Adding Sound to Powerpoint Slides
How to Insert a Sound File on a Slide

Sounds can be located in Microsoft Clip Art Organizer on your hard drive, on your original Microsoft Office disk set or downloaded from their website.  You can also create your own sound file and save it to a folder

· Select “Insert” from the Power Point tool bar

· Highlight “Movie and Sounds”

· Select “Sound from File”

· Find your file that you have saved and highlight it

· Click OK

· Double Click on sound icon (now on your selected slide) to hear it play

How to Record Sound On a Slide

Make sure that you have an external mike plugged into your computer.  Check the sound level by double clicking on the sound icon at the bottom of your computer.

· Select “Insert” from the Power Point tool bar

· Highlight “Movie and Sounds”

· Select “Record Sound”

· Click on the red dot and begin speaking

· Click on the black square when finished

· Double click on the sound icon (now on your selected slide) to hear it play.

Recording Narration

This feature allows you to read every slide at once and it automatically saves the timing for each individual slide.  When finished, the narration will play automatically when that slide is selected.  The student does not have to click on a sound icon to hear the narration.

· Go to “Slide Show” on the Power Point Menu bar

· Select “Record Narration”.  A Dialog box will appear telling you how much space on your computer you have to record.  Remember when you are using recorded speech, the file will increase significantly in size.

· Once you click “OK’ your slideshow will begin at slide #1.  Record what you want to say and click your mouse.  Continue until you reach the end. 

· Save your file.

Adding Sound From a CD

In Power Point, you can have an audio CD play along with your presentation.  You can play the whole CD or choose the specific tracks that you want.  Using a CD can be effective as you will not be adding any extra size to your files.

· Go to the slide where you would like to insert the music.

· Put your CD in the CD-ROM player.

· Go to “Insert” on the Power Point menu bar,

· Highlight “Movies and Sounds”

· Click on “Play CD Audio Track”

· The “Movie and Sound Options” dialog box will open

· Choose the track you want to start on and the ending track

· Choose if you want the sound to loop or not

· Click on OK

· The dialog box will open asking if you want the sound to play automatically.  If you do, choose “Yes”.  If not, choose “No”.

· A CD icon will be inserted on your slide.

Adding Sound files to Word Document

· Open a blank document.

· Go to Insert on the menu bar.

· Scroll to Object and select.

In the Object window, scroll down and select WAVE SOUND and click OK

Make sure that you have a microphone plugged into your computer!!!!!

In the recording window, press on the red dot and speak into the microphone. 

When you are finished recording, press the black square to stop.
Brenda Lucus

T/TAC @ ODU

ttacbrendalucus@comcast.net
