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Inserting audio, video, and pictures

Microsoft PowerPoint 2007

Pictures

1. Select the slide that you wish to insert a picture
2. Insert tab > Picture or if you wish to use a ClipArt picture Choose ClipArt
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3. Browse your file > Click Insert
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4. The picture is inserted. Resize as necessary.
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Movies
Several video / movie file formats work including AVI, MPG, MPEG, WMV and others.

1. Select the slide that you wish to insert a movie onto
2. Insert > Movie > Movie from file
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3. Browse to your movie file >Select it > Click OK
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4. Click Automatically if you wish the movie to start playing automatically when the slide is shown, or click
When Clicked if you wish the movie to start playing when you click on the movie.
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Microsoft Office PowerPoint
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5. Done.
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Slide Show Mode
Depending on whether you chose Automatically or when clicked, your movie clip will either start playing

straight away or when you click on the image.

Click to play
movie

& /.

Tip: Show Slide show

F5

Press F5 to view as slide show.
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Sounds
1. Select the slide that you wish to have the sound on

(D) H9- 0 )

=t ]
Home Insert Design Animations Slide Show Review View - '@,
.-y
= = g * 3
I[.]| El=l ) T € -] = [ ) i e %
| el B8 | ) = & U = EES $2 @ e
7 5
Table Picture  Clip Photo Shapes Smart&rt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Mov?s|50und|:
i At Album ™ = Box & Footer ~ & Time Mumber
Tables

GOR. ™ 8¢
lllustrations Links

Text

LT “
Medi ﬁ Sound from File... @_
slides _Outline x

Sound from Clip Organizer...
1 | Play CD Audio Track...

Record Sound...

2. Insert > Sound > Sound from File...

3. Browse your file > Click OK.
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4. You will now be asked whether you want the sound to start playing automatically when the slide is shown,
or when you click on the sound icon. -
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Depending on whether you chose automatically or when clicked, your sound clip will either start playing

straight away or when you click on the sound icon.

{*_n) Click to play
sound clip

Note:

Once you have put the sound on a slide you may change the properties.

Animations > Custom Animation (The Custom Animation pane will appear on the right hand

side)
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Change the options here for the when
you want the sound to stop.

Custom Animation v X

[Z{‘,\{ Change '] [xa Remova]

Modify: Pla
Start: B After Previous M

Speed:
05 > Sound Clipawma ]

“3  start On Click
Start With Previous

\5)  Start After Previous

Choose After and the slide number if
you want the sound to continue to
play for several slides

Change the options here
for the start timing
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Effect Options...

/ Timing...

/ Show Advanced Timeline

Remove

Click the arrow next to
the sound clip you wish
to edit



	Pictures
	Movies
	Sounds

