Animate, Add Sound and Media to Microsoft PowerPoint

Setting Up Your Presentation

PowerPoint

Recent

Pinned

Pin files you want to easily find later. Click the pin icon that appears
when you hover over afile,

Older

o

[@¥ Open Other Presentations

| Search for online templates and themes pel

Suggested searches:  Presentations  Education Business Diagrams Charts

Themes  Timelines

Take a tour

>

QuickStarter

{ Blank Presentation

GALLERY

I+]

Welcome to PowerPoint Start an outline Gallery
~
WO0D TYPE o Quotable
@
Parcel Wood Type lon Boardroom Quotable
w
Berlin | CROP | CIRCUIT
Berlin Savon Crop Circuit
~ Y
DIVIDEND ; = '
Organic
E—— - o DROPLET

After opening Microsoft PowerPoint, you will be presented with different layout types for your
presentation. These layouts are pre-designed and will appear as soon as you open PowerPoint. You can
also search for different themes using the search bar option at the top of the page.
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Insert Draw Design Transitions Animations Slie.. . Review View Help O Tell me what you want to do

[ Layout - i E~ OO DD £ Find
{5 Reset ) ALLDd G- o %6 Replace -
U § abe AV 2L Yy s _g [y Select~

Editing

|¢_,¢ Share

=)
Paste New

- Slide~ [ Section~

E\\pboard [ Slides Paragraph Drawing

Adding An Image

Click to add text

siide 20f 5 [2 . = Hotes B 55 B =7 - | + 72% l]

The PowerPoint screen consists of the following;

=

Title Bar — displays the name of the current presentation

no

Ribbon - The ribbon consists of tabs, with each tab containing several commands located in
groups. The commands that are visible are all relevant to the tab that is selected.
Slides — displays all slides that are in the presentation.

w

a. Note: The current slide will have a highlight around it, as slide one does above.
Slide Preview — A larger view of the current slide. This is where text, images, charts, etc. are
placed on a slide.

Status Bar - indicates the current slide number, slide view options, as well as the zoom level

&

o
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Adding a New Slide

e

Draw Design Transitions Animations Slide Show

Paste New B I U abe AV . Aa aky ===
- » Slide - | © Section ~ U § abcs : A - 0
Clipboard lides Font

1

Once you have selected your desired template, you will have the option of adding new slides to your
presentation. The New Slides icon is under the Slides section in the Home tab.

H Presentation] - Powd
Insert Draw Design Transitions Animations Slide Show i Help
o o)D) PP PR p———r T
5 B 2 Reset [] Align Text
aste New AV a ay =E=s== =
- 4 ~ [ Section ~ g0 i aEete i b - - - = I= =] Convert to
Clipboard Paragraph

Two Content Comparison Title Only

Content with Picture with
Caption Caption

Panoramic Picture Cuote with Marne Card
b, with Caption Caption

W5 Duplicate Selectedslides

r\j Slides from Qutline...
=] Reuse Slides...

Slide 1 0f 1

The drop down menu of the New Slide option will have different layouts for the new slides you want to
add to your presentation. Pick the layout that works best for the purpose of the presentation. You can
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also change the layout of your slide by clicking the Layout drop down menu in Slides menu. If you will be
using animations for your media, exclude the following options: title slide, section header, header only,
blank, quote with caption, and name card as these layouts don’t automatically have a media input
options. You will need to manually insert media each time using the Insert tab if you choose one of

those layouts .

Home

L = Layoul
D ) Reset
Paste New

. Slide~ [ Sectiol
Clipboard = Slides

slide2of5 [[2

The added slides will be on the left of the screen in the Slides section.
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Adding Different Media to your Slide

Inserting Different Media Types

Click to add text

When you insert a new slide, and choose a layout with a content option, you will be given different
media options that can be easily inserted. The slide layout option chosen is: Title and Content. As the
previous image shows, you can insert a table, a chart, SmartArt, an image from your computer, an image
from the internet, and a video.

Adding an Image from the Slide

Inserting Different Media Types

Click to add text

You can add an image by clicking on the image icon highlighted above. This option will allow you to add
images from your computer to your presentation. Once you click this icon, you will be redirected to an
insert image option from your pictures.
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[3 Insert Picture x
A [& > ThisPC > Pictures v @  Search Pictures P
Organize » New folder - O ©
- )
s Quick access N =
B Desktop  # P
& Downloads
oo —
5/ Documents -+ Backgrounds Camera Roll Lske Forest Saved Pictures  Screenshots
= Pictures » College

]
[ Microsoft PowerP
23 Dropbox
Phone Photo Ba

@

& OneDrive - Lake F

v

File name: w| A pictures v

You can either select the file the image is in on your computer, or you can simply select a single image
not belonging to a file. Once you select the image, click the open button and the image will be added to
your slide. The image will show up like this.

Inserting Different Media Types

L S EARETOREST
COLLEGE

Alt Text: A plant in a garden
L

You can use the image placeholders to resize the image, or even rotate the image with the arrow
placeholder. Inserted images will have an Alt Text option which simply describes what is in the image.
The alt text will not appear in your presentation, it is simply used for descriptive purposes.

a. Adding an image from the Insert Tab
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File - Draw Desig

= Bl

. &4 screenshot -
Mew Table § Picture
THoe || o =) Photo Album ~

Slides  Tables

Alternatively, you can add an image using the Pictures icon found under the Insert Tab.

l:'.g. Online Pictures

Adding an online image

Inserting Different Media Types
Q

Click to add text

You can easily add an image using the integrated Bing image search under the online image icon. Bing is
the preferred search engine choice for Microsoft Office and you cannot change to a different search
engine using Microsoft PowerPoint. Once you click on this icon, you will be redirected to an online
image search pop-up window.
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Online Pictures © O

Powered by I» bing

~
je o 0 0
Airplane Animals Background Balloons
Baseball i Birthday Cake
Celebration
v

| 4 OneDrive |

You have the option of searching for a specific image using the search bar, browsing the various picture
categories provided by Bing, or you can upload images saved in OneDrive.

Online Pictures @ 6O

£ Apple I X

Powered by b bing

Y Filter IQ Creative Commons only I

£ @ .
> d

You are responsible for respecting others' rights, including copyright. Learn more here

Once you have decided on an image, you will have the option of using “Creative Commons only” images
which are free to use under copyright rules. You can also choose to deselect the Creative Commons
option and you will have a wider variety of images to choose from, just be aware of the copyright
regulations regarding Fair Use.
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Adding a Video from the slide content option

Inserting Different Media Types

@3

Select the online video icon on the slide. This will redirect you to a video pop-up menu.

nsert Video

4 N

_-A From a file

] Browse k!
Browse files on your computer or local network

YouTube
Terms of Use. Privacy Policy.

Search YouTube

From a Video Embed Code
Qﬂ Paste the embed code to insert a video from a web Paste embed code here »
site
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You have three options for your video upload: from your computer, from YouTube, or from an embed
code from a website such as Panopto.

nsert Video

:h From a file

] Browse ki
Browse files on your computer or local network

n YouTube . . Search YouTube
Terms of Use. Privacy Policy.
From a Video Embed Code

9.:. Paste the embed code to insert a video from a web Paste embed code here »
site

When you choose a video from a file on your computer, an insert menu will pop-up.

[ Insert Video x
e m » ThisPC » Videos v Search Videos o

Organize = Mew folder

i
=i
©

~

=
-

Captures Movavi Video
Editor

|

This PC

=¥ Network v

File name: || \/| Video Files ~

Tools v Insert Iv Cancel
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Select the video you want to add to your slide and click the insert button.

N

serfn

r " L ar A o 5 I‘

Like an image, the video has placeholders you can use to resize or rotate the video. The video screen
also has a control bar option that allows you to play the video, fast forward or rewind and change the
volume levels. Be advised that when inserting a video from your own personal computer, you will need
to ensure that the video you are copying is saved on the computer you will be presenting on. You can
save your presentation and video together for the video to play on a different computer. You can either
save the video and presentation on a flash drive or on OneDrive.
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Adding a YouTube Video

nsert Video

:& From a file Browse b:

Browse files on your computer or local network

u YouTube . . Search YouTube
Terms of Use, Privacy Policy.

From a Video Embed Code
9,:, Paste the embed code to insert a video from a web Paste embed code here L
site

4BACK TO SITES

4 :
o JouTue appls
1000000 search results for apples

Fruit for Kids with Blippi | Apple Fruit Factory...
Blippi -

Select an iten ert Cancel

Search for the type of video you are looking for, select the video and click the insert button.

Inserting Different Media Types

-

Once the YouTube video has loaded, you will need to double click the video screen for the Title and Play
button option to appear. Press the play button for the video to stream directly from YouTube. If you
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directly stream from YouTube using this method, you will need an internet connection for the video to
play.

Adding a Video Using a Link

nsert Video

:k From a file

5 Browse ¥:
Browse files on your computer or local network

YouTube

Terms of Use. Privacy Policy.

From a Video Embed Code
@ﬂ Paste the embed code to insert a video from a web I Paste embed code here » I

Search YouTube

site

You will simply copy and paste a video link the area provided, and the video will download onto your
presentation.

Academics at LakelFor...

Like the YouTube video, you will have to double click the video for the Play button option to appear.
Again, you will need to have an internet connection for this video to play in your presentation.
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Embedding Panopto Videos
To insert a video from Panopto, you will use the video embed option. Panopto is accessed through
Moodle’s homepage.

You are log

Lake Forest College Moodle

Latest news
L ' Welcome to Moodle 2.7

(No news has been posted yet) SAEE TR

Navigation This is Lake Forest College's Moodle 2.7, Liberal Arts Edition (LAE). To get started, you can read the Faculty

Introduection to Moodle or How to Add Users to a Course.

Home

&l The Quantitative Readiness Assessment is found on the left hand side in "My Courses." To access it, log in using your

Wy home username and password. Need help? Call Admissions at 847-735-5000.
b My profile

[Panopto Videos
Miss a campus lecture? Videos of public events are now available in Panopto. Look on the right of this page for
a list of recent lectures.

P My courses

Click on the “Panopto Videos” link and you will be redirected to a login page of Panopto if you are not
logged in on Moodle. If you are already logged in on Moodle, you will be redirected to the Panopto
homepage. There is a menu to the right of the screen in Panopto where you will choose the video you
want to add to your presentation.
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Sei

f Home <

B My Folder ¢

=<¢ Shared with Me

Everything 454
¥ Browse
All Folders My Folders

Search all folders... jol

» B3 My Folder
@ Campus Events
il Center for Chicago Programs
il CHEM 108
» Il David Levinson
il Dean of Faculty
» BB ENGL 365 01, 2014-50: Poetry ancv

{ >

b System Vie
|
You can only access embed codes on videos you have either created, or videos shared with you.

Therefore, select a video either from “My Folder” or from “Shared With Me”.

& v s O {nt &) httpsy/lakeforestcollege hosted.panopto.com/Panopto/Pa ons/List.aspx#isSharedWithMe=true
‘ Search Shared with Me... el

f Home E Shared with Me J

B3 My Folder C Refresh : : :i == Filter by date Delete Move Share

E: Shared with Me J

Name Duration Date w Location

Organic Chemistry Lecture

- .
Everything ago in m TRC Panopto Group Account: TRC Panopto Group Account

- Set‘.ings‘ Edit ol Stats W Delete

¥ Browse

All Folders My Folders
Once you've decided on which video you want to insert. Select the check box of the video and click the
Share option. This will direct you to a page to find an embed link.

From the Office of Academic Technology. Kaylene Williamson ‘19



16

[*] Organic Chemistry Lecture Learn more X
Overview
Outputs <iframe src="https://lakeforestcollege.hosted.panopto.com/Panopto/Pages/Embed.aspx?id=00873cob-6948-
P 471a-90ee-006f8c7cB84878v=1" width="720" height="405" style="padding: Opx; border: 1px solid #464646;"
Quiz Results armahnrdar—"N" allowfullerraan allo—"antanlan - - Aframea-
Streams Copy the code above to embed this session into a website. Learn more
Clips
~ . L1 ) R [ ——

Click the Embed option, and you will be able to copy the embed link on the page. Copy this embed link
on to the embed option in PowerPoint.
x

Insert Video

:h From a_ file Browse b
Browse files on your computer or local network
u YouTube ) ) Search YouTube
Terms of Use, Privacy Pelicy,
From a Video Embed Code
@ﬂ Paste the embed code to insert a video from a web Paste embed code here = l

site

Like the YouTube video, you will have to double click the video for the Play button option to appear.
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Adding Animations to your images

Ho 0B - = s -

Home  Insert  Draw  Design  Transitions eShow  Review  View  Help Format £ Tell me what you want to do & Share D) =1
<A» 4 Animation Pane Reorder Animation
x o k r W N Kk X K L
Preview None Appear Fade Fly In Float In Split Wipe Shape B Add
- Animation -
Preview Tvanced Animation Timing ~

1

O ERRETFOREST
COLLEGE

Alt Text: A plant in a garden

5
ES
¥
slide2of5 [|2 = Notes =N 55 B T - ] + 7% [

Before adding any animations, make sure that your image is selected first. If you image is not selected,
there will be no animation options available to you. You have two options for adding animations. One
option is using the drop-down arrow under the Animations tab, in the Animations menu. The other
option is to click the Add Animation icon in the Advanced Animation menu.

Hs:0 3y — | — EEEEE

Home  Inset Draw  Design  Transitions SlideShow  Review  View  Help Format O Tell me what you want to do & Share O [J

'.* %< Animation Pane On Click Reorder Animation
Preview > ¢ Add
% Animation ~
None
Preview Advanced Animation Timing ~

Entrance

1 A’
* ; )¢ w * ® %
Appear Fade Fly In Float In Split Wipe Shape Wheel
A = s pw
* 2 * e
Random Bars Grow & Turn Zoom Swivel Bounce

Emphasis

k

Pulse Color Pulse Teeter Spin Grow/Shrink ~ Desaturate Darken Lighten
¢ ¢ 3 k 4 8 v
3
Transparency Object Color Compleme...  Line Color Fill Color

B A

4 : i
’ kS N K+
Disappear Fade Fly Out Float Out Split Wipe Shape Wheel
A X sp¢
-
R ..
5 Random Bars Shrink & Tu... Zoom Swivel Bounce
More Entrance Effects...
More Emphasis Effects... =
More Exit Effects... 2
¥
More Motion Paths..,
Slide 2 of § * = Notes B &5
o]
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These are the animation options using the Animations menu in the animations tab.

H®S -2 BT4g- - PPTTutorial - Picture Tools _ = < ] X

File Home Insert Draw Design Transitions Slide Show Review View Format S Tell me what you want to do & Share @ 3

A’ * jo4 Animation Pane On Click Reorder Animation
> X r W T K %k *
Preview None Appear Fade FlyIn Float In Split Wipe Shape B .Ad‘!
% Animation =
Preview Animation Entrance |k ~
1 * SR SR G | ¢
Appear Fade Fly In Float In Split
- A
X w > ~ **
Wipe Shape Wheel Random Bars Grow & Turn
2 NAV
2= */
Zoom Swivel Bounce
Emphasis
3 Pulse Color Pulse Teeter Spin Grow/Shrink
Desaturate Darken Lighten Transparency Object Color
¥ ¥ k : 8
4 Compleme...  Line Color Fill Color
u B B A
Exit -
3 More Entrance Effects...
More Emphasis Effects...
More Exit Effects... 2
3% More Motion Paths... ¥
+ 2% B3

slide2ofs [2

These are the animation options available animation options in the Advanced Animation menu. There is
no difference in the animation options, therefore you can use whichever animation option works best

for you.
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Slide 2 of 5

02

Home

*x X #* %

Wheel Random Bars Grow & Turn Zoom Swivel

Insert

Draw

Design Transitions

Animations Slide Show Review View Help

* %

Bounce Pulse Color Pulse §+

Animation

£ Tell me what you want to do

e +* 74 Animation Pane

rigger -
Effect Add 99
Options~  Animation ~

P Start: On Click -

5 Duration: 00.50
(®Delay: | 00.00

] Advanced Animation Timing

=nNotes B B2 B ¢

19

|& Share

Reorder Animation

0]

+ 72%

]

»

=]

Once you have selected an animation, you will have a variety of formatting oprtions to choose from. The
number 1 next to the image shows that it is the first animation applied to the image. There is a preview
option of your selected option to the far right of the screen. You also have animation timing optionsin
the Timing menu. You can choose how the animation starts, the duration of the animation and how long
you would like to delay the start of the animation. If you click the Animation Pane icon in the Advanced

Animation menu, you have more editing options.
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HS 0B+ PPTTutorial ~ X
Home Insert Draw Design iti Animations Slide Show Review View Help P Tell me what you want to do |& Share @ 7]
* i ﬁ* S pr 4 3 * "* é“Animation Pane P Start: On Click ~  Reorder Animation
S - * % &
‘,"J * ~ * PN > d Trigger ~ (Y Duration: 00.50 % A Move Earlier
Preview Wheel Random Bars Grow & Turn Zoom Swivel Bounce Pulse Color Pulse |- _Effect Add ® z
% Options »  Animation ~ Delay: 0000 ©
Preview Animation [} Advanced Animation Timing ~
v x

Animation Pane

P Play From -

| =
1 ‘fl'::-l Content Place...[ |
25 % Content Place...[l] -

2
-

3 -
4 -
5 e -
EAREFOREST
COLLEGE

2
¥
| Seconds ¥ 4 @ 2 4 6 ir I

= Notes B 5 B 3§ - ] + 6% [

slide2ofs [|2

You can add more than one animation to an image. This image has 2 different animations which is why 1
and 2 are on the side of the picture. You edit the animations in the animation pane where you choose
how long each animation should last, and you can also change the order of the animations.

TR TR = — EEEEE

Home Insert Draw Design Transitions Animations Slide Show Review View Help £ Tell me what you want to do | Share @ =l

+* 54 Animation Pane P Start: On Click ~  Reorder Animation

A SpA% 4 *
*IS‘ * = (;* ’*‘ % 4‘( i Trigger ~ ( Duration: 00.50 2 4 Move Earlier

~
Effect Add

Preview Wheel Random Bars Grow & Turn Zoom Swivel Bounce Pulse Color Pulse |+ . @
¥ Options ~  Animation ~ Delay: 00.00 °
Preview Animation ] Advanced Animation Timing ~
1 Animation Pane G
b Play From -

18 Content Place...[ |
2YF J Content Place...[]
4| Start On Click

* ™

Start With Previous

D Start After Previous
Timing...
Hide Advanced Timeline

Remove

3 -

When you click on the drop-down arrow of the animations in the animation pain, you can choose how
you want the animations to start. You also have additional options when you click Effect Options, which

redirects you to a pop-up screen.
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Zoom ? > Zoom ? X Zoom ?

Effect  Timing Effect  Timing Effect  Timing

5

Settings Settings

Vanishing Point:

Object Center
nhancements ————————— Object Center

Vanishing Point: | Object Center ~ Vanishing Point: | Object Center w

ents Enhancements

Sound: [Mao Soun Slide Center Sound: [Mo Sound] \E Sound: [Mo Sound] v i
P Mo Soun: . -
After animation: | Don't Dim - After animation: %éi’é'a"ﬁFé’ﬁ%ﬁE"éEUH’&j ....................... ~ After animation: | Dan't Dim -
Anirmate texk: Animate text: ipplause Anirmate texh: EEEEDOENR
= rrow
=l 2 delay between letters Bomb [Fers More Colors... tters
- Breeze v

Don't Dim
Hide After Animaticn
Hide on Mext Mouse Click

There are three different options to choose from to edit your animation further. You can decide if you
want your animation to vanish from the center of the image or the center of the slide in the Vanishing
Point drop-down menu. Under the Enhancements section, there are sound options to add to your
animation when you click the drop-down menu. You can also decide what viewers see after the
animation has played using the After animation drop-down menu.

"/ Options ~  Animation ~ (®Delay: 0000
Animation 1] Advanced Animation Timing ~
Animation Pane Y %
b Play From a
15 Content Place...[ |
28 J Content Place...[] -

Zoom

Start: % On Click v
Delay: 0 % seconds
Duration: | 0.5 seconds (Very Fast)

Repeat: (none)

= = ‘ -
= EAREFOREST
COLLEGE

D Rewind when done playing

Triggers ¥

Under the Timing tab, you can choose how to start the animation, if you want to delay the animation,
how long the animation should last and whether you want to repeat the animation in your presentation.
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Adding Animations to Bullet Point Lists

Adding animations to text is similar to adding animation to images. You will first copy the entire text you
want an animation on.

File Home Insert Draw Design Transitions | Animations I Slide Show Review View Help Format O Tellme 1% Share D History 7 Comments
N A N i'\—, I|= Animation Pane Reorder Animation
5 | I ] W Y% Yr ow Y 0 £ o N
Preview None Appear Fade Fly In Float In Split Wipe Shape B Add A - .
. Animation ~ 3.5 2
Preview Animation Advanced Animation Timing ~
-

€2

Once you've selected the text you want to animate, click the Animations Tab. In this animation tab, you

will have a variety of animation options available by clicking the dropdown arrow. Select your desired
animation effect.

File Home Insert Draw Design Transitions Animations Slide Show Review View Help £ Tell me what you want to do 13 Share D History 17 Comments
i:\—r f \f/ :7 2 f i S {\—, = Animation Pane [> Start: eorder Animation
[> oy il 7 { = M i + _5 Trigger ~ @Duratiom 00.50
Preview MNone Appear Fade Fly In Float In Split Wipe Shape = Add N ™
- Animation = 75 (B Delay:  |00.00
Preview Animation

] Advanced Animation Timing

Bullet Points

Donnelley and Lee Library

Lake Forest College

The animated text will show numbers to the right side. These numbers indicate that each bullet only has
one animation to it. Under the Timing section of the Animation ribbon, you will be able to choose the
duration of the animation, and you have the option of delaying the animation before starting, from the

previous animation. Use the arrows to select how much time for the duration and delay of the
animation on your bullet point list.
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Adding a Voice Recording

File

J
New
Slide =

Slides

Home l Insert I Draw Design Transitions Animations Slide Show Review View Help £ Tell me what you want to do 1% Share D History 1 Comments

i

Table

Tables

e D QB [l @ Bevwn BB K T RAQD AE O E.;;

i} Screenshot ~
Pictures B+ 2CIEEMENT Shapes lcons 3D SmartArt Chart = Forms Zoom Comment  Text Header WordArt Equation Videofl Audio Jf Screen
Box & Footer & E:l - -

B Photo Album ~ - Models -
Images Ilustrations Forms Add-ins Links Comments Text Symbols

Iy Add-| ©
Ocl & n= ecording

To add a voice recording, click the Insert tab, and click the Audio drop-down option in the Media section
of the ribbon. When you click the Audio option a pop-up window will appear with additional options and
instructions.

1) o

@ Audio  Screen
- Recording

i} Audic on My PC...

Becord Audio...

You have the option of uploading an exisiting audio file from your computer or you can record an audio
file on PowerPoint.

Uploading an Audio File From PC
To upload an audio file, click “Audio on My PC...”. This will redirect you to a pop-up screen.

[3 Insert Audio *
N <« Documents » Sound recordings v O Search Sound recordings 2
Organize » Mew folder ==~ [N 0
@ ~ MName # Title Contributing artists ~ Alb
-] I@ Recording Recording I
-]
(-]
-]
-]
-]
-]
-]
-]
[ This PC
¥ Network v £ >
Filename:“ v| Audio Files ~
Tools - II Cancel
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Click on your desired file for upload and select the insert option at the bottom of the pop-up screen.

Adding An Audio File

Once your audio file has been uploaded, you will have the option to play, pause, fast-forward or rewind
the audio. You can also change the volume levels of the audio to the right of the control bar.

Recording an Audio File on PowerPoint

1)

eo Audio  Screen

~  Recording

i) Audio on My PC...

Record Audio...

Select the “Record Audio...” option, which will redirect you to a pop-up screen.

Recording Audio on PowerPoint

Record Sound

Recorded Sound

Total sound @ 0

oK Cancel

You can edit the file name of the recorded audio in the Name file name section. To begin recording your
audio, select the red recording icon on the pop-up screen.
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Recording Audio on PowerPoint

Record Sound ? X

Name: jRecording Audio on PPT

otal sgund length: 5

Cancel

The screen will show how many seconds the audio has been recording for. To stop recording audio,
simply click the red stop button on the screen.

Record Sound ? X

Name: Recording Audié on'P'PT

ound length: 21

Once your audio has recorded, you will have the option to playback the audio by simply clicking the
green play icon on the screen. Proceed to clicking “OK” when you want to add the audio to your
presentation.

From the Office of Academic Technology. Kaylene Williamson ‘19



26

Recording Audio on PowerPoint

00:00.00 =3

Like an uploaded audio file, your recorded audio file will show a microphone icon, accompanied by a
control bar that allows you to play, pause, rewind, fast-forward, and change sound levels.

Saving Your PowerPoint Presentation

To save your presentation, click on the File option located in the upper left corner of the page. This will
direct you to a menu of different options. Click on the “Save As” option.

Save As
@ Recent

Lake Forest College

E OneDrive - Lake Forest College I

@ OneDrive - Lake Forest College

m Sites - Lake Forest College

Other locations

Account E;I W=
Feedback @ Add a Place

[ Browse

Options
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You have the option of saving your presentation to your OneDrive, Your PC, or even your flash drive
using the “Browse” location.

Save As

I~ OpeDrive - 1ake Forest College
@ Recent ak ole
I Enter file name here
Lake Forest College PowerPoint Presentation (*.pphy) - E::
: — Mare options...

£a OneDrive - Lake Forest College

S i Mame T ) Date modified
@5 OneDrive - Lake Forest College D 11/10/201811:18 P
_ ] 10/18/2018 11:13 AM
m Sites - Lake Forest College
] 11/11/2018 413 PM
Other locations
= _ ] 11713/201 6:44 PM
[ [ mhispc
2/20/2018 5:13 PM
Feedback ]
seenas J@ Add a Place
Options ] 11/12/2018 10:35 PM
[~ Browse
] 11/14/2018 2:00 PM
] 9/6/2018 &:37 PM
N w

To save a presentation to your OneDrive, click one drive and your most recent files will appear. If you
want to save your presentations to one of those files, simply click the file, enter the file name to save as,
and click save.
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To save you presentation to your computer, select “This PC” option. You will notice that “Documents” is
the default file saving location. If you’d like to save your file in a different location, select the other
folder options below the file name and save options. Type your file name in the file name bar and click
save.

Accessing your Presentation Using Office365

You will log in to your Office365 email account (Outlook). Once you’re logged in, you will click

_Office 365

link in the far-left corner of the web page. This will open a menu of Office
365 applications.

~

Apps

aﬂ Qutlook £& OneDrive I it

@ Word Excel
m PowerPoint OneNote r
E};r SharePoint m% Teams \
@ Sway H StaffHub '

p Dynamics 365 yE- Yammer

m Delve E Tasks

Pﬁ“\ Planner ” To-Do 4

Allapps =

Documents |
New ~C

Select “OneDrive” and you will be redirected to all your cloud documents on OneDrive.
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Office 365 |. OneDrive Py
L search everything + New v 7 Upload v o Flow Vv ] Sync
Files
l Files
[ Name Modified Modified By File Size Sharing
Recent
September 2 Private
Shared -
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Recycle bin
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BS October 25, 2017 Private
[ | October 25, 2017 Private
Get the OneDrive apps
[ | April 9 Private

Return to classic OneDrive

Select the file you had previously saved your presentation to. This will open the list of documents saved
in the file. Select your presentation file.

Office 365 |. OneDrive

L search everything + New v 7 Upload v |2 Share @ Copy link
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I Files
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After clicking on your presentation file, there will be a download option at the top of the page. Click the
download button to download your file to the pc you are using. Once your file has been downloaded,
you should be able to open it and run your presentation from there.
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