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B8 Microsoft NASSCOM

Directorate General of Training

Add Slide Transitions > Add Same Slide Transition for All Slides

Just as in a movie, you can add visual effects between these slides, so that they fade,
wipe, and reveal the next slide in the sequence.

Slide transition effects help control the speed, add sound, and customise the properties
of transition effects and make the presentation more attractive.

Add Slide Transitions > Add Same Slide Transition for All Slides
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Directorate General of Training

To access Slide Transitions Click Transitions tab.
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Transitions tab gives you a list of options you can use

Add Slide Transitions > Add Same Slide Transition for All Slides
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B8 Microsoft

Directorate General of Training

Add Slide Transitions > Add Same Slide Transition for all Slides

Toadd slide transitions :

e Under Thumbnail, Select the Slide

¢  Click Transitions tab and choose the desired

transition

* If you need more transition, click the drop-

down arrow.

Add Slide Transitions > Add Same Slide Transition for All Slides

Toapply transitions to all slides :

e Under thumbnail, hold control key and select all the

slides
¢ Click Transactions tab
. Select the desired transition

implemented
*  Under the Timing tab Click Apply To All
* The effect gets applied to all slides.

Go to Preview tab and Click Preview to view the effect

-5, Sound: |[No Sound] - | Advance Slide

L) Duration: |01.00 -~ | N Mouse Click

||| 4 Apply To All | —| After |no:nﬁ.ﬁr
| Timing |
P Apply To ANl
Apply the current slide's transition
effects, and timing settings to the
entire presentation,
Home Insert Design Transitions

[F\") Subtie
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g L= [ 7 - f—
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Add Slide Transitions > Add Same Slide Transition for All Slides
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You can modify a transition by
changing its direction.

Transitions Animations Slide Show Review View Q Tell me...
To modify transitions: o . = ), Sound: [NoSound] -
. . - o '('_I !ﬁﬂ O Duration: 0100
»  Select the slide with the transition Fade Push Wipe Split -
. 5 Apply To All
yoU Want to mOdIfy Transition to This Slide | Timing
. . '-‘.l‘.- From Bottom

+ Click Effect Options —
+  Choose the desired option [ | fomien I

. Click Preview |7(:-I From Right

|-1'r-- From Top

Add Slide Transitions >Customise Select Slide Transitions

To add sound transitions :

), Sound: [(No Sound) [ Advance ide
© Duratio * Click
153 Apply T 100.00 -

* Goto Timing tab
. Click the Sound option
. Select the ‘no sound’ option.

Coi

Drum Roll
Explosion
Hammer

Whoosh
Wind
Other Sound.

To remove sound transitions: Loop Until Next Sound

*  Goto Timing tab

*  Click the Sound option EI |"i) Sound: [No Sound] 'J Advance Slide

e Select the ‘no sound’ option. ;f:t (© Duration: 0050 | 2 | [v] On Mouse Click
Options ~ I3 Apply To Al [} After. |00:00.00

Add Slide Transitions > Configure Transition Start and Finish Options
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Directorate General of Training

To add duration to slide:

+ Go to Timing tab in the Menu
bar Click the Duration box

» Type-in duration

* Preview it on the same tab

2 4, Sound: [MoSound] ~ Advance Slide
[~

G‘ Duration: 00.50

Effect =
Options~ -+ Apply To Al

Timing

v'| On Mouse Click
After: |00:00.00 .

Add Slide Transitions > Configure Transition Start and Finish Options
To advance slides automatically:

+ Goto Timing

»  Click After

+  Set the time to show the slide
automatically based on the

requirement.
@ 4 Sound: Camera  + Advan
@ Duration: ~ 00.50

v

ce Slide

| On Mouse Click

Effect e ;
Options * 3 Apply To Al V| After ‘01:15.005%

Timing
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Add Slide Transitions > Configure Transition Start and Finish Options

To advance slides manually:
* Go Timing ribbon, Check On Mouse Click

"JE}SQUHEI: [Mo Sound] *  Advance Slide

A
; (:B' Duration: 00.50 = %] On Mouse Click
ect P
Options ~ T3 Apply To Al be' [] After: |00:00.00 -
Timing

Add Slide Transitions > Configure transition start and finish options

To remove transitions :
Under the Transition to This Slide ribbon, Click None to remove the transition.

LN

Preview None Cut Fade Push Wipe Split 5 l':":"'-'“

| Transition to This Slide |

Preview
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Directorate General of Training

Add Animations > Animate Text and Graphic Elements

Adding animations to the text and
objects or images:

+ Makes the presentation very ]
attractive and beautiful

« Give the presentation the . :_
visual and sound effects

including movements

* Helps to focus on important

points, control the flow of l I
information, and attract your
audience’s interest PRESENTATION

Add Animations > Animate Text and Graphic Elements

Entrance || Emphasis

VAN

2 .

Motion

A Paths
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Directorate General of Training

Add Animations > Animate Text and Graphic Elements

Entrance effect:
+  Controls how the objects

should enter in the slide.
+ Examples effects are Appear, —
Fade. *: [ ﬁ’ W w X
Appear Fade Fly In Float In Split Wipe
e A A 2
> xR . S +*
Shape Wheel Random Bars Grow & Tum Zoom Swivel
¥
Bounce
Add Animations > Animate Text and Graphic Elements
Emphasis effect:
»  Emphasis important points. Emphasis
Pulse Calor Pulse Teeter 5pin Grow/Shrink  Desaturate
Darken Lighten  Transparency Object Color  Compleme..  Line Color
k' A il u B 3
Fill Color

A
A
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Directorate General of Training

Add Animations > Animate Text and Graphic Elements

Exit effect:

+ Controls how the objects
should exit from the slide.

+ Examples effects are Fade,

Split. W ﬂ' ﬁ = Y <k
Dssa;;pear Fade Fly Out Float Qut Split Wipe
e [0 § TV
¥ x * X ¥ %
Shape Wheel Random Bars Shrink & Tu... Zoom Swivel
¥
Bounce
Add Animations > Animate Text and Graphic Elements
Motion Paths effect:
Controls how the objects should move from the one place to other and the path.
Motion Paths
i — - i
| F \ \\'. ‘."-\\ ."'-".l Fd
: ‘o | N 5
i i
: A
Lines Arcs Turs Mapes Loops | Custom Path
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Directorate General of Training

Add Animations > Animate Text and Graphic Elements

To add animation:

Fe  Home Inset  Design mm_msm Rediew  View

e Select the text or object

«  Click Animation tab> Under Animation 2 x W 2 w
TEVRES hppear Fade Fhy In Float Ir Split
ribbon, Select the drop-down arrow o P : i @
+  Select the Preferred animation effect ;
T T
- Ey

Add Animations > Animate Text and Graphic Elements

« Slide will have a star mark

Object has a number which represents the sequence of animation

Star mark an the slide

Sequence of animation on object
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Directorate General of Training

Add Animations > Animate Text and Graphic Elements

Manage Animation Effect Option: REVISH S OVIiN T iateioemhatyo

. 4 Animation Pane

Trigger =
Add

Animation ~

e Select the object

e Click Animation > Under Advanced
Animation, click Effect Options > select the
preferred direction

= Animation Painter

person to walk on the
moon?

] .l‘r Who was the first

Add Animations > Animate Text and Graphic Elements

To add multiple animations to an
object:

»  Select the object

« Click Animation tab> Under

person to walk on the
Advanced Animation ribbon

] ™ Who was the first
moon?

+ Click Add Animation > select
the preferred animation
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Directorate General of Training

Add Animations > Animate Text and Graphic Elements

To modify Emphasis Effect Options:

+  Select the object with
animation

+ Click Animation > Under
Advanced Animation ribbon,
click Animation Pane> The Season
Animation Pane gets opened
on the right side.

+ Expand the animation >
Select Effect Options

Who'wos the first

person to walk on the
moon?¢

Add Animations > Animate Text and Graphic Elements

When an object has more than one animation, each animation effect will be represented by a
number.

Who'wus the first

person to walk on the
moone '

Numbers indicate the sequence of animation.
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Directorate General of Training

Add Animations > Animate Text and Graphic Elements

To animate using Motion path:

*  Select the object

*  Click Animation

. Expand Add Animation

. In Motion Paths Select the Preferred animation
effect, E.g. Arcs

*  Motion path gets added with an indication of Green
marker for beginning point, and Red marker for End
point.

*  Dragand adjust the beginning and end path as
needed.

Add Animations > Animate Text and Graphic Elements

« To rotate the effect, click the
bar near the center of the
effect.
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Directorate General of Training

Add Animations > Animate Text and Graphic Elements

To modify / apply an effect which is
not in the default list:

SideShow feview Vew Hep fomat Matak Q Tel mewtatyounantiodo

1. Select a new object in the slide

which does not have animation - S n n

2. Click Animation tab > expand g X x
Advanced Animation ribbon, « kX ;
click More Entrance Effects ® %

Add Animations > Animate Text and Graphic Elements

To animate using Motion path: Change Entrance Effect P [ |
+ Change Effect pop up Basic 2
window appears. s B s
3k Box Sk Checkerboard
+  Check Preview Effects option S Grde Sk Diarnond
to have preview before # FyIn _
applying 3 Peekin B pius
3% Random Bars B split
»  For this example, select S swos S Wedge
Dissolve In > Click OK S Wheel S Wipe
Subtle
@ Expand ¥ Fade
,f Swivel { Zoom
Moderate
# Basic Zoom #* Center Revolve
#* Float Down #* Float Up =
[] preview Effect | ok | [ conce
\ -
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Directorate General of Training

Add Animations > Animate Text and Graphic Elements

To animate group of text:

» Select a paragraph in text box

» Click Animation> select Zoom j_g'PRINGFIFl D BALLERS

Drear Sease

» Click Effect Options > select By
Paragraph

Add Animations > Animate Text and Graphic Elements

*  To have a quick preview, in Animation ribbon, click —

o P Start On CQlick *  Reorder Animation
Preview : T :
& Duration: 02.00 v || & Move Earlier
* You can also select the Play button from the ey 0000 5| v Move Later
Animation Pane. Timing
“ | Animation Pane v X
E '..-
* [17* Picture 2 C_ 1
el 2% Picture 2 =

@ Provide a fun famil
& Value
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Directorate General of Training

Add Animations > Animate Text and Graphic Elements

Animate using Animation Painter:

e Select the object

e Click Animation > Under Animation
ribbon, Select the Preferred animation

*  To copy the animated object, Click
Animation Painter

e  Click on object where you want to
paste the animation

SideShow  Review  View

G s + T Animation Pane

¢y _ % M= o
HA swer: Neil Armstrong # Wb | e | S2 LlEe | M o
T L L ] .

Optiors = Animatio

g

L

Add Animations > Order Shapes, Images, and Text Boxes

* Let us draw a blue color triangle
and a yellow rectangle one over
the other as shown.
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Directorate General of Training

Add Animations > Order Shapes, Images, and Text Boxes

To send an object behind:

*  Select the rectangle

* Do right click > Click Send to Back > Select Send
Backward

*  Notice the yellow color rectangle sent behind.

& cu
By copy
[ Paste Options:
(3 (&
18 growp >

TJy Bringto Front >

B2 Send to Back 2| Ty sendtoBack

Add Animations > Order Shapes, Images, and Text Boxes

To bring an object Forward:

*  Select the rectangle

* Do right click > Click Bring to Front > Select
Bring Forward

*  Notice the yellow color rectangle is at front
again.

& Cu
(B copy
[B Paste Options:
(o &
TE] Edit Text
L% Edit Points
)] >
T2, Send to Back >| Lk Bring Forward
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Directorate General of Training

Add Animations > Order Shapes, Images, and Text Boxes

+ Let us draw an orange color circle
above these two objects.

Add Animations > Order Shapes, Images, and Text Boxes

To send objects Back:

*  Right click on Orange circle

*  Click Send to Back > select Send to Back

*  Now, the orange circle is behind of other
two objects

& Cut
M Copy
[ Paste Options:

(B &
TE] Edit Text
L3 Edit Points
Gl »
IH. Bring to Front: >
I 3 Send to Back .l 2 Send to Back

@ Link > [Q) Send Backward
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Directorate General of Training

Add Animations > Order Shapes, Images, and Text Boxes

To bring objects to front:

*  Right click on Orange circle

*  Click Bring to Front >Bring to Front

* Now, the orange circle is above other two
objects.

& cut
[ Copy
[) Paste Options:
(B &
[El Edit Text
{3 Edit Points
B -
I )y Bring to Front mlh_, Bring to Front I

E-'b Send to Back > | [y Bring Forward

Add Animations > Order Shapes, Images, and Text Boxes

To Connect line between objects:

1. Draw circle and rectangle

2. Click Insert > Click Shapes > Select line

3. Connect the middle green marker of the
circle to the middle of the rectangle

s I =" - N
B - om. = 11 | Bcesin
Pictures: Scresnahot  Pheto fsmanin Cran | g My ek~
5, Album -
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Directorate General of Training

Add Animations > Group Shapes, Images, and Text Boxes

To group objects:

*  Select the drawn circle, rectangle and the
arrow mark
*  Right click >Group >Group

—

& Cu
& Copy
[ Paste Optians:
& &0
EC ET
F3y Bring to Front » |
23 Send to Back »

Add Animations > Group Shapes, Images, and Text Boxes
To animate grouped objects:
+  Select group

+ Click Animation tab> under Animation ribbon, select Appear

File Home  Inset  Design  Transitions ShdeShow  Review

Ll (R A S |

Previen Haone Appear Fade Fhy I Float In Spht :

e
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Directorate General of Training

Add Animations > Group Shapes, Images, and Text Boxes

*  To view the animation, under Advanced i i
Animation, select Animation Pane Animation Pane
*  Asyou can note the animation get applied

. b Play From
to the entire group.

e To preview, click Play From [ 10) 3% Group 12 B |
Animations Slide Show Q Tell me what you want to do...
N| = =H—‘* 2™ Animation Pane |
- . Trigger ~ L
lor Pulse Teeter Spin _| FEffect Add
Options~  Animation ~
ation " | Advanced .l.nimat:onl
Add Animations > Group Shapes, Images, and Text Boxes
To rename the animated image: m T
/A -l 1 Send Backward ~ .
+  Select the object A A s A P
»  Click Shape Format tab, Under Arrange ' > T =
ribbon, Click Selection Pane >Selection e ection -

Pane appears
*  Double click on the preferred object > Type
new name > Press Enter

L EREEEREE




=% Microsoft

Directorate General of Training

Add Animations > Configure Animation Effects

Timing animation effect:

Fle  Home It Desgn

Select an object with animation > click

Animation tab > under Advanced *
Animation ribbon, click Animation ;«lw
Pane =

Trensions ideShow  Review  View Help Q) Tell e whatyouwantto do

b/ D Sttt OnClick |+ Reord

. Tigger= ODuaton 050 3| A M
GowShirk Tansparey B Add A —
Avimation Opeay. 00
sansin sl oy
16005 U BRI 09 g T S A3 a2 10123 040§ LR IR AR )

Arimation Pane

. Morph

A Morph makes smooth animatons and oect movements i your ]
presetation. You use twosriarsides to perfom the o

Y animation,buttooks o your audience ke th action happens
B anoreside

~ Playthe ideo on the ight o se¢ a quick eampl.

¥ Morhis asubscigion-ony feature.fyou haveanOffce 365
o subscripton, ou an ty tyouse it testeps n the et
K slide.

Add Animations > Configure Animation Effects

* Inanimation pane, select the animation
that you want to change

* InTiming ribbon, in Start, change from
On Click to After Previous

¥ Start: |On Click = || Reorder Animation

) Duration: |01.00
(%) Delay:  |0D.00
Timing

T} Durati On Click

P Start: |With Previous : Reorder Animation

After Previous

b Start After Previous |*| Reorder Animation

& Durati On Click t}

With Previous

& Move Earlier

;_‘.I Delay

After Previous

| Animation Pane vx
> Pay
1% Picture 2 [ |
| % Pctre 2 |

b Start: i\'\'lth Previous (5 Reorder Animation

L) Durati On Click

(% Del (®) Delays, With Previous
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Add Animations > Configure Animation Effects

To change animation Duration:

1. In animation pane, select the
animation f!gﬂﬁnimation Pane| b Start: On Click *  Reorder Animation
2. In Timing ribbon, Click Duration, o Trigger ~ |@ Duration: 0200 2 | 4 Move Earlier

type-in the required value. Note » Y Animation Painter | (%) Delay: 00.00 v Move Later
anced Animation I Timing I

that it is in seconds.

“ | Animation Pane v %
| fgpewer  [] |
[ pawe2 ] IZI]]’

Add Animations > Configure Animation Effects

Add delay between animation:

1. In animation pane, select the - .
P Start: After Previous = Reorder Animation

animation that you want to change
'?; Trigger = O Duration: 0100 5 | & Move Earlier
2. In Tlmlng I’Ibeﬂ, In Delay’ type'm ‘f’;-;nimati-:n Painter |® Delay: 00.25 :!} w Move Later
the delay in seconds nced Animation Timing
Animation Delay v X
Play the animation after a certain
number of seconds.
1.4 Picture 2

m Picture 2 m
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Directorate General of Training

Add Animations > Configure Animation Effects

+ Inthe Animation Pane, right click
on the animation effect that you Y

want to remove and then click on | [ play

Remove. | 1 Ovdld
2 Rectargle 3
[ 35 Rectangle 3

MY Start On Click

LA

& Start After Previcus
ffect Options
Timing

Hide Advanced Timelne

| Bemove

g

Add Animations > Configure Animation Effects

»  Select the object

« Click Animation tab > Under
Animation ribbon, Click None : ' i
K| % r X .

Hone Appéar Fade Fly In

Ty
Anmaticn
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Directorate General of Training

Add Animations > Configure Animation Effects

Select the animation number that appears on

the object and press delete key from keyboard.

To remove animation from multiple objects,
select all objectives and press delete key.

B Who was the first

person to walk on the
moon¢ '

Add Animations > Configure Animation Effects

To turn-off all animations:

Click Slide Show > Under Set Up
ribbon, Click Set Up Slide Show

Under Show options, select
Show without animation > click
OK

Sct U Show R [T pmt | |
Show type Show shdes
@ Presented by a speaker (full screen) L)
Browsed by an individual (wirdow) Erom: 2 To:
Browsed at a kiosk (full screen)
e
Loop continucusty untl ‘Ese' [anualy
Show without pamation 9 Lsing tmings, if present
Mg morsors
Pen colr: - Disploy shde show gn:
Laser pointer color: | |~ Primary Moritor -
| Show Presenter View
To show a laser ponter during shde show, hold down the Ctrl key and press the left mouse
button.
=
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Directorate General of Training

Add Animations > Configure Animation Paths

To view Animation Timeline:

In Animation Pane, right click
on animation > select Show
Advanced Timeline.

In the timeline, you can view

The type of animation such as
Entrance, Emphasis or Exit;

How long the animation will
play; and

What is the sequence

1979 e Question text: Who wa...

29y Question text: Who... _—I

Bl ste

| Show Advanced Timeline |

Bemave =
Add Animations > Reorder Animation on a Slide
To reorder animation sequence:
+ In Animation pane, select the —
animation that you want to reorder 3;_ Animation Pane b Start: On Click ~ | Reorder Animation
7 Trigger ~ O Duration: 0200 ; | & Move Earlier
* In Timing ribbon, Click Move , S Animation ainter | (P)Delay: 0000 5 1
Earlier / MOVe Later, as needed anced Animation Timing
‘1 Animation Pane' v X
| Play
' 13% Picture 2 [] '
|| 2 7 picture 2 C_] Qll
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Directorate General of Training

Add Slide Transitions > Key Takeaway

* Add transitions which help to fill
the gap between one slide to other
during a presentation

+ Add transitions to one or multiple
slides

*  Modify the direction of the
transition by using effect options

»  Control the timing of the transition
as per the requirement

» Add Sound effect to the transition

There are four major animation effects

Using the features available in MS PPT you can:

Entrance
Emphasis
Exit

Motion path

Add animations to objects

Modify the animations

Animate using motion path

Group shapes, images, and text boxes
Animate grouped text

Copy animation from one object to the other
Time your animation as per need

Remove and reorder animations

Thank you

(> =} P o=
Pl HOME  INSERT  DESIG
= X Cut

{2 Copy -

= Ne
¥ Format Painter  gjiga -

Paste

You have successfully completed this e-learning module.

ENGLISH (NDIA

Thank you!

Thank you!




