PowerPoint Lesson #4

In PowerPoint, you can animate text (words) and objects (pictures) so that they all appear on a slide at different times and have different effects.  It makes your presentation look professional and organized!
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To Animate text and objects
1. In normal view, display the slide that has the text or objects you want to animate.

2. On the Slide Show menu, click Custom Animation, and then click the Effects tab. 

If you are animating a chart created in Microsoft Graph, click the Chart Effects tab

3. Under Check to animate slide objects, select the check box next to the text or object you want to animate.

4. Under Entry animation and sound and Introduce text (if you are animating text), select the options you want. 

For Help on an option, click the question mark 
5. Repeat steps 3 and 4 for every object you want to animate.

6. Click the Order and Timing tab.

7. To change the order of animation, select the object you want to change under Animation order, and then click one of the arrows to move the object up or down in the list.

8. To set the timing, select the object and then do one of the following: 

To start the animation by clicking the text or object, click On mouse click. 

To start the animation automatically, click Automatically, and then enter the number of seconds you want to have elapse between the previous animation and the current one. 

9. To preview animations, click Preview. 

Tip   A quick way to create basic animation is to select the object you want to animate (in normal view), click the Slide Show menu, point to Preset Animation, and then click the option you want.
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