “_ o Re:c;ra:;g I:‘as:
¥ ] W ( 7 N Trigger ~ (5) Duration: 00.50 : P : . = Symbols & Online Vid Flash
ar Fade Fly In Float In Split Wipe Shape Add = Slmllﬂ.r WQH to 1"59”5'-“9 G.le.l.O. & srineneee
M Al ¥ Animation Painter @ Delay: 00.00 - 2 1 O/ Videoon My PC... 4 5
Animation 7 Advanced Animation Timing
- O ||
- b Trigger
- Set a special start condition for an
“ animation.
Lf o You can set the animation to start
k3




