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Intermediate Power Point
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Add a website hyperlink
1. Copy & Paste the website URL address onto the slide


2. Press the Enter key to have address automatically hyperlinked


3. If the address is long, and you want to replace the hyperlinked text, do the following:
( Right-click the hyperlinked URL address
( Select Edit Hyperlink
( Type the text that you would like to appear in the “Text to Display” box
( Click OK
Add animation to text or objects
1. Right-click on one of the bulleted list items… select Custom Animation


2. On the right-side of the screen, click the Add Effect button
(


3. To change the properties of any animation, click the pull-down arrow of the item
(
( NOTE: You can also drag the item up or down to change the order


Emphasize detail with a “zoom” effect
1. Insert an image onto the slide

2. Copy/Paste the picture that is already on the slide


3. Click the Lightning Bolt icon… select Undo Automatic Layout


4. Place the top image directly over the duplicate image


5. Click the Crop tool to crop the desired area of the image------------------------------(


6. Right-click the image… select Custom Animation

7. Click the Add Effect button… select Entrance… choose Appear


8. Click the Add Effect button again… select Emphasis… choose Grow/Shrink


9. Click the Size pull-down arrow… change Custom 150% ( 300%


10. Click the Add Effect button again… select Exit… choose Fade


Add a slide transition



1. Right-click the slide (outside of the placeholders) 
(


2. Choose Slide Transitions


3. Make your selection on the right-side of the screen

Insert a picture into an autoshape



1. Click the AutoShapes button (bottom-left corner of screen)
(


2. Select a shape


3. On the slide, click and drag to draw the shape
(
( NOTE: Holding the Shift key will keep it proportional


4. Right-click the shape… choose Format AutoShape


5. Click the Color pull-down arrow… choose Fill Effects


6. Click the Picture tab… click Select Picture… choose a picture file


7. Click OK… click OK again (the picture will be inserted into the shape)
(
 

Add text to an object
1. Click the AutoShapes button (bottom-left corner of screen)
(


2. Select a shape


3. On the slide, click and drag to draw the shape
(
( NOTE: Holding the Shift key will keep it proportional


4. Right-click the shape… choose Add Text

Type your text
(
( NOTE: You can format this text just as you would in Word (font, style, size, etc.)

Recolor a Microsoft clipart image





1. From the top menu, click Insert… select Picture… choose Clipart


2. Search and choose the image you would like to insert
(


3. If you do not like the default colors of the image, you can recolor the image…


4. On the bottom toolbar menu, click the Recolor tool
(
 

5. Click any of the pull-down arrows to replace the selected color


6. Notice how the colors on the clipart change as you make your changes
(


7. When you are satisfied with the changes, click the OK button

Hello!
















