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Microsoft Office PowerPoint



Action buttons allow users to create a button to go to another slide (either in sequence or out of sequence), go to a web site, open a file, play a sound, or play a video.
Inserting an Action Button on a Slide

1. From the Draw toolbar, click AutoShapes.

2. Point to Action buttons.

3. From the list that appears, click on the type of action button to be inserted.  Types of buttons available are:
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Blank

· Home

· Help

· Information
· Previous Slide

· Next Slide

· Beginning

· Ending

· Return

· Document

· Sound

· Movie

4. Move the cursor onto the slide (now shaped like a “plus” sign), and click and drag to draw the selected button.
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The Action Settings dialog box will open.  The settings will default to the type of button you selected. 

Example:

If you selected the “Back or Previous” Action Button, the settings would show that clicking the button would cause it to “Hyperlink to:” the “Previous Slide” as shown at the right.

6. To change this setting, click on the arrow at the right to show a drop down list of options.  These options include:
· Previous Slide

· First Slide

· Last Slide

· Last Slide Viewed

· End Show

· Custom Show…

· Slide…

· URL…

· Other PowerPoint Presentation…

· Other File…

7. Any option with three dots after it will open another dialog box requesting additional information (a URL, a filename, a slide number, etc.)

8. There are four different Actions you can set a button to do.  The first three are:

· None

· Hyperlink to

· Run program

NOTE:  Only one of these may be applied to a given button.

9. The fourth action is the Play Sound option.  It can be used in conjunction with any of the other three Actions.

10. When all settings have been selected, click OK.

11. Start the PowerPoint presentation and click the button to test its “Action”.

Editing the Action Settings of a Button
1. From the Insert menu, select Hyperlink (or press CTRL + K).

2. Make changes to the action settings.

3. Click on OK.



















