
Animations  
 

CǊƻƳ ǘƘŜ !ƴƛƳŀǘƛƻƴǎΣ ǘŀōΣ ǎŜƭŜŎǘ ǘƘŜ άMoreέ ōǳǘǘƻƴ όŘǊƻǇ Řƻǿƴ ŀǊǊƻǿύΦ ¸ƻǳ Ŏŀƴ ǘŜǎǘ ŜŀŎƘ ŀƴƛƳŀǘƛƻƴ 

and apply it to a specific slide.  

 

.Ŝ ǎǳǊŜ ǘƘŜ ǎƭƛŘŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŀŘŘ ǘƘŜ ŀƴƛƳŀǘƛƻƴ ǘƻ ƛǎ ƘƛƎƘƭƛƎƘǘŜŘΦ  
!ŦǘŜǊ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ŀƴ ŀƴƛƳŀǘƛƻƴΣ ȅƻǳΩƭƭ ƴƻǘƛŎŜ ŀ άǎǘŀǊ ǎǘǊŜŀƪέ  
has been added to the outline view.  
 
You can view the appearance of the animation within the presentation 
ŀǎ ŀ ǿƘƻƭŜ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά{ƭƛŘŜ {Ƙƻǿέ ǘŀō ŦǊƻƳ ȅƻǳǊ ǊƛōōƻƴΣ ŀǎ 
described earlier.  

 

 

 

Add Scrolling Credits  
Scrolling text can be an effective means of ending or beginning a presentation. (ÅÒÅȭÓ ÁÎ 

ÉÄÅÁ ÏÆ ×ÈÁÔ ÉÔ ×ÉÌÌ ÌÏÏË ÌÉËÅȣ  



 

 

1. Start a new slide. Set a background color or design theme if you wish.  

2. In a single text box, 

ÔÙÐÅ ÔÈÅ ÌÉÓÔÅÄ ÉÔÅÍÓ ÙÏÕȭÄ 

like to include in your 

scroll, making additions 

and changes as needed 

(relocating the text-box, 

adding an additional 

textbox as a header, etc). 

Be sure to place space 

between each lined item in 

your list, so it has the 

scrolling effect.  
2 



 

 

 

 

 

 

 

 

 

 

 



1. Click on the desired text so that it becomes selected.  

 

2. Select the Animation tab  
from your ribbon.  
 

3. 3ÅÌÅÃÔ Ȱ#ÕÓÔÏÍ !ÎÉÍÁÔÉÏÎȱ 

4. 3ÅÌÅÃÔ Ȱ!ÄÄ %ÆÆÅÃÔȟȱ  
Ȱ%ÎÔÒÁÎÃÅȟȱ Ȱ#ÒÅÄÉÔÓȱ 
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5. 2ÉÇÈÔ ÃÌÉÃË ÏÎ ÙÏÕÒ ÁÄÄÉÔÉÏÎ ÁÎÄ ÃÌÉÃË Ȱ4ÉÍÉÎÇȢȱ !ÄÊÕÓÔ ÔÈÅ ÄÅÌÁÙ ÔÏ ς ÓÅÃÏÎÄÓ ÁÎÄ 

select OK.  

 

6. 4ÅÓÔ ÙÏÕÒ ÃÒÅÁÔÉÖÉÔÙ ×ÉÔÈ ÔÈÅ Ȱ0ÌÁÙȱ ÏÐÔÉÏÎȢ  
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4ÈÅ ÆÉÎÁÌ ÐÒÏÄÕÃÔȣ  



Adding SmartArt  

SmartArt is a feature in Office 2007 that allows you to choose from a variety of graphics, 

including flow charts, lists, cycles, and processes.  To add SmartArt: 

¶ Click the Insert Tab  

¶ Click the SmartArt  Button  

¶ Select the Graphic that best fits your need.  

 

¶ Click on OK   

 

 
 

 



 

 

 

Graphics 
Adding graphics can seriously improve the appearance of your presentation ς ŀŘŘƛƴƎ ŀ ƭƛǘǘƭŜ άƻƻƳǇƘέ ǘƻ 

the presentation as a whole. Many computers come pre-loaded with a variety of clip art. However, with 

the web at our fingertips, you are exposed to millions and millions of different images.  

From the Insert tab, select Clip Art.  

 

 

 

Immediately, a sidebar will pop up on the right hand side of your slide.  

 

 



 

 

 

¦ǎŜ ǘƘŜ ά{ŜŀǊŎƘ CƻǊέ ōŀǊ ǘƻ ōŜƎƛƴ ǎŜŀǊŎƘƛƴƎ ŦƻǊ ŎƭƛǇ-art. Again, depending on  
the clip-ŀǊǘ ŀǾŀƛƭŀōƭŜ ƻƴ ǘƘŜ ŎƻƳǇǳǘŜǊ ȅƻǳΩǊŜ ǳǎƛƴƎΣ ȅƻǳǊ ǊŜǎǳƭǘǎ ǿƛƭƭ ǾŀǊȅΦ  
Lƴ ǘƘŜ ŜȄŀƳǇƭŜ ƘŜǊŜΣ ǿŜ ŎƻƴŘǳŎǘŜŘ ŀ ǎŜŀǊŎƘ ŦƻǊ ά/ƻƳǇǳǘŜǊέ ŀƴŘ ǊŜǘǳǊƴŜŘ  
quite ŀ ŦŜǿ ǊŜǎǳƭǘǎΦ ²ƘŜƴ ȅƻǳΩǾŜ ŘŜŎƛŘŜŘ ƻƴ ŀƴ ƛƳŀƎŜΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ƛǘΦ 
  



 

 

Notice: Since adding an image to your slide, we now have an additional tab ς Picture Tools: Format. 

aƛŎǊƻǎƻŦǘ hŦŦƛŎŜ ŦƻǳƴŘ ƛǘ ǾŀƭǳŀōƭŜ ǘƻ ŀŘŘ ǘŀōǎ ƻƴƭȅ ǿƘŜƴ ǘƘŜȅΩǊŜ ƴŜŜŘŜŘΦ ¢Ŝǎǘ ǘƘƛǎ ƴƻǿΦ Click away from 

your image and notice the Picture Tools: Format tab disappears. If you click back on the image, the 

Picture Tools: Format tab returns. Smart, eh?  

bƻǿ ȅƻǳ ƘŀǾŜ ȅƻǳǊ ƛƳŀƎŜ ŀƴŘ ȅƻǳΩǾŜ ǇƭŀŎŜŘ ƛǘ ǿƘŜǊŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƘŀǾŜ ƛǘΦ tŜǊƘŀǇǎ ȅƻǳΩŘ ƭƛƪŜ to change 

the color ς no problem! Be sure your image is selected (you can see the end-points around the image).  

From the Adjustment 

section of your Picture 

Tools: Format tab, select 

the Recolor button. A 

dropdown menu will 

appear giving you 

multiple options. Pick the 

ŎƻƭƻǊ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǳǎŜΦ  

 

A cool feature with 

images on PowerPoint is 

that you can have them 

άƘƛŘŜέ ōŜƘƛƴŘ ŜȄƛǎǘƛƴƎ 

text. Consider using the 

By doing so, the image becomes part 

of the content on our slide. We can 

adjust the location by clicking and 

dragging to the desired home. You 

can also adjust the size by clicking 

and dragging any one of the end 

points on the image.  

End-points  



άArrangeέ ǎŜŎǘƛƻƴ ƻŦ ȅƻǳǊ Picture Tools: Format tab. As before, be sure the image is highlighted. Select 

άSend to BackΦέ  

 

 

 

 

See the difference?  

 

Get Online 

As mentioned, as long as you have an internet connection, you can access artwork  
online ς ōȅ ǎŜƭŜŎǘƛƴƎ άClipart on Office Online.έ 
 

 

 

 

 

 

 

 

 



 

Click to Add Notes 
Perhaps you have something ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎƘŀǊŜ ƛƴ ȅƻǳǊ ǇǊŜǎŜƴǘŀǘƛƻƴ ōǳǘ ƛǘΩǎ ƴƻǘ ǎƻƳŜǘƘƛƴƎ ȅƻǳΩŘ ƭƛƪŜ ǘƻ 

ŀŘŘ ŀǎ ŎƻƴǘŜƴǘΦ ¸ƻǳ Ŏŀƴ ŀƭǿŀȅǎ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǘƘŜ άNotesέ ǎŜŎǘƛƻƴ ƻŦ ȅƻǳǊ ǇǊŜǎŜƴǘŀǘƛƻƴΦ 

²ƛǘƘ ǘƘƛǎΣ ǘƘŜ ǇǊŜǎŜƴǘŀǘƛƻƴ Ŏŀƴ ōŜ ǇǊƛƴǘŜŘ ƛƴ άNotesέ ǎǘȅƭŜ ǎƻ ǘƘŀǘ ȅƻǳ Ƴŀȅ have a print-out reflecting 

ǘƘŜ ƴƻǘŜǎ ȅƻǳΩǾŜ ŀŘŘŜŘ ƛƴ ŀŘŘƛǘƛƻƴ ǘƻ ŜŀŎƘ ǎƭƛŘŜΦ  

 

Just as it says ς ŎƭƛŎƪ ǘƻ ŀŘŘ ƴƻǘŜǎΦ !ŘŘ ŀǎ ƳǳŎƘ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎ ȅƻǳ ƴŜŜŘΦ  ²ƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ ǇǊƛƴǘΧ   

 
 

 

 


