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Sound

There are two ways in which you can add sound or audio to your presentation. These are by either
inserting an audio file, or by recording one within the PowerPoint Program.

Inserting a Audio File
Select the slide you are going to insert your sound into.
Insert << Media << Audio << Audio on My PC
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This will insert a microphone icon, with a control bar underneath. This can be used to pause, play, and
replay the audio file. When you click on the sound icon your sound will start playing automatically.

Example

To move your sound icon out of the middle of your PowerPoint >> Click on the icon >> Drag
it to where you want it placed.

Example
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Recording an Audio File
Select the slide you are going to insert your sound into.
Insert << Media << Audio << Record Audio
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The following dialog box will appear which allows you to start and stop the recording, as well as name
the recording.
Record Sound

Mame: | Recorded Sound
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Cancel

You can then replay, or re-record the audio file. When you are done, click Insert.

Record Sound

Mame: Recorded Sound
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Cancel Insert
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A microphone icon will be inserted in the same manner as it was for inserting an audio file.

Example

.4,)).

Customise your Audio

When the file is inserted, an Audio Tools bar will appear in the ribbon, with Format and Playback tabs.
These allow for further customisation of the audio.

Playback

Click on the Playback tab << Start << select Automatically or On Click

You can also tick the box Play Across Slides.

MAEdw- & =

Home Insert Design Transitions  Animations  Slide Show  Review View  Audio Format

Fade Duraticn . Ilf Start: When Clicked & I : .
> EH] o U . Hide During Show l"ﬁ‘ ‘n
a ol Faden:  oo.o = ull Play Across Slides
Play Add lemove . Volume - Rewind After Playing MO Play in
Bookmark Book ||. Fade Out:  00.00 . Loop Until Stopped Style Background

If you chose Automatically, your sound will play straight away.
If you chose On Click, you will need to click on the sound icon.
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If you chose Play across slides, when you click on your sound icon, your sound will continue
to play across all slides as you go through the presentation.
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Editing and Saving

If you right click on the icon,
it will display some helpful
tools, including some that
also appear in the Audio

Tools bar.
Cut

Copy
Paste

Change Picture...
Save as Picture...

Reorder Objects
Reorder Overlapping Objects

Grouping
Bring to Front
Send to Back

Format Picture...
Action Settings...

Hyperlink...
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