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Introduction

A A digital presentation is a visual tool used to convey ideas, conduct traotipgesent a company's offer. It

presents information in a clear and attractive way, often including multimedia elements such as images,

videos, chartsand animations.

A The main objectives of a typical presentation are:
i ¢2 O2YYdzyAOI S ARSIa OftSINIeée [yR STFFSOUAOSTE e
U Totrain the audience and help them adapt quickly to new tasks.
u Convince the audience of the point by providing them with arguments and new knowledge.
U To inspire and interest the audience in the topic, often through storytelling.

U To exchange knowledge and experience.
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Introduction

A What creates an effective digital presentation?

i
i

i

Acquaintyour audience.
A strong start.

Main content.

Visual aids.

Creating simple slides.

Interaction with the audience.

A memorable ending.
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Introduction

A How to make a digital presentation?

1.

© N O O bk~ WD

It is necessary to know the topic well.

Focus on simplicity

Tell a story

Make it entertaining

Practice- practice makes perfect
Sharing

Checking technology

Welcome questions
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Introduction

A Basics for improving presentation performance:

1. Less written, more spoken
2. Body language and voice

3. Making eye contact and using réahe communication
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Introduction

A What are the main types of digital presentations?

i
i

i

Business presentations

Marketing presentations

Sales presentations

Educational and training presentations
Personal presentations

Business presentations
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MS Office Power Point

A Microsoft Office PowerPoint 2016 is a presentation software application that helps users create

professional, dynamic and impactful highpact presentations.
A The building blocks of a presentation are slides, and by using slides, the focus is not only on the speaker

but also on the visuals, i.e. the slides.
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PowerPoint

MS Office Pow_er Point

Creating a new presentation:

A. Selection of templates is available when

A launching the PowerPoint application.
B. A new presentation can be createad |
open PowerPointby pressing thé-ile
e BT ' , button and selecting the Newption.

= Then,in the same way, a selection of
templates/themes is available.
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MS Office PowerPoint user interface

1

4

ions Slide Show Review View Developer Q Tell me what you want to do...

Presentationl - PowerPoint

Shape Fill A Find

a
z . ) Reset Align Text A —L—L)E:> G 5~ A suel Shape Outline E’Qg Replace -
aste ] - _ Arrange Quic
- Slide~ CJSection~ Lo Ok Convert to SmartArt % N Y Yy +  Styles Shape Effects [s Select~
Clipboard Slides Font Paragraph Drawing Editing

>N

Click to add title

Click to add subtitle

Slide 1 of 1 D? Croatian (Croatia)

1 +75%M

Quick Access Toolbar
Ribbon Display Options
File Tab (Backstage View)
Ribbon

Tell Me

Collapse the Ribbon

Mini Toolbar

Slides

Slide

10. Status Bar
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MS Office PowerPoint user interface

QuickAccessloolbar
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Quick Access Toolbara small toollr at the top left corner of the
window applicatiorthat can be customized to contain buttons for
the functions that are used most often

Customizinghe Quick Access Toolbar

&l

H ©- .

E‘E Customize the Quick Access Toolbar.

. . Proofing
Customize Quick Access Toolbar . Choose comman ds from: (i Customize Quick Access Toolbar:
ave
_ Popular Commands ~ For all documents (default) ~
TR 4 = Layoy New Languag
D EEI - “* Reset Open Advanced E lSJandEu i
Paste W Customize Ribbon (9 Redo
- ~ Slide ~ ﬁ Sectid Save Quick Access Toolbar & Start From Beginning
Clipboard & Slides Email Add-Ins
y X X Trust Center
Quick Print
Print Preview and Print

Spelling
Undo
Redo

Start From Beginning

Touch/Mouse Mode

More Commands...

Show Below the Ribbaon
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MS Office PowerPoint user interface

RibbonDisplayOptions

C Auto- hide Ribbbon Automatically hides the toolbar

Hide the Ribbon, Click at the top

of the application to show it. Q ShOWTabS- ShOWS Only tabs

m=_ Show Tabs

Show Ribbon tabs enly, Click a

tab to show the commands. C Show Tabs and Commandsisplays tabs and commands

m=— Show Tabs and Commands

) |F=— Show Ribbon tabs and
commands all the time.

€

Collapsethe Ribbon- Collapse the toolbar

= -

If this button is pressed, more space is obtained and it is the same as when

Signin R_Share

9

selectingshow tabsin the option to display toolbars.
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MS Office PowerPoint user interface

FileTab( Backstage/iew) - File Tab

The File tab provides a centralized location called
Microsoft Office Backstage View

Info
DigPrez This window is used for all tasks related to file

C: » Users » TFB5 » Downloads

Protect Presentation Properties ~ management, inCl Ud I ng :

Control what types of changes people can make to this presentation. Size 137ME -
' Ope Ope
Presentation = dizz “ p n I n m n
Hidden slides 0
Title PowerPoint Presentation C re atl O n N eW
q Tags Add atag C
P Inspect Presentation A
'\a Categories Add a category -
Before publishing this file, be aware that it contains: CI I n
aca osings Close
D it rt|
Issues - ocument prapertiss Related Dates
Presentation notes
- .
Content that people with disabilities are unable to read Last Madified VYesterday, 13:25 S h arl n S h are
Created 17.9.2024. 5:53 g
Last Printed

_‘T Manage Presentation
Q|

Check in, check out, and recover unsaved changes.

Saving; Save | Save As

Print

Exportingg Export

Closing Close

In addition to thisjt can beviewed document properties,
set permissionsand manage document versions.

Related People
Authar Add an author
Last Modified By

nage i) There are no unsaved changes.
ntation =
TFB5

Related Documents

o o Joo T I I T Ix

[7] Open File Lacation

Show All Properties




X
f Co-funded by
' WBW@{& the European Union

MS Office PowerPoint User Interface

Ribbon dToolbar tape
Ribbong Toolbarstrip is a panelthat containsfunctional groupingsbuttons and a drop-down list

organizedby tabs. Theribbon is designedto help quickly find orders that are necessaryfor the

completionof atask
B = Template.pptx - PowerPoint
Insert Design Transitions Animations Slide Show Review View Developer @ Tell me what you want to do...
&D [ Layout - 12 A a2 Text Direction ~ OO O DD Shape Fill A Find
e e Y] Reset B I U 8- As . Align Text A :|_ EN=E Arrange Quick Shape Outline S Replace -
' Convert to Smartfrt KIRTASR R I 451 Ml Styles Shape Effects [t Select -

Slide~ O oection =

Clipboard Slides Font Paragraph Drawing Editing P
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MS Office PowerPoint slide design

Gallery

DigPrez - PowerPaint

Animations Slide Show Review View Recording Help

Aa | B
R e T e o

A A Gallery is a collection of poefined formats which can be applied to various elements in Office applications,

such as the Themes Gallery in PowerPoint. A Gallery most often appears as a result of clicking on an item on
of the Ribbon tabs.

A The selections in a Gallery incorporate a feature called Live Preview. When the mouse cursor hovers over a
selection in a Gallery, document takes on the formatting attributes of that selection in order ta gregiew of

how that selection will look when applied to your document.
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MS Office PowerPoint User Interface

Tell Me

W Tell me what you want to do...

‘ection o OO |:||_

TheTellMe feature allowsusersto enter wordsand phraseselatedto what youwantto do nextto
quicklyaccesdeaturesor actions It canalsobe usedto look up helpfulinformationrelatedto the
topic. Usingthese featurescanbe:

U Explore PowerPoint features

U Get help with PowerPoint
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MS Office PowerPoint User Interface

Mini Toolbar tape

Calibn Ly = | B0 - j';'r ,{

B I Y = A&

The Mini Toolbar is a serfransparent toolbar that appears when you select text. When the mouse cursor hovers

over the Mini Toolbar, it becomes completely solid and can be used to format the selected text.

Status Bar states

|5|ide9of14 [[% Croatian (Croatia) = potes W Comments B 22 BE = - | + 54% [H |

It could be alowedo see which slide the presentation is currently on, how many slides there are, notes or

comments from the speaker in the presentation, change views, or change the zoom level.



QWBW@&

PN Co-funded by
the European Union

MS Office PowerPoint User Interface

Slides pane

Clipboard = Slides

7

The Slides panel displays all the slides available in the presentation anddeiysgate

through the presentation.

I'?- - Slides are listed in order, and slides can be shuffled by dragging a slide from its current

e location and dropping ito the desired location.

............

[ p——
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MS Office PowerPoint User Interface

Slide ddisplay slide

Fant Paragraph

P
N WL

MS Office Power Point

A ik s oo

2. Ribbon Display Options

—

Click to add title

Ly 3. Fil= Tab [Backstage View]

6. Collapse the Ribbon

Selecting a slide in the slide pane enables a preview in the
Slide Preview window.

The slide is previewed to see how the text looks on each
slide.

Audio can be added, hyperlinks can be created and

animations can be added to individual slides.
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MS Office PowerPoint slide design

Select a topic

the European Union

Aa Aa ’

iti nimations 0 i gl g ell me what you want to do... g in
TR & T |
vl Aa ICHl 2. — A . Ag | [EEm— Aa A . [ &
g HE B BE S0 30
- - [T | smmms | | === - o] _ - .. TR - LT e - Slide Farmat
3

Size~ Background
Variants Customize

A A theme is a set of formatting options that apply to the entire presentation.

A A theme includes a set of colors, a set of fonts, and a set of effects. Using themes reduces formatting time and

provides a unique, professional look.
A Theme selection can also be done via the toolbar when the Design button is pressed.

A The Themes group is located on the Design tab; allows to choose a theme from the Theme Gallery, apply

variants and customize theme colors, fontnd effects.
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MS Office PowerPoint slide design

Application a Theme to a Presentation

5

Themes

Rr T
L I .
- H

*

] iy g 5r
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& o RN
3 5T, S * -
I @
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1. On theRbbon, select card Desigab .

2.1n the Themes group, hover over a theme with your mouse to see a preview.

3. Click the arrows to scroll to additional themes.

4. Select a theme by clicking on the thumbnail of your choice within the Themes group.

..
o
30

.
"
c5

o
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o
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MS Office PowerPoint slide design

Application variants topics

Variants

1

On the ribbon, seledhe Designtab.
LYy G(GKS 3INRdzL) £ NRA | yiageview2 SN 2SN G NAIFyda G2 4&as

Click the dowrarrow to view any additional variants

A

Select a variant by clicking the thumbnail of your choice within the Variants group.
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MS Office PowerPoint slide design
Change schemes color topics

Variants

e L

In order to change scheme color after applications topics

on presentation :

1. Inthe group Variantslick the downrarrow.

2. Selectcolorsfrom the menu.

3. Choose the desired color.

r

n Colors 2
Fonts 3
[@] Effects -
-rfE Background Styles 3
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MS Office PowerPoint slide design
Change fonts topics

Variants

e L

To change the fonts of the applied theme:

1. Inthe group Variantclick the downrarrow.

2. Select Fonts from the menu.

3. Select the desired font.

-rfE Background Styles

. - - -
=
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MS Office PowerPoint slide design
Change effects topics
8

Variants

e L

To change the visual effects of the applied theme:

1. Inthe group Variantlick the downarrow.

2. Select Effects from the menu.

3. Select the desired effect from the list that appears. ‘ \

Colors

Fonts
Effects

Background Styles

& [ > 8

. - - -
=
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MS Office PowerPoint slide design

Add a new slide

LS T 1. Within the slides pane, select the slide that would like to insert a ne

e, ¥ Cut | [=] Layout ~

S e Copy 3 2] Reset _.L“ 2 : Sllde afte I
a-s S Format Painter Sli::' & Section ¥ B I U § abeg¥ -~ Aa A - - -
Clipboard 5| Office Theme 2. On theHome tabin the ribbon, click the droglown arrow next to

New Slide within the Slides group, to display the default list of

layouts.

...................................................................................

3. From theNew Slidedrop-down list, select a layout to insert.

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

2] Duplicate Selected Slides
[E] Slides from Qutline...
=

Reuse Slides...
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MS Office PowerPoint slide design

Types of slide layouts

Title Slide

This layout includes placeholders for the main title and subtitle.

Title and Content

This layout includes a placeholder for entering slide titles and content, and a place fc
text, charts, tables, pictures, clip art, and SmartArt graphics.

Section Header

This layout allows space for section and subsection titles.

Two Content

Similar to the Title and Content slide layout, this layout offers a place for the slide title
and two content places for text, charts, tables, pictures, clip art, and SmartArt graphic

Comparison This layout is similar to the Two Table of Contents layout with the addition of two texi
placeholders to help compare and contrast the slides.
Blank This is a blank slide with no placeholders.

Content With Caption

With this slide, you can enter a title, text, and content such as additional text, charts,
tables, images, clip art, and SmartArt graphics.

Picture With Caption

This layout offers space for an image and caption text
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MS Office PowerPoint slide design

Text

A Presentation is not all about images and background color - it mainly depends on the text.
A The message of the presentation is conveyed through the text.
A Most slides contain one or more text placeholders.

A Clicking on a placeholder adds text to the slide .

{:}_":

O

Click to add title -

O

™

o
O
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MS Office PowerPoint slide design

Adding a text box

1. From thelnserttab, click orilext Box

2. Leftclick on thearea of the slidewhere want to add text

3. While maintaining the leftlick, drag themouse cursodown a bit and then to the right, then release. The
dashed text boappears

4. Leftclick once inside th&ext box and start entering text

Presentationl - PowerPoint

Design Transitions Animations Slide Show Review View Developer ¢ Tell me what you want to do...

;’ D B [.@ Online Pictures [ Shapes - &l store ll!:;] A D 4 g 7‘[ m *D Lol

— — g+ 2creenshot~ Fl'"|:|,’:'.rr1E|r|:.||5'|.r|: - ) ) ] ]
Mew Table | Pictures ﬂMyhdd-ins - | Hyperlink Action | Comment | Text Header 1|.I"|"|:J-n::|.||f';r’cD Equation Symbol | Video Audio  Screen

Slide ~ . =) Photo Album - gl Chart Box & Footer - - - *  Recording
Slides Tables Images Illustrations Add-ins Links Comments Text Symbaols Media S
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MS Office PowerPoint slide design

Text formatting

=] L2

Insert Design

Transitions

Presentation - PowerPoint

Animations Slide Show Review i Developer

L] - - - .— 1— —_
B Eltayout~ | ipilightH~[60 «| A" & | 8 = - 1=~ =. “f
Paste MNew ] Reset AN, Aa- | A =E=E==|= I:W:I' é‘ —l_—LE:
T ﬁSection* B I u S abe _T Aa - A T I  ==sl= === El" ‘Q’ \uf“\_ {
Clipboard Slides Font [F} Paragraph [F}

1

8- E~~C 1.

Editingtext inthe presentation:

Selecttext (by leftclicking and holding the leftlick
while draggingthe mouse cursor over the text).
Usethe Font Group on the Home tab or rigtiick on
the selected text and seledrmatting options from the
Mini Toolbar.

Makethe necessary changes to the font and click

outside the text placeholdeio changesvere accepted
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MS Office PowerPoint slide design

Graphics - Inserting images from a file

Another way to emphasize the presentation is to have visual aids or graphics.

Place the cursor whemaould likethe image to appear.

Select the Insert tab.

Click on Pictures.

In the Insert Picture dialog box, select the desired image and click the Insert button.

W R

Design Transitions

=] B ld b n. =

slew Table | Pictures Online Screenshot Photo
ide - - Pictures - Album -~

lides | Tables Images
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MS Office PowerPoint slide design

Graphics dinserting geometric shapes

C Shapes are simple geometric objects that aregneated in PowerPoint and can be modified.
C A shape can contain text or appear without it. It can also be filled with color, and the shape outline can be given

a different style and color.
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MS Office PowerPoint slide design

Graphlcs 6insert|ng geometrlc Shapes i - D:Sign Transitions Animations Slide Show Review
= B F@ a 2 B s

Mew Table  Pictures Online Screenshot Photo | Shapes SmartArt Chart & My Add-ins - 3

Select the Insert tab. Side- - Pictures  +  Album-~

Slides | Tables Images Recently Used Shapes

Click on Shapes . 1 2 BN NO00AT LSS0
@WB"*H. .m\]

Lines
TNNANTLLR BN %
Rectangles
 DODOOOOO0
.| Basic Shapes
BEOANONGOORE® |
. . . 2[ o W ®GOC §
In the sliding pane, point the mouse pointer to the upper S BeeenEa%a2ag
. Cm— ) _| Block Arrows
left corner of the area wherevould likedraw the shape, e RETThTEARn s .
e lEvansD P
hold down the left mouse button, and then drag D@
30 - Equation STapzs
diagonally down to the right to create the shape. e — pRastia s
S "O0<sO0U0c0ayu !
TouAard®e X ¢ AVAD
RIOISIX®)

IR TAN AR R
Select the shape you want to draw Digital presentations

The cursor becomes a small black plus sign. o

a M 0 D PF
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MS Office PowerPoint slide design

Graphics dchanging geometric shapes

1' It COUld bemovaj the Shape If necessary by Transitions Animations Slide Show Rewview View Recording Help
clicking on the object, holding down the left _ L2 Shape Fill
OEEEEO - A,
mouse button, and dragging it to another o i
Shape Styles l=
location. (?
O

2. The appearance of the shape daa change by Clvbnes

MS Offi

Grafika - promje kog oblika

selecting the shape and clicking the Format te

3. Inthe Shape group Styles, scroll through

additional styles and click on the desired style

apply it to the shape.
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MS Office PowerPoint slide design

Inserting a Hyperlink Design  Transitions  Animations Slide Show
_||:| |__.|g.Dr1Iir'|E Pictures | [& Shapes - ﬁﬂture % *
1. Select the texthat would liketo change into a hyperlink. =& Sesenshot~ 5 Smartar | .
g My Add-ins = yperiink Action
=) Photo Album = gl Chart & My
2' SeleCt the Insert tab Images Nustrations Add-ins Links
3. Select HyperLink on the toolbar. Insert Hyperlink r X
. . . . . Link to: Text to display: hiperlink creenTip..
4. Enter the website address in the Address field in the dial|— B = ===
. . ": e Look im: - USEpogon (D) e tq,
5. CIICk OK. ::::_{‘.ﬂgebgPZ;e Muzika Bookmark...
et | &) vigre
] [£) Microsoft Office(MS-POWER POINT 2016)
=l |
Pages
Create New Recant
Document Files
= Addrgss: | http://web.tfb.unbi.baf v

Address
| OK | Cancel
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MS Office PowerPoint

Transitions and animations; Timing of the presentation

C Text, graphics, diagrams, charts, shapes, and other objects placed on slides can all be animated to draw
attention, emphasize important points, control the flow of information, and add interest to the presentation
during the slideshow.

C An exact time frame for the presentation can be determined and practiced.

C Transitions are used to control the pace of your presentation and create a better flow between slides. Instead of

simply moving from one slide to the nextcould beappled special effects to the slides as they transition.
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MS Office PowerPoint- Transitions

Transitions and animations; Timing of the presentation

Adding a Slide Transition

1. Select the slidéhat would like toapply a transition to.

2. Select the Transitions tab.

3. Select a transition effect from the Transitions to this Slide group (See Figure 1).

4. Select the dowsarrow to view all of the available Transitions at once (See Figure 1).
5. Oncehe transition typeis selectedclick Preview to view the effect on the slide.

6. If the same transition for all slides in the presentatismlesired click Apply To All in the Timing group.

E ©- 0 @ - Presentation] - PowerPoint Drawing Tools

File Home Insert Design Transitions Animations Slide Show Review View Developer Format @ Tell me what you want to do... Sign in (Q,_ Share

EI n n "Jﬂ, Sound: [Mo Sound] | Advance Slide

aln G| A
i D \_-I J - @ Duration: 02,00 - | ¥ On Mouse Click
Preview Mone Cut Fade Push Wipe Split Reveal Random Bars = Effect -

Options - | L3 Apply To Al After  00:00,00 >

Preview Transition to This Slide Timing S
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Transitions and animations; Timing of the presentation

Change transition properties
o

1. Select the Transitions tab 4., Sound: |[Mo Sound] |~ | Advance Slide
2. In the Timing group, click the dowarrow for Sound to add a sound effect - Duratien: [0200  © On Mouse Click
C3 Apply To All [] After: |00:00,00 _
for the transition Timing
3. Select the up/down arrow next to Duration to choose the amount of time
- (7= 1
the transition lasts
4. Click the Preview button as shown in the Preview groupesbsettings
5. If the same settings for all slideswanted clickon Apply To All Preview |

6. We can seting how the slide will advanegher by clickinghe mouseor

after certain time.
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MS Office PowerPointd Animations

E ©- 0 .@ = Presentation] - PowerPoint Drawing Tools 3| = i X
File Home Insert Design Transitions Animations Slide Show Review View Developer Format ¢ Tell me what you want to do... Sign in ('Q,_ Share
- 'l* éiﬁmimation Pane Start Reorder Animation
) * * 4 ﬂ W 1 r - Trigger Duration Mave Earlier
Pre':lew Mone Appear Fade Fly In Float In Split = O|EIT|:;:'|t_ Anirﬁ:’gon . Animation Painter B) Delay: Move Later
Preview Animation Advanced Animation Timing -

Creating one or more custom animations

1. Clickthe card Animations .

2. Clickthe object (ie. clip, text box, shapethat would like toanimate .
3. Clickthe button Add Animation
4

Select an animation from the dregbown list that offers four types of animation effects
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MS Office PowerPoint- Animations

Creating one or more custom animations .
1. Entrance: Objects can enter the slide via any of the e
entrance effects, includingly In Dissolvdn, Grow & Turi * *f w _ O .
Swish and Crawl In * x o e
2. Emphasis This effect draws attention to an object thati.... =~
already on the slide via any of tleenphasis effects KoX % & ok Kk ok ok ok ko
available, including Flash Bulb, Spin, Grow & Shrink, a \3 Y A A A A A '
Color Wave o S S e S o
3. Exit: Objects can leave the slide via any of the exiteffe .. X % % ok & & ok = & %K

such as Fly Out, Disappear, Spat, and Sink Down ?? ¥
4. Motion Path: Objects can travel along a track which we "=
created based on predefinanotion paths such as Circle l he T S Lo Cutomoah

Funnel, Stairs Down or Wave. The object could also tri" w.um .

More Exit Effects...

along one of four drawn custom paths: Line, Curve, % v
Freeform, and Scribble
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MS Office PowerPoint- Animations

Creating one or more custom animations

After selecting the animation, would bepossible to add effect options for each of the animations

VLU WY

%W | ok = @ [BE %
* = r‘i’* ‘E\ i Shape Wheel o - N

ol - Split Wipe Random Bars  Grow & Turn |z EfFect _ Ad'_d
Wheel Random Bars  Grow & Turn |+ EfF'ECt _ Ad'_d Options | | Animation ~
Options ~| | Animatic Animation Direction anced Ar
Spokes y
4

Horizontal In
1 5poke @Wﬂr‘. ef 0

‘r Horizontal Qut

d

. ) aseeke . . Y

owerPoint dizaj s ... MS Office PowerPoint dizajzg ... Sl
Kreiranje jedne ili vise prilagodenih animacija [ — € Vertical Out

denih animacija [ == 4Sookes | , ol
'"-* 2 apokes 1. Entrance: Objekti mogu udi u slaid preko bilo kojeg od Lo

I(D

¢i u slaid preko bilo kojeg od |
4 Uletjeti, Otopiti se, Grow & * & Spokes 5y
ke -
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MS Office PowerPoint- Animations

Creating one or more custom animations

A By default, the animation will be played on mouse clinkorder toplayanimationautomatically when the slide
loads, change Start fro@n Clicko After Previous

A It can also specify the duration of the animation by entering it in the duration field.

A It can also set a delay for the start of the animation for a certain number of seconds in the delay field.

A To add more than one animation for a given object, just click on Add Animation again and repeat these steps.

Start: |On Click ~ | Reorder Animation Start: | On Click * | Reorder Animation
'LE:' Durati|0n Click () Duration: 0200  °
() Delay: With Previous (® Delay: |0000

After Previous Timing
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MS Office PowerPoint- Animations

Creating one or more custom animations

A Change the order of animations

1
2
3

¥ Start: |On Clck :El Rearder Sunarmation

IZI-ulat-En Chck |

®) Delay: "0 e

P Start: |On Click ~ | Reorder &nimation

& Mowve Earlier

() Duration: (00,50  ©
3 ¥ [owve Later

(® Delay:  |00,00

If there is theobject that has multiple animations, the order of

the animations can be changed as follows:
A Select the animation that want to move, i.e. the number of

the animation (in this case it is 2).
A Then click on Move Earlier or Move Laieset when that

animation should be performed
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Creating one or more custom animations

A Animation Painte Animation Painter

1* 2 Animation Pane

Add Trigger ~ Animation Painter makes it easy to copy a complete animation
Anirmation ~ * Animation Painter effect from one object to another.
Advanced Animation A Select the object from which you want to copy animations.
e — A Click on Animation Painter
5] |  Start:[On Cick _[8] Reorder Animation T A Then click on the object to which you want to copy the
0 2 owprge ] ‘ animations.
Bl 5] Gomayven
OT 0T O
» Start: | On Click * Reorder Animation
2 Duration: 00,50 & Move Earlier
¥) Delay: 00,00 ¥ Move Later

Timing
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Creating one or more custom animations

A Removing animations

|

O- -0
4
» Start: |On Click B Reorder Anumation
2112 O ouenfoncee ] &, A Anobject with animations is selected.
6 3 *) Delay: '
=
L1 P Start: | On Click Reorder Animation A Press thalelete key
2 Duration: Z)C S0 ~ Move Earlier
3 (*) Delay: 00,00 ¥ Move Later

Timing

Removing animations is done as follows:

Co-funded by
the European Union

A Mark the number of the animation you want to delete.
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Setting the presentation time

A good way to determine how long it will actually take you to do the presentation is to use the Rehearse Timing
tool.

On theSlide Showab, in theSet Upgroup, clickRehearse TimingsThe Rehearsal toolbar appears and the Slide
Time box begins timing the presentation.

Design Transitions Animations Slide Show m )
E‘Er L’/’ F(I,_\ lj‘ Play Marrations H'El:ﬂrdlrlg w H

. , Use Timings
SetUp  Hide  Rehearse Record Slide

Slide Show Slide  Timings  Show ~ Show Media Controls * I I {:I:{:H::I:{:IEl E'.. I:I: DD: DEI

Set Up
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Rehearsal toolbar

A. Next¢ move to the next slide

Pause temporarily stop recording time

Fecording
= | |C00:06 |€ | 0:00:08

The time spent on that slide v X

Repeal restart the timing for the current slide

moU O @

Total presentation time

AND BCDE
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Automatic slide advancement

Slides can be set to advance automatically so they don't have to

be manually moved.

1. Select the slide to which want to apply timing. ), Sound: |[No Sound] |~| Advance Slide
(T . - |
2. Select theTransitions tabon the ribbon. ) Duration: (0200 | [] On Mouse Click
- - _ _ I3 Apply To Al ] After |00:01,35-5
3. Within the Timing group go to theAdvanced Slide section Timing
4. Insert a check next tafter, and enter the slide display time
5. Select another slide and repeat the process
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Recording a presentation

Select the Record optioon Slideshow.

Design Transitions Animations Slide Show m

. . . . Play Marrations
Clicking on the arrow will reveal two options @E A ey = US:ﬂmm )

Set Up Hide  Rehearse|Record Slide .

Slide Show Slide  Timings | Show = Show Media Controls

a. Recording from current slide

Cd Record from Current Slide...

F Y

b. Recording from the first (starting) slide Ed Record from Beginning.

By selecting the option (under a), you will get a display like the

one on the next slide.
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MS Office PowerPoint- Recording

Pressing Record will record the
presentation.

—_
After the recording is complete, an \é %WBW@E@ Co-funded by

] k the European Union
image of the speaker appears in the
lower right corner.

Digitalna prezentacija

When the mouse is hovered over
the speaker image, controls appear
to play the narration that has been

recorded.
UNBI
b | 4 » 00:00,00 =4
g VR [—— e AN o9
aec g noemontey, @ Peem () ) [w,

= I 00000 € (0009
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Audio and video

C Adding audio and video to a PowerPoint presentation can be very useful and can make the presentation more
engaging for the audience.

C Audio can be added to slides in the form of background music, sound effecézordings.

C Video can also be added to a slide and played during the presentation.

C This is a great way to make your presentation more engagintpdaaudience.
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Audio and video

DigPrez.pptx - PowerPoint

Transitions Animations Slide Show Review View Developer @ Tell me what you want to do...

= H Qd ae B DB M ase D EDABEH T i VR

Text Header WordArt Date & Slide Object Equation Symbol | Video Audio  Screen
Box & Footer = Tirne Mumber = o = Recording
Media

Mew Table  Pictures Online Screenshot Photo | Shapes SmartArt Chart & My Add-ins - Hyperlink Action | Comment
Slide - - Pictures - Album ~ -
Slides Tables Images INustrations Add-ins Links Comments Text Symbols

To insert sound from a file

1. <elect the slide to which want to add sound. [ ‘D N
2. Click the Insert tab on the ribbon, and then click the Audio button. Video |Audio| Screen
= ~ |Recording

3. From the dropdown list, within the Media group, select Audio on My PC _
i Audic on My PC...

Record Audio...
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Audio and video

To insert sound from a file
4. The Insert Audio window will appear.
5. Select the audio file, then click the Insert button.

6. The audio file will appear on the slide.

Co-funded by
the European Union

& Insert Audio
« A

Organizira) = Mova mapa

P

~ .
@ OneDrive - Persor Naziv

|§| - Happy Birthday Song

BB 0w PC 8] 21 VIEK++
- 3D objeidi [6] 23 PROSINAC+ +
|&= Dokurmnenti Iﬂ- 9000+ +
) Glazba [6] A DA JE SRECEBILO++

[o] AGATIUBER

o] A JA LUDUJEM++

o] AJA SAM NEGDJE++

[6] A SAD ADIO++

N o o] A $TA IMAM JA OD TOG++
s Lokalni disk (C) [G] A TI ME IZNVIERI++

= USE pogon (D) [l AH RO AL Vs
v <

; Preuzimanja
[ Radna povriina
=] Slike

B Videozapisi

» Owaj PC » USE pogon (D:) » Muzika » SEIFO

Datum izmjene

File name: |

Pretrazi "SEJFO"

==~ [ @

Vrsta Velicina ~
MP3 datoteka 20.497 KB
MP3 datoteka 4.314 KB
MP3 datoteka 5.046 KB
MP3 datoteka 3475 KB
MP3 datoteka 4714 KB
MP3 datoteka 2.915KB
MP3 datoteka 3.006 KB
MP3 datoteka 4.803 KB
MP3 datoteka 3.482 KB
MP3 datoteka 3.287 KB
MP3 datoteka 3.897 KB

MD2 datntela 3 nRA KR Y
>
v|  Audio Files v

Tools

-

Insert |v Cancel

}‘ 4

|

00:00,00 =4
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Audio and video ) ..
Video | Audio | Screen
Sound recording *__|Recording

Wi Audic on My PC..

1. Repeat all stepge inserting sound from a file

Becord Audio...

2. Instead of Audio on My PC, select the Record Audio aption Record Sound %
3. The recording window will appear. Name: |Recorded Sound

4. In the Name field, type the name of the recorded sound. Tﬂtalmundlm:th' ﬁ

5. Press the Record button to start recording. = —

6. To view the recording, click the Play button.

7. When the recording is finished, the audio track will appear on the slide. > oy mee
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Play background music on all slides

E (3 . @ = Audio Tools

File Home Insert Design Transitions Animations Slide Show Review View Developer Farmat Playback

=y : » ; -
’ I_F+ D Fade Duration ‘1?!,_ [»" Start: On Click B DI e Q
- all -
g ot . - ofl Fadeln: (0000 - o Play Across Slides o et
ay lemove rirm - olume _ Rewind after Plavin o ay in
Bookmark Bookmark  Audio  Ils Fade Out: 0000 C - Loop until Stopped yne Style Background
Preview Bookmarks Editing Audio Options Audio Styles

1) Select an audio file to play on all slides.
2) On the Audio Tools contextual tab, select the Playback tab.
3) Click on the Play in Background . The audio file will now play on all slides until you reach the end of

the presentation.
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Audio Editing- Trimming

Design Transitions Animations Slide Show Review View Developer Foarmat

. . . =¥ Fade Duration [** Start: On Clic - . .
1) Select the audio filthat want to edit. ) o e € e deoungshow M MY
Trim : : Volume . Reswind after Playin Mo Play in
. . Tatiis Ins Fade Out: | 00,00 - - Loop until Stopped ¥ing B B karoun
2) Click the Playback tab on the ribbon. e o W o
3) Select Trim Audio.
. . . . . Trim Audic ? >
4) The Trim Audio window will appear. Click and drag the | |
- Happy Birthday Song Duration: 10:30,987
. 06:41,930
green handle to set the start time. O T j
5) Click and drag the red handle to set the end time. ons8ET4 |3 a pr 12:29,661
Start Time End Time
6) Click the Play button to preview the changes. ok Cancel

7) If necessary, readjust the handles.
8) When finished, click OK.
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Audio editingg adding Fade In and Fade Out

1) Select the audio filghat want to edit.

2) Click the Playback tab on the ribbon. S F  Fade Duration

J

_’! «l Fade ln: (0000 O
Trirm -
I1: Fade Out: | 00,00

LT

3) In the Fade Duratiosection, enter the desired time for

Fade in and Fade Out, or use the up and down arrows 1 Audie

: : Editing
adjust the time.
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Sound editingg Audio options

1)
2)
3)
4)
5)
6)

Volume .

[+ Start: |In Click S -
Start. ‘l;i art: | In Click Sequence 7 Hide During Show
Play Across Slide. Volurne [_| Play Across Slides

[] Loop until Stopped || Rewind after Playing

Loop until Stopped Audio Options

Hide During Show
Rewind after Playing

the European Union
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Audio and video

Audio Tools DigPrez.pptx - PowerPoint
Design Transitions Animations Slide Show Review View Developer Format Playback Q@ Tell me what you want to do..
== peeney f\i = W o = D 4 — — !_L\) . N ‘ ]
S E i led o B B il e 2 K| T H BED T QLI L.
New  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart & Wy Add-ins ~ Hyperlink Action Comment Text Header WordArt Date & Slide Object Equation Symbol | Video Audio Screen
Slide ~ b2 Pictures 7 Album ~ v Box &Footer - Time Number Y. ~  Recording
Slides = Tables Images Illustrations Add-ins Links Comments Text Symbols Ef"é Online Video...
(4] K R P SO P PO i YO SO O A S T B S TP [ v o

YyaSNI ©@ARS?2 TNRBY FTAfSE Do y

<« “ 4 wm » OvajPC > USBpogon(D:) » v | B 2 Pretrazi "USB pogon (D:)"

. Selectslideto insert avideo . - o @

Dokumenti ~ MNaziv Datum izmjene Vrsta Velicina

b Glazba Muzika 2.1.2025. 15:02 Mapa s datotekama

. Selecttab Insert . -
* Preuzimanja @ 0-02-0a-8b0319c%af1ea3 753038242 a4103... 15.9.2021. 11:25 MP4 datoteka 12.223 KB

L
1
2

) ) ) [ Radna povriina
3. Click omarrow descending Video menu . S

‘ams Lokalni disk (C:)

4
5

. SelectvVideo on My PC . 058 pogon 0

= USB pogon (D)
Muzika

. Select videdile, and thenclick Insert o

LB 4

File name: | 0-02-0a-8b0319c%af1ea375038242ea4103bed3c3560b01d059686d90 V| Video Files ~

Tools - Insert |v Cancel
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Audio and video

After completingthe steps.a videowill be addedon slide.
Clickand pull handlesfor determinationsizeto changesize

video.

W ’ 4 P 000000 )
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Audio and video

Video preview
A. Play/Pause
Timeline
Back

Forward

mo O W

Volume

T ’ ‘ TI T 00:00,00 f

AND BCDE
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Audio and videcg Video editing- trimming

N

N o O~ W

Select the video

Click thePlayback tab on the ribbon arsglect the

Trim Video option in the Editing group.

The Trim Video window will appear.

Use the greerandle to set the start time.

Use the rechandleto set the end time.
Click Playo view the video.
ClickOK.

Fade Duration

E [4] FadeIn: |0D00 O

o

Trim
Video [PlFadeQut: 00,00 O
Editing
Trim Video ? %

0-02-0a-5a8f925f349d1da8d08f5e25a1073¢93ea%¢c45387¢3...  Duration: 00:30,374
.

00:00,077

00:00,132 = d » B 00:30,506

Start Time End Time
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Audio and Videc; Video Editingg Fade In and Fade Out

1. Select video

Fade Duration

——r
2. Click the cardPlaybacko the Fade section Duration . ; (4] Fade In: [00,00
mr.;r:D [¥] Fade Out: |00,00

Editing

3. To adjust the Fade In or Fade Certter the desired

time oruse theup and down arrow keys
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Audio and videcg Video Options

Volume.

Start.

Play Full Screen .

Hide While Not Playing .
Loop until Stopped .

o Ok W Dh PR

Rewind after Playing



