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PowerPoint helps you create presentations that include text, graphics, sound, and animation. Your 
presentation can run on your computer automatically, or accompany your comments during a meeting. It 
can be as simple as a photographic slide show, or as complex as a corporate fi nancial forecast — complete 
with animations, tables, and charts.

Task Pane Overview
The Task Pane gives you easy access to common PowerPoint functions. Use the Task Pane to create a new 
presentation; copy and paste text and graphics; do a fi le search; choose a slide layout, design, or transition; 
choose a color or animation scheme; or create custom animation.

To show the Task Pane: choose View|Task Pane. The most recently opened Task Pane appears.

To switch to another Task Pane: click  on the Task Pane title bar and choose a different Task Pane (e.g. 
Slide Layout or Slide Design) from the menu. Click  or  to see the most recently viewed panes.

To hide the Task Pane: click  on the Task Pane title bar.

To switch off the Task Pane autodisplay: clear the Show at startup checkbox  on the New Presentation 
Task Pane. The Task Pane will not appear the next time PowerPoint starts.

Customizing the Main Window
To show or hide a toolbar: choose View|Toolbars. Choose a toolbar (e.g. Drawing) from the menu.

To move a toolbar: click the toolbar handle  and drag the toolbar anywhere within the toolbar 
area. To move a fl oating toolbar, click and drag its title bar. Double-click the title bar to place the toolbar in 
the toolbar area automatically.

To add an icon to an active toolbar: choose Tools|Customize. In the Customize dialog box, click the 
 tab. In the Categories list, click a category. Click an icon in the Commands list and drag it to the 

toolbar. Click .

To remove an icon from an active toolbar: choose Tools|Customize. Click and drag the icon from the 
toolbar to the Customize dialog box. Click .

To resize work areas: position the mouse pointer on a splitter bar (see above). When the pointer becomes 
a double-headed arrow , click and drag the bar.

Menu Bar

Standard Toolbar 
Ask a Question 
Help Box

Task Pane
See Task Pane
Overview, below

Slide Pane

Notes Pane
Drawing Toolbar
See Drawing Lines and Shapes, page 4

Views Buttons
See Slide Views, 

page 2 

Outline and Slide 
Tabs Pane

See Slide Views, 
page 2

Splitter Bar
See To resize work 
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Slide Design Basics

Using Slide Layouts and Templates
Layouts and templates determine how your presentation 
looks. Take time to review the various layouts and 
templates available before creating your presentation. 
You can modify any layout or template to your liking.

About Slide Layouts 
Each slide in a presentation has a layout with one or more placeholders. 
Placeholders are containers in which you insert text or other content, such as 
charts, tables, and video clips. Select layouts from the Slide Layout Task Pane 
(see Task Pane Overview, page 1). There are three basic kinds of layout.

Editing a Placeholder 
With a slide displayed in the Slide Pane, click anywhere inside a placeholder to 
select it. This allows you to resize or move the placeholder.

To resize: position the mouse pointer on any resizing handle  until the 
pointer becomes a double arrow . Click and drag the handle.

To move: position the mouse pointer on the placeholder border  until 
the pointer becomes a four-headed arrow . Click and drag the border.

To change fi ll or border color: select a placeholder, then choose Format|

Placeholder. In the Format Placeholder dialog box, click the  tab, 
then choose options from the Fill and Line areas.

Tip: Use the other tabs in the Format Placeholder dialog box to apply precise 
formatting to a placeholder — such as height, width, rotation, and position.

About Templates 
Design Templates:

The Slide Design – Design Templates Task Pane contains ready-to-use templates 
that include predesigned color schemes, backgrounds, and fonts (see Task Pane 
Overview, page 1). You can apply these templates to your entire presentation 
to give it a professional look, and ensure consistency from slide to slide. Here’s 
an example of the same slide layout (see About Slide Layouts, above) with two 
different templates applied.

Content Templates:

A content template is similar to a design template but includes a suggested 
layout for the presentation. See Using the AutoContent Wizard, page 3.

Using Presentation Masters
All presentations have Masters that contain basic design elements, such as 
title fonts and bullet list styles. Use your Masters to make minor changes 
across your entire presentation or to format notes and handouts.

Modifying the Slide Master
Choose View|Master|Slide Master to display the Slide Master. Once you’ve modifi ed 
the Slide Master (see illustration below), click  on the Slide Master 

View toolbar to apply the changes to your presentation.

� To change your presentation’s title style: click the Master title and edit text 
size, color, font, etc. See Changing the text font and Changing the text size, page 4.

� To change text styles: click any text level, then edit text size, color, font, etc. 

� To change bullet styles: click any text level, then choose Format|Bullets and 

Numbering. In the Bullets and Numbering dialog box, choose a style and click OK.

� To set bullet and paragraph indents: choose View|Ruler. Click inside the text 
area, then drag the bullet indent markers  to set bullet indents for text levels 
1–5. Drag the top of the paragraph indent marker  to set paragraph indents, or 
drag the bottom  to move the bullet and paragraph indents in unison.

�  To change the background color of all slides in your presentation:  
choose Format|Background. In the Background dialog box, choose a color from the 
drop-down list and click .

� To add a logo to your presentation: choose Insert|Picture|From File, then 
select your company’s logo in the Insert Picture dialog box and click . 
Click and drag the logo to position it on the Master. 

Note: Your other Masters can be modifi ed in the same manner as your Slide Master. 
Choose View|Master|Handout Master or View|Master|Notes Master.

Slide Views
The View icons are at the bottom left of the PowerPoint window.

Normal View ............................................................................. View|Normal

Click the  or  tabs to view outline text or slide 
thumbnails. Use the Slide Pane to edit slides and the Notes Pane to add speaker notes.

Slide Sorter View .............................................................. View|Slide Sorter

Use this view to resequence, duplicate, and delete slides. To resequence 
slides, click and drag them to a new location. To duplicate a slide, click it and press 
CTRL+D. To delete a slide, click it and press DELETE.

Slide Show........................................................................... View|Slide Show

Click to run your slide show, starting from the current slide. See Rehearsing 
and Running Your Presentation, page 6.

Text only Multimedia content only Text and multimedia content

Text layout with 
placeholder selected

Logo

Level one bullet indent

Level two bullet indent

Level one paragraph indent

Level two paragraph indent

Click to close the Slide 
Master editor

�

�

�

�

�

�
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Creating Presentations

Creating a Presentation with 
New Content
The New Presentation Task Pane gives you several 
options to start building your presentation.

Choose File|New or switch to the New Presentation Task Pane (see Task Pane 
Overview, page 1). Choose one of the following options:

Using Blank Slides 
1. Click  Blank Presentation. The Slide Layout Task Pane opens, and the 
default title slide appears. If you don’t want to use the default title slide to 
begin your presentation, choose another layout from the Slide Layout Task Pane 
(see About Slide Layouts, page 2).
2. Click one of the slide’s placeholders, and type your title text. Alternatively, 
click the  tab and type text beside the thumbnail image.
3. Click  or press CTRL+M to insert another slide, then choose a 
layout from the Slide Layout Task Pane to give the slide the appearance you 
want. Depending on the layout you choose, your slide can contain a combination 
of text, pictures, tables, charts, and animations. See Drawing Lines and Shapes, 
page 4, and Placing Graphics, page 5.

To save: click  or choose File|Save. If you are saving your presentation for 
the fi rst time, the Save As dialog box opens. Choose a folder, type a name for 
your presentation, and click .

Using a Design Template 
1. Click  From Design Template. The Slide Design Task Pane opens, and the 
default title slide appears.
2. In the Slide Design Task Pane, scroll down in the Apply a design template 
window and select a template (see About Templates, page 2). The template’s 
background, color scheme, and font style are applied to the slide.
3. Click one of the slide’s placeholders, and type your title text. Alternatively, 
click the  tab and type text beside the thumbnail image.
4. Click  or press CTRL+M to insert another slide. The Slide Layout 
Task Pane replaces the Slide Design Task Pane. Choose a layout from the Slide 

Layout Task Pane to give the slide the appearance you want. Your slide can 
contain a combination of text, pictures, tables, charts, and animations.

To change the template for slides you’ve already created: click the 
 tab and select the slide to which you want to apply a new template 

(press and hold CTRL to select multiple slides). Switch to the Slide Design - 

Design Templates Task Pane. Point to the design template you want to apply, 
click  beside it, then choose Apply to Selected Slides. The template is applied 
only to the slides you selected.

To save: click  or choose File|Save. If you are saving your presentation for 
the fi rst time, the Save As dialog box opens. Choose a folder, type a name for 
your presentation, and click .

Creating a Presentation with Existing Content
You can base your new presentation on a presentation that you’ve already 
created, or have PowerPoint design and outline a presentation for you.

Basing a Presentation on an Existing Presentation 
1. Choose File|New to open the New Presentation Task Pane. Click  Choose 

Presentation. The New From Existing Presentation dialog box appears. 
2. Locate and select the PowerPoint fi le on which you want to base your new 
presentation. Click . The existing fi le opens as a new presentation.
3. Edit the presentation and add slides to it as described in Using Blank Slides, left 
column. Make further design changes by changing the template (see To change the 
template for slides you’ve already created, left column) or by modifying the Slide 
Master (see Modifying the Slide Master, page 2).

Using the AutoContent Wizard 
1. Choose File|New to open the New Presentation Task Pane. Click  From 

AutoContent Wizard. The AutoContent Wizard dialog box appears.

2. Click , then follow the Wizard’s instructions to begin building your 
presentation. For example, if you want to create a presentation for an employee 
orientation session, click  and choose Employee Orientation.
3. Click  to advance through the Wizard, and choose your output, title 
and footer options.
4. Click . The dialog box closes and your new presentation appears. 
Edit the presentation and add slides to it as described in Using Blank Slides, 
left column. Make further design changes as necessary by changing the template 
(see To change the template for slides you’ve already created, left column) or by 
modifying the Slide Master (see Modifying the Slide Master, page 2).

Adding Existing Slides to Your New Presentation 
If you are creating a new presentation, you can reuse individual slides (such 
as charts or diagrams) from an existing presentation. Start by creating a new 
presentation with blank slides, a design template, or the AutoContent Wizard, then 
insert slides from other presentations.
1. With your new presentation open, switch to Normal View (see Slide Views, page 
2) and click the  tab. Your slides appear as thumbnail images.
2. Click the space between two slides where you want to insert a slide from 
an existing presentation. A blinking horizontal cursor appears, indicating the 
insertion point.
3. Choose Insert|Slides from Files. The Slide Finder dialog box appears.
4. On the  tab, click . The Browse dialog box appears. 
5. Locate and select the presentation that contains the slide you want to insert into 
your current presentation. Click .
6. In the Slide Finder dialog box, select the old slide you want to insert into your 
new presentation (press and hold CTRL to select multiple slides). Click .
7. PowerPoint inserts the slides into your current presentation. The Slide Finder 
dialog box remains open. Repeat steps 2–6 to insert additional slides. Click 

 when fi nished.

Slides that have no design and no layout. 
See Using Blank Slides, below.

Choose a template with a predefi ned layout and 
color scheme. See Using a Design Template, below.

Let PowerPoint help you decide your content. See 
Using the AutoContent Wizard, right column.

Use a previously created presentation as a template. 
See Basing a Presentation on an Existing Presentation, 
right column.

These are the elements on 
which the wizard bases the 

presentation. 
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Adding Text and Shapes

Inserting and Formatting Text 
Text can be contained in placeholders, text boxes, WordArt, or AutoShapes. 
Click and select any text to edit it.

Selecting text: position the cursor at the beginning of the text you want to select, then click and drag 
to highlight the text. 

Adding text to a blank placeholder: click inside the placeholder and type or paste the text. See About 
Slide Layouts, page 2 and Copying and Pasting, page 5.

Adding a text box: click  on the Drawing toolbar (see To show or hide a toolbar, page 1), click the 
slide where you want to add text, then begin typing. The text box resizes automatically to fi t your text.

Adding a text box with fi xed dimensions: click  on the Drawing toolbar, then click and drag on the 
slide to draw the text box border. Release the mouse button, then type the text. When the text reaches 
the text box border, it automatically wraps to fi t the text box.

Rotating a text box: click the text box to display its rotation handle. Position the pointer over the 
rotation handle  until the pointer becomes a . Click and drag the handle to rotate the text box.

Resizing or moving a text box: resize or move a text box as you would a layout placeholder. See Editing 
a Placeholder, page 2.

Creating bulleted or numbered lists: highlight the text you want to turn into a bulleted or numbered 
list. On the Formatting toolbar, click  for a bulleted list or  for a numbered list. 

Inserting a non-bulleted or non-numbered line into a list: at the end of a bulleted or numbered line, 
press SHIFT+ENTER. The cursor moves to the next line. Type text on the new line, then press ENTER to 
continue the bulleted or numbered list.

Changing the text font: select the text. On the Formatting toolbar, click  beside the Font box 
 and choose a font. To apply font attributes, click  or press CTRL+B (bold), click  

or press CTRL+I (italics), or click  or press CTRL+U (underline).

Changing the text size: select the text. On the Formatting toolbar, click  to make the text bigger or 
 to make it smaller. Continue clicking until you get the text size you want. Alternatively, click  beside 

the Font Size box  and choose a specifi c point size.

Changing the text color: select the text. On the Format toolbar, click  next to  and choose a color 
from the menu. Alternatively, choose More Colors from the menu, then choose a color from the Colors 

dialog box and click OK.

Making text changes throughout a presentation: modify the Slide Master. See Modifying the Slide 
Master, page 2.

Pasting text from other programs into PowerPoint: see Copying and Pasting, page 5.

Using WordArt
WordArt is a type of text box with built in graphic effects.

To add WordArt: on the Drawing toolbar, click . In the WordArt Gallery dialog box, choose a WordArt 
style and click OK. In the Edit WordArt Text dialog box, choose a font and a font size, type your text, then 
click OK. The WordArt is inserted into your slide. To edit WordArt, double-click it and make the changes 
in the Edit WordArt Text dialog box or select it and use the WordArt toolbar that appears. Unlike a normal 
text box, you cannot make changes to WordArt with the Formatting toolbar.

To change WordArt text color: click the WordArt object you want to change. On the WordArt toolbar, 
click . In the Format WordArt dialog box, click the  tab and choose a color from the 
Color drop-down list. Click OK.

Adding Text to an AutoShape (see Drawing Lines and Shapes, right column)

To embed text in a shape: click the AutoShape to display its borders, then begin typing.

To place text on top of a shape: add a text box (see Adding a text box with fi xed dimensions, above), 
then position it on top of the AutoShape (see Resizing or moving a text box, above).

Drawing Lines and Shapes
With the Drawing toolbar, you can add lines and 
shapes by drawing them freehand or choosing 
AutoShapes to guide you. Press CTRL+G to show or 
hide guides while drawing.

  Lines and Simple Shapes
Click a button, then click and drag on the slide to draw 
a line, arrow, rectangle, or oval. Double-click the button 
to insert more than one of the same object. Press SHIFT 

while drawing to create perfect squares and circles, or 
press CTRL to draw shapes starting from their centers.

  AutoShapes
Choose an AutoShapes type (e.g. Basic Shapes) from the 
menu, then choose a specifi c shape from the sub-menu 
(e.g. ). Click and drag on the slide to place and size 
the AutoShape. Press and hold SHIFT before placing the 
AutoShape if you want to size it proportionally. Press and 
hold CTRL to size the AutoShape starting from its center.

  Line and Arrow Styles
Select any line you’ve already drawn (see above). To 
change the line’s thickness click  and choose an 
option (e.g. 3 pt). To change dash or arrowhead styles, 
click  or  and choose an option.

  Fill and Border Colors
Select any line or shape you’ve drawn. Click  beside  
to choose the interior color and pattern, or click  beside 

 to choose the border color and pattern.

  Shadow and 3-D Effects
Select any line or shape you’ve drawn. To add a shadow 
effect, click  and choose a shadow style. If you want 
to adjust the shadow shape or change its color, choose 
Shadow Settings and use the Shadow Settings toolbar. 
To add a three-dimensional effect, click  and choose 
a style. If you want to change perspective, lighting, 
or refl ectivity effects on your 3-D objects, choose 3-D 

Settings and use the 3-D Settings toolbar.

Arranging and Rotating Shapes
To rotate a shape: click the shape to display its rotation 
handle. Position the pointer over the handle  until the 
pointer becomes a , then click and drag it. If you want 
to rotate the shape in increments of 90o, click  
then choose Rotate or Flip|Rotate Left or Rotate Right.

To fl ip a shape on its axis: click the shape, click , 
then choose Rotate or Flip|Flip Horizontal or Flip Vertical.

To move an overlapping shape into the foreground 
or background: right-click the shape and choose 
Order|Bring to Front or Order|Send to Back.

To group several shapes as a single object: press 
CTRL, click the shapes to select them, then right-click and 
choose Grouping|Group.
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Placing Graphics 
Tables, charts, and pictures can be inserted into any 
slide to illustrate data and make your point visually.

Adding a Table
To insert a basic table: click  on the Standard toolbar, click and drag across 
the grid until the table is the correct size (e.g. 3 x 4 Table), then release the 
mouse button. Alternatively, click  on any slide placeholder, type the number 
of rows and columns in the Insert Table dialog box, and click OK.

To draw a custom table: click  on the Standard toolbar. The Tables and 

Borders toolbar appears and the pointer changes to a drawing tool . Click and 
drag on the slide to draw the table’s outside border, then release the mouse 
button to insert the table. Click and drag within the table’s outside border to 
draw cells. Click anywhere outside the table to fi nish.

Adding a Chart or Graph
1. Click  on the Standard toolbar, or click  on any slide placeholder. A new 
chart and datasheet appear.

2. Click inside any cell to edit the sample headings and data. If you prefer to 
import your data from an Excel spreadsheet, choose Edit|Import File, select the 
fi le from the Import File dialog box, and click .
3. If you don’t want to use the default chart style, click  beside  in the 
toolbar and choose a style from the menu. For more detailed options, choose 
Chart|Chart Type, select options from the Chart Type dialog box, and click OK.
4. If you want to make general formatting changes to your chart, choose 
Chart|Chart Options and use the Chart Options dialog box. To make formatting 
changes to a specifi c component (such as the background, data series, or plot 
area), right-click the component and choose Format from the pop-up menu. 
Click OK to apply the formatting changes.
5. Click outside the chart area when fi nished. You can make further edits to the 
chart at any time by double-clicking it.

Adding a Diagram
1. Click  on the Drawing toolbar, or click  on any slide placeholder.
2. In the Diagram Gallery dialog box, click a diagram type (e.g. Organization 

Chart), then click OK.
3. Type text into the diagram elements, and use the Diagram toolbar to make 
changes to the diagram (e.g. add new shapes, change layout). The toolbar’s 
functions vary slightly according to the kind of diagram you’re creating.
4. Click outside the diagram area when fi nished. You can make further edits to 
the diagram at any time by clicking it.

Adding a Picture or Video Clip
1. Choose Insert|Picture|From File to add a picture or Insert|Movies and Sounds|

Movie from File to add video.
2. In the Insert dialog box, locate and select the picture or video clip you want 
to insert, then click OK.

Tip: If you’re having trouble fi nding the fi le you want, use the Basic Search Task 
Pane (see Searching for Files, right column).

3. Rotate or resize the border as you would a text box (see Inserting and 
Formatting Text, page 4).

Searching for Files 
Use the Search Task Pane to fi nd and list Microsoft Offi ce fi les on your 
computer hard drive or company network that match the keyword you 
specify. You can then open the listed fi les easily and copy selected content 
into your current presentation.

1. Choose File|Search. Alternatively, open the Task Pane (see Task Pane Overview, 
page 1), click  on the title bar, and choose Search.
2. In the Search text box, type one or more search keywords. These can be fi le 
names or words that appear within the fi les.
3. In the Search in box, click  to display a list of searchable folders and drives. 
If you want to search all available drives and folders, click the Everywhere checkbox 

. Otherwise, click checkboxes to search specifi c folders (e.g. My Documents). 
Click  or  to expand or collapse folder views.

4. In the Results should be box, click  to display a list of fi le types. If you 
want to search all Offi ce fi le types, click the Anything checkbox . Otherwise, 
click the checkboxes for the specifi c fi le types you want to search (e.g. Word Files, 
PowerPoint Files).
5. Click . The Search Results Task Pane appears and the search begins. 
When the search is complete, all fi les matching your criteria are listed. To perform 
another search or modify your present search, click .
Tip: If your search results list too many fi les, narrow the search by typing more 
words in the Search text box (e.g. “report marketing august” instead of “report”).

6. Click any listed fi le to open it in its native application.

Copying and Pasting 
You can copy text and graphics from other Offi ce fi les to the Clipboard and 
paste them into PowerPoint slides. The Clipboard holds up to 24 items. 

To copy text and images into your PowerPoint presentation:

1. Open the fi le from which you want to copy text or images (see Searching for 
Files, above).
2. Select a piece of text or a graphic, then click  or press CTRL+C. Repeat as 
necessary to copy multiple items to the clipboard.
3. Switch back to your open PowerPoint presentation by 
clicking its task button (e.g. ) on the 
Windows Taskbar.
4. Position the cursor in your PowerPoint presentation 
where you want to paste items from your clipboard.
5. On the Clipboard Task Pane, click the text or graphic 
you want to paste into your presentation. To paste all 
items, click .

Note: If the Clipboard Task Pane is not visible, choose Edit|Offi ce Clipboard.

To clear an item from the Clipboard: position your mouse pointer over the item 
you want to delete, click , and choose Delete. Click  to delete all items 
from the Clipboard.

To set Clipboard display options: click  at the bottom of the Clipboard 

Task Pane and choose an option from the list.

Graphics, Search, and Clipboard

Click inside cells to edit chart data

Click checkboxes 
to specify which 
folders to search

Click checkboxes 
to specify which 
fi le types to 
search
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Adding Slide Transitions 
Use transitions to add effects, such as fading to black, between two or more 
consecutive slides as they are being shown in a presentation.

To add a transition to two or more slides: click the  tab, select any 
number of slides, then choose Slide Show|Slide Transition. On the Slide Transition 
Task Pane, choose a transition effect from the Apply to selected slides list.

To add the same transition to all slides: choose Slide Show|Slide Transition. On 
the Slide Transition Task Pane, choose a transition effect. Click .

Rehearsing and Running Your Presentation 
Rehearse your narration before presenting in front of a live audience. You 
can record how long it takes you to give each part of your presentation, and 
use this timing to run your presentation automatically.

To rehearse your presentation:

1. Choose Slide Show|Rehearse Timings. Your presentation starts, and the Rehearsal 

toolbar appears.

2. Rehearse your narration at a normal speaking speed, pausing when appropriate. 
Click to advance through your slides and animation sequences. As you rehearse, 
PowerPoint records your timing for each part of the presentation. When your slide 
show ends, click  to save your timing — your presentation will now run 
automatically based on this timing. Click  to discard the timing.

To run your completed presentation: choose View|Slide Show or press F5. To 
advance the slides, click the mouse or press the spacebar. While the presentation 
is running, right-click to open the control menu. To switch to a black screen, choose 
Screen|Black Screen. To stop the presentation, choose End Show or press ESC.

Sharing Your Presentation
To package your presentation to run on another computer: choose File|Pack 

and Go. When the Pack and Go Wizard appears, follow the instructions then click 
 to package the presentation.

To publish your presentation as a Web page:

1. Choose File|Save as Web Page. The Save As dialog box appears.
2. Choose a location from the Save in drop-down list. 
3. Type a name for your presentation in the File name fi eld. Click  to 
edit the title that appears on the browser title bar when your presentation is viewed.
4. Click . The presentation and all supporting fi les are saved.

Tip: To ensure that older browsers can display your presentation, click  
and choose options in the Browser support area of the Publish as Web Page dialog box.

To print handouts: choose File|Print and choose Handouts from the Print what 

drop-down list. Choose the number of slides per page and the order, then click OK.

Animating Objects and Text 

You can add animation effects to text and images 
to emphasize them or guide your viewers’ attention 
through the presentation.

To apply a standard PowerPoint animation scheme to selected slides:

1. Click the  tab, select any number of slides, then choose Slide 

Show|Animation Schemes.
2. In the Slide Design Task Pane, choose an animation scheme from the Apply to 

selected slides list.

To apply a standard PowerPoint animation scheme to all slides:

1. Choose Slide Show|Animation Schemes.
2. In the Slide Design Task Pane, choose an animation scheme from the Apply to 

selected slides list, then click .

To apply a custom animation:

1. Select an image or piece of text on one of your slides, then choose Slide 

Show|Custom Animation.
2. In the Custom Animation Task Pane, click  and choose one of the 
following:
    Entrance: to make the text or object enter the slide with an animated effect.
    Emphasis: to add an animated effect that occurs as the slide is viewed.
    Exit: to make the text or object leave the slide with an animated effect.
    Motion Paths: to make the text or object move on a predetermined path.
Choose a specifi c effect from one of these four categories. You can add as many 
additional effects as you like to the image or text.

3. Choose options from the lists at the 
top of the Custom Animation Task Pane to 
fi ne tune the effect. For additional start, 
direction, and timing options, position 
your pointer over the effect, click , 
and choose Effect Options.

Editing or Removing Animation Effects
Click the  tab, select the slide on which you want to change the 
animation effects, then do one of the following:
To change the sequence of multiple 
animation effects: select an effect in 
the Custom Animation Task Pane, and click 

 or  at the bottom of the pane 
to reposition the effect. Reposition other 
effects as necessary until they are listed 
in the order you want them to occur.

To remove an effect: select an effect on the Custom Animation Task Pane and 
click  at the top of the pane.

To change an existing effect: select the effect on the Custom Animation Task 
Pane. Click  at the top of the pane, then apply a new effect as 
described in To apply a custom animation, above.

Previewing Your Animation Effects
1. Click the  tab and select the slide you want to preview.
2. Click  at the bottom of the 
Custom Animation Task Pane. Your 
animation effects are displayed as they 
will appear when you run the complete 
presentation. The duration of each effect 
is shown at the bottom of the pane.

Animating and Sharing Presentations

Advance to next slide

Pause and resume

Total time for current slide

Repeat current slide

Total time of presentation
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