Easy Guide for Creating PowerPoint Presentations 
Before Starting the Presentation: 

· Make sure you create one folder for your presentation that you will put all your audio/video clips in and put it onto your desktop. Every audio/movie file should be saved or moved into that folder before adding it into your presentation. (This will just save you a lot more time in the end.) 

Images: 

· To obtain a picture from the internet, right click on image and click Save As and save into a special folder. 

· Click Insert, Scroll down to Picture, then choose either Clip Art or From File. 

· You can adjust the size by putting the cursor on the edge of the picture and dragging it. 

· If you want the picture behind text, right click your mouse on the image and scroll down to Order, then click Send to Back. 

· By clicking Slide Show and scrolling down to Custom Animation, you can alter your images. You can add special effects by making the pictures fade in and out or rotating. 

Music/Audio: 

· Click Insert, scroll down to Movies and Sounds, and then choose either Sound from Clip Organizer or Sound from File. 

· If you want the music file to play for more than one slide, right click your mouse on the music file (image should be a gold horn) and click Custom Animation. Next, click on the down arrow next to the file name and click on Effect Options. Under Stop Playing, click After: (then insert how many slides you want it to play for). 

Video Clips: 

· Click Insert, scroll down to Movies and Sounds, and then choose either Movie from Clip Organizer or Movie from File. 

· To obtain video clips from the internet, they must be downloadable. You cannot use video clips from YouTube either since you cannot save them onto your computer. Some clips you can right click and save as, while others will not let you. You can also right click on the link of the video clip and click Save Target As, and then save it onto your computer. Check if the files work by opening up the file that you saved and checking if the video clip will play. 

Uploading Presentation onto Forum: 

· When you are all done, you need to make sure that every music, audio, and/or movie file that is in the presentation must all be kept in one specific folder. Also, include the PowerPoint presentation file if the memory of the folder is not too large (200 MB is the max). The video clips and audio will not play for others to see if this is not done correctly. 

· Next, open up your Desktop Folder and right click on your presentation folder. Then, scroll down to Send To and click Compressed (Zipped) Folder. This allows you to upload everything onto the forum in one single file. Remember to check the size of the zipped folder. Upload and be patient as it will take some time to upload. 














































