
 
ADVANCED POWERPOINT OUTLINE 

 
 
 

1. Slide Show Animations 
2. File:  Send to 
3. Edit:  Paste as hyperlink 
4. View: Master slides 

a. Comment 
5. Insert: Picture – Autoshapes 

a. Movie and sounds – play cd audio track 
b. Hyperlink – File, web page, bookmark 

6. Format: Replace fonts 
a. Format placeholder 

7. Tools: Options – edit – charts 
a. Save 
b. Style Options 

8. Slide show: Rehearse Timings 
a. Record timings 
b. Record narration (enter/escape, no to timings) 
c. Set up show 
d. Custom animation 

9. Adding and Where to Get: 
a. Sounds 
b. Pictures 
c. Music 

i. Ripping sound tracks using Windows Media Player 
ii. Editing sounds using Audacity 

d. Video 
10. Creating and Animating 

a. Charts 
b. Organization Charts 

11. Design Tips 
12. Operating Tips 

 
 


