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TUTORIAL,
· Creating Bar Chart
· Animated Images and Sound
· Clips Online
· Motion Path
Creating Bar Chart
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For this slide we’ll be creating a bar chart that shows what jam/jelly folks like the most in their peanut butter sandwiches.  To create this type of slide we’ll start by clicking-on the same image we did for Slide 3.  In the lower right corner of your screen you should still see the image to the right- Text and Content Layouts .  Click-on the left image as you did before.
The center portion of your screen should look like the one at the top of Page 9.

Click on the Click to Add title text box and type: Why use strawberry jam?
Click on the ( Click to add text box and type:
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100 Children and adults were surveyed to find out what goes best with peanut butter.  33 Selected grape jelly, 11 honey, 46 strawberry jam and 10 sliced bananas (you don’t have to tap enter, as this is one long statement).

Now we’ll make a graph to show the survey data.
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In the right side area of the slide we’ll click on the center small icon in the top row (it looks like a bar chart – see arrow at right).  When you click-on this icon the images on the next page will appear.
At the top of the slide you will see an image that looks like the one below.  This is called a datasheet.  If you have used any spreadsheet (like Microsoft Excel) you will be familiar with this format.  If not, it won’t be a problem for what we are going to do.
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Below the above image, you will see an image like the one on the right.  The data in the above image created the bar chart you see to the right.  As you enter data you will see the chart on the right change to reflect your data entries.
We are going to enter data for our graph in the Datasheet (at the top of this page). Your Datasheet should now look like the one at the top of the next page – when you have entered the data.  Click-on the box with “East” and replace “East” with (type-in) Grape, then “West” with Honey, “North” with Straw, and in the blank cell (box) below Straw enter Banana.  Now, click on “1st Qtr” and type-in Best.  Now click-on the cell (box) in the “A” column next to Grape and enter 33, then by Honey enter 11, by Straw enter 46, and by Banana enter 10.  After you have entered the 10, click at the top of your datasheet on the word Best. 
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Note:  As you are changing the labels and numbers you’ll see the graph that appeared with this datasheet changing to reflect the changes.  This is an interactive graph.  Really neat – you can see your graph “forming” as you type.  

We want a simple graph that “fills” our graph area, so we need to delete the rest of the columns.  To do this, put your cursor on the B in the Gray area at the top of the Datasheet.  Click and hold down the left mouse button and drag right (over the Gray B, C and D) until B, C and D are highlighted (as shown below).  Release the mouse button.  Your Datasheet should now look like this:
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Now tap the Delete key on the keyboard and the columns you have highlighted will disappear.

Your Datasheet should now look like this:
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Click the small “X” in the upper right hand corner of the Datasheet.  
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If you did everything right, your graph should look like this:

Every now and then you might make a mistake in the Datasheet.  If you have “closed” the datasheet, as we did above (when we clicked-on the small X), you can get it back by clicking-on the Datasheet button below the Menu Bar.  
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This is the Datasheet button 

You may or may not desire to alter the appearance of your graph.  It should be OK.  However, the graph may need some adjusting, so that all of the “words” show completely.  You may want to change the size of the graph “box.” To do this, click-on one of the “grabber” boxes on the side, or corner (like you did previously), and drag the side or corner until the graph gets larger or smaller.  If you make the graph wider, the word “Best” will move to one line.  Click-on the legend (the small box with the grape, honey, etc. inside) and move that whole box to the top right hand part of the graph figure to make it more legible.  Work with the various “parts” of the graph until it looks OK.  If you make any changes, click-away from the graph to “turn off” the “box” around the graph – so you can see the new slide button.

Save your work!

Animated Images and Sound
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In PowerPoint 2003 you can have images that “move!”  These are called animated images.  You can insert an animated Clip Art image on any slide.  Most of the time, when you get comfortable with PowerPoint, you’ll want to insert an image and then move and size the image as you desire.  To do this you’ll need to click-on Insert in the Menu Bar, and then click-on Picture in the drop down menu, and then move the cursor over Clip Art and click-on Clip Art.  Your screen should look like the one below.

[image: image23.png]Search

Al colectons

My Colletons
Offce Collections
Vieb Collectons




[image: image24.png]Search

Al colectons

Results shouid ber

Allmeda fle types

ype:
Cip Art
Photographs
Movies
Sounds





[image: image25.png]8] organize cips.
5 Ciparton Offce Orine
@ Tios forfncing cps




When you click-on Clip Art the first time, you may see a screen that asks if you want to organize your Clip Art.  This is a good idea.  So, click-on OK.  You will see a series of screens that indicate that this is being done.  It may take a few minutes, so please be patient.  This will help you as you become more experienced with using Clip Art in any of the Office 2003 modules.
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Once again, you’ll notice that the area on the right side of the screen has changed to assist you to do the next task – inserting Clip Art.  Notice that the image on the left indicates Clip Art at the top.

For those of you that have used Microsoft Clip Art 95, 97, or 2000 this will be a noticeable change.

Notice the two selections under Search In: and Results should be:  All collections and All media file types.  Click-on the small down pointing arrows on the right side of each of these selections (see arrows at left).

When you click on the triangle for All collections you will see:
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When you click on the triangle for All media file types you will see:
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These two areas:  Search in: and Results should be: indicate (by the check marks in ALL the little boxes) that you desire to search EVERYWHERE. This makes sense at this point.  Later, as you become more skilled in Clip Art selection, you can just check the boxes you desire.
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We’ll “get into” sounds later, but now is a good time to learn about Motion Clips or Animated Clips.  First we’ll do a search to see if we can find a cartoon motion clip that might fit into our Peanut Butter and Jelly theme.  Look at the upper portion of the right side of the screen again.  First, we’ll do a Clip Art search for cartoons and “hope” we get a motion/animated image.

So, type-in cartoons in the area under Search text:

Then click-on the Go button.
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A screen similar to the one on the left will appear on the right side of your screen.
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Notice in the lower right corner of each image that there is either no “symbol” or there is a “small yellow star symbol.”  This yellow star indicates that the clip art that the search found animated.  If you don’t see the star, this indicates that the image is not animated.  

If none of your images have a star, not a problem.  We’ll select an image you like, and later show you how to find animated images you like, and add them to your personal Clip Art collection.
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To “see” more about an image, move your cursor over the “right edge” of an image.  We chose the seal balancing a ball on its nose (as indicated below).  You will see a light blue bar appear on the right edge of the image with a small down pointing arrow.  Move your cursor over the arrow and click-on it.
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When you click-on the arrow, an image similar to the one at the top of the next page will appear.
From the image on the right you can see that the drop down menu furnishes you with a number of selections.
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Move your cursor over Preview/Properties and click-on this selection.
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This image gives specifics on the Clip Art picture you chose.  If this is an animated image, you will see the animation moving in the left preview area. 

This is a handy feature where you can check the many details of any image you select.

[image: image42.png]


When you are finished looking at Preview/Properties, click-on the Close button in the lower right corner.

Clips Online
Since we may not have found an animated image for this slide, let’s try something else – Clips Online.  Even if you found an animated clip – try this too!

You can go online from the Insert ClipArt Menu Screen and get even more clip art.  Not only is everything in the ClipArt Gallery available – but even more!  
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If you look at the bottom right of your Clip Art Task Pane area, you will see the image to the right.  Notice that one of the selections is Clip art on Office Online.  Move your cursor over Clips Online and click-on it.

It will take a few moments, but the Microsoft Office Online screen will load.  Your screen will look similar to the one below.  This image changes everyday with new Clip Art updates.
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Look at this screen carefully as it contains “all kinds of neat information.”  On the left there other links to interesting Microsoft sites.  In the middle, you’ll see the “image of the day” and current clip art collections – they keep with the seasons.  On the right you’ll se some of the most popular clip art collections and some neat Quick Links.  We frequently “get lost” on this page as we spend so much time clicking on these links.  But for this tutorial, we’ll concentrate on clip art.
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Look at the top right corner of the Microsoft Office Online screen.  It will look like the image to the right.  We’ll use this portion of the screen to search for some animated clip art.  

Notice that there are a whole lot of arrows pointing to areas in the right corner.  The top-left arrow points to a down pointing arrow, click-on this arrow.  The drop down menu screen indicates that, when we do a search, that it will find all of the images and sounds in the drop-down menu (bottom arrow).  Notice the middle top arrow points to the “white area” – we typed cartoons in this area – so that we can search for them again.  Go ahead and type anything you like to search for in this white area. We’ll stick with cartoons for now.  Then notice the green arrow in the upper right corner (far right arrow points to it).  If you move your cursor over the green arrow, the Help Text box that appears will indicate “Click to search.”  Go ahead, after you enter what you want to search for, and click the green arrow.
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A menu screen similar to the one below will appear.  
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Notice all the arrows in the image at the bottom of the last page.  The left arrow confirms that we did a search for “all media types.”  The middle arrow confirms that is was for “cartoons.” And the right arrow indicates that there are more images to be viewed if we click the Next button.

[image: image53.png]S @ Maosot Offce Orlne &
& Abstract F
& Academic
& Agricuiture
& Aimais

& A

By Actroloay

L)
&R

ap





Now look closely at one of your images (like the one on the left).  Notice the small square below the image.  If you desire to download this image to your computer, simply click in the little square
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If you move your cursor over the right edge of the image, you will see the familiar blue area with the down-pointing triangle (see arrow at right).  If you click-on the blue area a drop down menu will appear like the one you see to the right.  If you click-on Properties, you will see an enlarged menu screen like the one below.  
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You could also, simply move your cursor over the image until you see the “little pointy hand” and click the left mouse button.  Both methods will cause the screen below to appear.
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The Properties Screen above will furnish all of the details on the image. When you have finished looking at the image, click the “red X” in the upper right corner of the Properties screen (see arrow above).

If you see any image that you desire to save on you computer, simply click-in the small box below that image.

We clicked-in the small box below the Alarm Clock and two “things” happened immediately.  As soon as the check mark appeared, the two images below changed a bit. 
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When the check mark appeared below the clock, the blue bar at the top of the screen indicated Download 1 item.

On the left side of the screen the Selection Basket area – now indicates that there is one item to download.

As you select more images, these two areas will change to show the number of images you have selected.
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As you move through the images, by clicking the Next button in the upper or lower right corners of the screen, you will notice that animated images “move.”  You’ll also see little speakers indicating sounds.
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If you’re like us, we’ve clicked through about ten to fifteen screens, and we don’t see any of the image moving – indicating animation.  So, let’s take care of this by “refining” our search.
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We’ll continue to search for cartoons, but only “look” for animated clip art.  To do this we’ll need to go back to the Search area at the upper right corner of the Microsoft Office Online Clip Art Screen.  Click-on the down pointing arrow (see top arrow on the image above).  The Media Types drop down menu will appear.  Move your cursor over Animations and click-on Animations.  Now click-on the green arrow again (see right arrow above) to start a new clip art search.  You should now only see animated clip art.  Every clip art image should be moving!
As indicated above, click-in the small squares below any image that you would like to download.  Click the Next arrows to see more clip art.  As you click, the number of downloads 
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We found a “dancing pig” and “smiling sun” that we liked.  You’ll see that we put check marks below these two images so that we can download them.

You search until you find some Clip Art images you like.  Check any of the boxes below the images you select.  

We’ll now download the images you selected to your computer.
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If you look at the top of your Microsoft Office Online Clip Art screen you will see the number of Clip Art images that you selected to download.  
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You will also see the same information on the same information on the left side of your screen.  
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To download the images, move your cursor over either of the Download 2 items (or however many items you chose) and click the left mouse button (see arrows above and to the right).

A Download screen similar to the one below will appear.  We chose two images, so our screen indicates “2.”  Your screen will indicate the number of images you selected for downloading to your computer.

When you see this screen, follow the instructions in the box on the image below.
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When you have read over this screen, click the Download Now button.


The Download instructions in the box on the last page indicated that you should click the Open button if prompted.

So, if the screen on the right appears, click the Open button.


When the download is complete, a screen similar to the one on the left will appear.  There are several things to notice here.

First, look at the top of the screen it indicates:  Collection list.  This is important – you’ll see why in a few minutes.

Notice that Downloaded Clips has been “expanded” to show all of the little yellow folders below it.

Next, you see the images that you downloaded on the right side of your screen.  Since these are animated images, notice the “yellow star” in the lower right corner of the images.  This indicates that the image is animated.  This is not shown here, but we’ll look at the right side in a moment.

Notice that the Fantasy folder is highlighted in gray – on our screen. This is very hard to see, so look carefully.  Another folder, under Downloaded Clips may be highlighted on your screen.  It depends on the clips you download.  This is very important as this is where your downloaded images are located. Notice there are a lot of folders that can “hold” clips in the Collection List.  

Sometimes, if you’ve forgotten where a clip was downloaded, you’ll need to double-click quickly on several of the Downloaded Clips folders to find the clip you want.

When you are ready to insert a clip in your presentation, move your cursor over the right side of the animated image you wish to insert, and click-on the small down arrow.  

In the drop down menu that appears, select Copy.

This will place the image on your Clip Board.  You are now ready to paste the image into your slide.

In the upper right corner of your Microsoft Clip Organizer screen you will notice three small boxes.  The one on the left has a “dash,” the one in the middle a “little square,” and the one on the right a “X.”  These buttons allow you to make your Clip Organizer screen bigger (the square in the middle), close this screen so it “goes away” (the “X”).   We’ll click on the dash (see arrow on right). You’ll notice that the screen seems “to disappear” into the blue bar at the bottom of the screen.  This Blue bar is called the Task Bar.  If you need to use the Microsoft Clip Organizer again, simply click on it - in the Blue Bar.

You should now see your slide again.   Click the RIGHT mouse button.  When the drop down menu appears, click-on Paste.  You will now see your animated image in the center of your slide.

We’ll move the image to the lower right corner of our slide.  Move your cursor over your image and you will see the cursor change to a four-headed arrow (see image on left and above).

When you see the four-headed arrow, click and hold down the left mouse button, and move your image to the lower right corner of your slide.


If you desire to make the image larger or smaller, move your cursor over one of the little circles on one of the corners.  You’ll see your cursor change to a two-headed arrow.  When you see the two-headed arrow, click and hold down the left mouse button and move your two-headed arrow to make the image larger or smaller.

If you “grab” the circles in the middle of the top, bottom, left or right sides of the image, and move them, you will either make your image “skinny” or “fat.”  So, most of the time, it’s best to use the corner circles.

One more “thing” about Clips Online
If you don’t want to go through the Clips Online downloading clips process, you can use the procedure below.  This procedure “connects” to Clips Online through the Collection List.
Make sure that you are “on-line” and logged in through your modem on network cable.
Move to the bottom of the Clip Art Task Pane on the right side of your screen and click-on Organize clips… 

At the bottom of the Collection List screen (on the left), you will see a Web Collections Folder.  Click-on the little plus sign ( + ) to the left of the Web Collections folder (see arrow on left). 

Notice, when you click on the “+” to the left of Web Collections, a folder named Microsoft Office Online now appears below Web Collections (like the image below).


Click-on the small plus sign “+” to the left of Microsoft Office Online.  

The Collection List Task Pane for the entire Microsoft Office Online will now appear.   

We clicked on Animals (see image and arrow below).  The Clip Art images to the right of animals appeared.  You can insert these images just like you did on page 27.  In essence, you are “live-on-line” in the Microsoft Office Online.  Some folks find this method easier to use when downloading a specific clip – than the one we just showed you.  You choose the one you like.

After you have clicked-on Copy, close the Microsoft Clip Organizer by clicking on the small “X” in the upper right corner of the Clip Organizer screen.

You may see a Microsoft Clip Organizer information screen appear (like the one below) which asks if you desire to retain images on your Clipboard. 
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Answer “Yes” if this screen appears.

Selecting the correct Task Pane

An Important Note:  Anytime you desire to insert Clip Art into your presentation look at the bottom of the right side of the screen and you’ll see the image to the right.  You can go to your clips in the Organize Clips…, or go to Clip art on Office Online. 

If you do not see this Clip Art Task Pane on the right side of your screen, you can move to that Task Pane by clicking-on the small down triangle at the top left corner of the current Task Pane.  In the image on the left we are in the New Presentation Task Pane.  We want to go to the Clip Art Task Pane.  When we click the small down triangle, a drop-down menu appears that will allow us to select Clip Art.  When you click-on Clip Art, the Clip Art Task Pane will appear and you can then select either Organize clips…or Clip art on Office Online – the one you like best.


For Next Slide we’ll be using a Title Only Template.   

So, click-on the slide template in the upper right corner of the Apply slide layout:  Text Layouts screen (see arrow at right)

Click in the Click to add title box and type: Enjoy your sandwich!  
Now, let’s make the letters larger.  Highlight your title (Enjoy your sandwich!) by placing your cursor at the beginning of the first word, click and hold down the left mouse button and drag it across the words, then release the left button.  The Title should be highlighted it should look like the picture below.  Since you are “really” in Microsoft Word when you are working with text in PowerPoint 2003, you can also place your cursor on Enjoy your sandwich! and quickly click the left mouse button three times and you will notice that the phrase is highlighted (just like the ruby slippers in Wizard of Oz – but you won’t go to Kansas!)



First, we’ll change the font for the text.  Click-on the down triangle next to Arial in the button bar at the top of the screen.  Use the elevator bar, on the right of the font screen that appears, and move down and select Times New Roman (see picture and arrows at right).

Next, place your cursor on the small down triangle next to a number in the button bar (when your cursor is on the number, the Text Help box will indicate Font Size – see the image and arrow on the right).  Click on the down triangle and scroll down to 60 and click on 60.  You text should now be larger than before.  

You can do this to any text in your PowerPoint presentation. 

Save your work!
AutoShapes

We’re now going to try something new – a technique for adding clever shapes and a few “secret” things to our slides.

First, point the cursor away from the Title box and click the left mouse button.  This is called “clicking away.”  This will “turn-off” the square “box” around the Title.

Look at the bottom of your PowerPoint screen.  A Drawing Toolbar, like the one below, should be there.
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This Drawing Toolbar normally loads when PowerPoint loads.  If you see the toolbar, go to the top of the next page – and a toolbar that indicates AutoShapes.  If you do not see the toolbar, do the following:



Click-on View in the Menu Bar.  When the menu list appears, move the cursor down to Toolbars.  Look at the Toolbars drop down list.  Notice that, normally, the first two selections (Standard and Formatting) have a small check mark in front of them.  This indicates that these toolbars are visible on the screen.  Look further down the list until you see Drawing.  

Since you were unable to see the Drawing Toolbar, there should be no check mark to the left of Drawing.  If you do not see a check mark, click-on Drawing.  The Drawing toolbar will appear at the top, side or bottom of the screen.  It will look like the tool bar at the top of this page

.

If you see a check mark, then the Drawing Toolbar is probably on your PowerPoint screen, just in a different place. If you see the checkmark, point away from the drop down menu, click the mouse, and look for the Drawing Tool bar (normally at the bottom of your screen).  


Click-on AutoShapes and a small pop-up box of shapes will appear.



Move up and down the pop-up menu box and notice the different shapes that appear next to each choice.  Then, click-on Callouts.  Click-on the far right callout in the top row (Cloud Callout).  When you have clicked, the cursor will change to “cross hairs” when you move it into the slide area. 

Move the cross hairs up to the area just below the title.  Click and hold down the left mouse button, and drag down and to the right about one inch. Release the button.  A cloud shape should appear similar to the one below.

If you don’t see the cloud shape – try again.  If your cloud is very small, use the sizing techniques on Page 27 to make it larger.
Drag this Cloud callout to the upper right corner of your screen just under your title (move your cursor over the Cloud until you see the four arrow shape, click and hold down the left mouse button and drag the cloud).  
Enhancing the presentation

Not too spectacular?   Let’s spice it up!

Click-in the cloud.  Then, type the word WOW!  You will see WOW! appear in the cloud.  It’s sort of like a “hidden” text box (this is the secret!).  Click the left mouse button in front of WOW!, hold down the left mouse button, and drag across WOW! to highlight the word.  Or, since you are in Word, triple-click quickly on WOW! and WOW! will be highlighted. 


Click-on Format in the Menu Bar and then click-on Font.

The Font Menu screen will appear.  
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Change the Font, Font style, Size, and Color.  Bold or Italicize if you want.  Be as creative as you desire and then click-on OK.  If WOW! is “too big” for your Cloud, simply “grab” one of the corners, or sides (as we explained on Page 27), and make the cloud larger.

From now on you can “change” any of your text using this method.

Save your work!

Now that we have a cartoon cloud box (like in the comic-funny papers) that says WOW!, we need to add a comic character (clip art) to be saying this phrase.  So, back to add clip art.

You’ll need to have the Clip Art Task Pane visible on the right side of your screen.  If it is not there, follow the instructions on Page 30.


Once the Clip Art Task Pane is on the right side of your screen, well once again go to Clip art on Office Online (like we did on page 20).


We thought we’d search for animated people, so we typed-in people then chose Animations (as you can see in the image on the right).  

We then went through the pages, as we did before, and chose several images we liked.  You do the same.  Choose several images that you like.  If you want to search for images other than people, great - go for it!



We then clicked on Download (so many) clips (like pictures at the right), then clicked-on Download Now.   We then clicked-on Open and were taken to the Microsoft Clip Organizer screen.  Please look at your Clip organizer screen carefully.  On the left side it will indicate the folder in which the clips will be saved (all of this was covered on Pages 25 to 27).



Choose a clipart image that you like and click the small down triangle on the right side of the image.  When the drop down menu appears, click-on Copy.  


Then close the Microsoft Clip Organizer by clicking on the small “X” in the upper right corner of the Microsoft Clip Organizer screen.  Don’t forget to also click the “X” on the Microsoft Office Online screen if it is also visible.

Next move your cursor over your slide and click the RIGHT mouse button.  In the pop-up menu that appears, select Paste.  Your image will now be somewhere on your screen.  You’ll probably have to drag it down and to the left and make it larger (like we did on Page 27).  Go ahead and do that now.  When we finished, our slide looked like the one below.

Motion Paths

PowerPoint 2003 has some really neat features that you might like to try.  You can “trace a path” for an image to follow around or across the slide.  You can have a porpoise jumping in and out of the water at the bottom of the slide, or maybe a bee flying around in the top portion.  If you want to do this we’ll show you how.  If not, skip to Page 47.


Click the New Slide Button.   

For this slide choose the left slide in the third row – Blank.


First, following the process outlined for several other slides (Pages 20-27), we went to ClipArt on Office Online and found a cute bee.  We then downloaded the bee into our Organize Clips.  

Then, we copied the bee from Organize Clips and pasted it onto the blank slide template.  We made the size of the bee fairly small and then moved the bee to the lower left corner of the blank slide template (see image at lower left).  We then placed our cursor over the bee and clicked the RIGHT mouse button to bring up a menu which includes Custom Animation.  We then selected Custom Animation (see image at left).

The image at the top of the next page appeared.









When we clicked Custom Animation, we saw an Add Effect Button appear ( 1. ). We clicked the Add Effect button ( 1. ).  In the menu that appeared, we clicked Motion Paths ( 2. ).  In the next menu, we moved down and clicked Draw Custom Path ( 3. ).  In the last menu to appear we clicked Freeform ( 4. ).


After clicking-on Freeform, we moved our mouse into the template slide and noticed that our cursor image had changed to “cross hairs.”  We moved the crosshairs over the bee in the lower left corner of the slide template we clicked and held down the left mouse button.  With the left button held down, we slowly began to move the cursor to the top of the template.  We noticed that the cursor now looked like a little pencil.  As long as we held down the left mouse button, the pencil traced a path around the slide.  Since we were drawing the Motion Path for a bee, we drew circles around our slide.  

When we finished, we needed to turn off the pencil.  We simply clicked the left mouse button twice – quickly – and the pencil went away.  As soon as we quickly clicked twice, we also noticed that our bee flew very, very fast around the path we had drawn.

The image at the top of the next page is what our slide looked like when we finished.



You can see the “flight path” for our bee begins in the lower left corner and goes up and down around the slide and exits at the right.

We’ll slow our bee down - a lot - and insert a buzzing sound as the bee flies around.

On the right side of the screen, in the Custom Animation portion of the screen, we noticed that when we completed that bee flight path that something new appeared (animated bee).

We moved our mouse over the small down arrow on the right of this area and clicked-on the small down arrow.  A drop down menu, similar to the one on the right appeared.  We clicked Effect Options and the image at the top of the next page appeared.


Since we selected Custom Path, to create our flying bee effect, the menu screen at the right appeared when we clicked-on Effect Options.  Notice, at the top of the menu, there are two tabs.  We are “on” the Timing tab.  Our bee flew very fast and we would like to slow it down.  So, we chose 5 seconds (Very Slow).  We also wanted our bee to wait a few seconds after we moved to Slide 9 to begin its flying.  So, we also chose a delay of three seconds (see arrows to the right).  To complete this menu screen click OK.

To slow our bee down even more, we chose Effect Options again and typed in 20 (seconds).  This will really slow the path.  Experiment and choose a time that you like.  You may also desire to have the “bee fly” when you move to Slide 9.  If so, choose After Previous instead of On Click.  Experiment as you like.


To insert a sound with our bee image (buzzing), we went to ClipArt on Office Online once more and searched for “buzzing” and found a number of buzzing sounds.  We downloaded these as we’ve done before.  

To add a sound to your image is a bit tricky.  You again click-on Event Options (bottom right Page 44) as you did before.  When the menu screen appears (like the one to the left) choose the Effect tab (see top arrow).

Then click-on the down arrow to the right of Sound and move down the menu until you see Other Sound.  Click-on Other Sound.  A menu screen will appear similar to the one at the top of the next page.  

Click the small down arrow to the right of Look in.  When the drop down screen appears, select My Documents (double-click twice quickly on My Documents or click-on Open), then select My Pictures (double-click or Open) and then select Microsoft Clip Organizer (double-click or Open).  


You should then see a menu screen similar to the one on the left.  The “goofy” numbers you see are the “names” of the sounds you downloaded!  We said this was tricky.  

Click-on one of the sounds and then click-on OK.  This will take you back to the menu screen at the bottom of Page 45.  You will hear your sound play if your volume is set high enough.  

To complete your menu screen click OK.

Note:  if you loose, or don’t see the path, the dashed line that you drew for your image, RIGHT click-on the image and choose Custom Animation - like you did before.  This will cause the path to reappear and the right side of your screen to again show the Custom Animation area.


At the bottom of the Custom Animation area, on the right side of the screen, you will notice that the area looks like the image to the right.  Anytime you are working with animation you will see this image.  Notice that you can Play your animation effects anytime you desire by clicking-on the Play button.  If you desire to see how this slide will “look” when you present your PowerPoint slide show, click-on Slide Show (we’re going to get to this next - for the entire show).
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