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Slide Animations 

Normally animation effects are only added to a presentation once all the slides in the presentation 
have been created.  Two types of animation can be added to a presentation – within a slide and 
from slide to slide.   

Animation on a slide, called builds, determines how and when objects on the slide appear.  
Animation from slide to slide, called transitions, specifies how a new slide appears after the 
previous slide disappears. 

 

Adding Custom Animation on a Slide 
 

1. Select the object or text that you want to animate.   
2. Make sure that you have the Custom Animation menu open in the Task Pane window on 

the right. 
 

The options available on the Custom Animation Menu are explained below. 
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3. Choose the animation effect that you want from the Add Effect option. 
 
 
 
 
 
 
 
 
 

You can choose from the following types of animation: 
 Entrance:   Determines how the object or text appears on the slide 
 Emphasis: Changes the object in some way to bring attention to it 
 Exit:  Determines how the object disappears from the slide 
 Motion Paths: Moves the object along a preset or custom path 
 
 
4. Specify when the effect starts. 

Three options are available: 
 
On Click: Effect commences when mouse is clicked 
With Previous: Effect commences together with previous effect 
After Previous: Effect commences after previous effect ends 

 
5. Set the speed of the effect. 
6. Specify other properties particular to an effect.  For example, for the Spin effect, you can 

specify how many degrees the object spins. 
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Slide Transitions 
 
 

Add transition effects when changing slides by following these steps: 

 

 

 

�  Select Slide Show|Slide Transition from the menu bar.  
�  Choose the transition that you want from the Apply to selected slides section and notice 

the preview after the transition is selected. Select a speed for the transition as well.  
�  Under Advance, check "On mouse click" for the slide transition to occur by clicking the 

mouse or using keystrokes or check "Automatically after" and a number of seconds if the 
transition should occur automatically.  
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�  Select a Sound if necessary and check the Loop until next sound if it should keep 
repeating until the next sound is played.  

�  Click Apply to All if the transition effects should be added to every slide or Apply if the 
effects should be added only to the current slide.  
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Creating Hyperlinks 

 

A hyperlink is a command to go to another location.  That other location can be another slide in 
the same presentation, a slide in another presentation, a file in another application, or a location 
on a web site.  

Hyper link to Another Slide in the Presentation 

1. Select the object that you want to attach the hyperlink.   You can choose any object or 
any text on a slide. 

2. Choose Insert|Hyper link (or CTRL-K) to open the Insert Hyperlink dialog box.   
3. In the Link to bar on the left, cli ck Place in This Document to display the options. 

 

 

 

4. Choose the location you want to hyperlink to and click OK. 
5. Switch to Slide Show view to test the hyperlink.   
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Hyper link to a Slide in Another Presentation 

1. Select the object that you want to attach the hyperlink. 
2. Choose Insert|Hyper link (or CTRL-K) to open the Insert Hyperlink dialog box. 
3. In the Link to bar on the left, choose Existing File or Web Page. 

 

 

 

 

 

 

 

 

 

 

4. Choose the presentation you want to link to and click Bookmark.  PowerPoint opens the 
Select Place in Document dialog box, shown below. 

5. Choose the slide you want to hyperlink to and click OK.  PowerPoint identifies the slides 
by their number and title.  If you don’ t have titles, you’ ll need to know the slide numer.  

6. Switch to Slide Show view to test the hyperlink.  
7. Press ESC to automatically return to your original point.  
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Hyper link to a New File 

You can use a hyperlink to open a new file.  You might want to open a new file if your 
presentation is part of an in-house working session and you want to have a place to enter ideas as 
they come up. 

1. Select the object for the hyperlink. 
2. Choose Insert|Hyper link (or CTRL-K). 
3. In the Link To bar, choose New Document.  The Insert Hyperlink dialog box is shown 

below. 
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4. In the Name of New Document text box, type the name of the file you want to create.  
You determine the type of document by the filename extension.  Name the file New 
Ideas,doc if you want to create a Microsoft Word document.  

5. To change the location where the file will be saved from the location that is listed, click 
on Change and specify the new location. 

6. Choose when to edit the file.  If you choose to edit the file now, PowerPoint opens the 
file.  You can create a framework for inserting those new ideas, such as the headings of 
the major topics.  Save the file and close it.  

 

 

 

 

 

 

 

 

 

 

Edit / Remove Hyper links 
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You will sometimes need to edit a hyperlink.  You can change any of the settings that you created 
in the Insert Hyperlink dialog box.   

To edit a hyperlink,  

1. right-cli ck it and choose Edit Hyperlink. 
2. PowerPoint opens the Edit Hyperlink dialog box, which is the same as the Insert 

Hyperlink dialog box.   
3. Make any desired changes and click OK.   

To remove a hyperlink,  

1. right-cli ck it and choose Remove Hyperlink. 
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Hyperlinking with Action Buttons 

 

Using Action Buttons to Control Navigation 

Action buttons are graphics on a slide that control actions you specify.  Action buttons (shown in 
the slide below) are familiar to many users because they are often used as navigation aids in many 
web sites. 

 

 

 

 

 

 

 

 

Navigating within a Presentation 

To add an action button: 

1. Display the slide where you want to place the action button. 
2. Choose Slide Show|Action Buttons.  Click on the button that you want from the 

submenu that appears.  
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3. Click the slide and PowerPoint will automatically insert the button. 

 

 

 

 

 

4. The Mouse Click tab (shown below) of the 
Action Settings dialog box wil l open 
automatically with a suggested hyperlink 
based on the action button you inserted.   

You can change this by clicking on the 
arrow button on the Hyper link To drop-
down list and selecting another option.  
Click OK when you have made your 
selection. 

Note that you can also choose from this 
menu to link to a web page by keying in its 
URL, to another PowerPoint presentation, 
or to any other file to which you have 
access.  

5.  Go to Slide Show view to test the link. 
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