Microsoft PowerPoint: Multimedia Tips
Description: Use multimedia tips and tricks such as auto transitions, audio and video to dress up your presentations. Prerequisite: Microsoft PowerPoint: Basics or familiarity with presentation software is highly recommended.
Instructor notes: At locations where training rooms are also used as public labs, the programs are launched from the computer lab homepage. 
Introduction

Welcome and orientation to building and room (bathrooms, water fountains, beverages with lids, etc.)

Handouts  
[image: image1.emf]
Before starting the classes please make sure the files located in the (PowerPoint Multimedia Practice folder) are installed room computers this folder is located on the S drive path info tech ( web services(shared files
Skills Covered

Adding sound into your PowerPoint presentation
Using the handout explain the various types of sound formats explain that the Wave and the MP3 are the two most commonly used ones
Explain the different methods of entering sound into the presentation

· Record sound using a microphone

· Insert sound files from the clip art gallery 

· Use sound from a audio CD ( the CD must be present in the drive during the course of the presentation

Have students insert a sound file into PowerPoint using both the clip gallery and a file from PowerPoint Multimedia Practice folder 

Adding video into your PowerPoint presentation

Using the handout explain the various types of video formats the AVI and the MPEG formats are the most popular ones used. Have students insert videos into their PowerPoint slide by using a file from the PowerPoint Multimedia Practice folder (this folder is located on the S drive path info tech ( web services(shared files)

Slide Transitions

Demonstrate Slide transitions in PowerPoint talk about how to time slides and how to make slides run on auto 
Last 15 minutes: 

Ask class to fill out Survey (on Classes page http://www.hclib.org/pub/events/Classes.cfm under More Resources)

Other resources 

· CustomGuide

· Suggested Reading

· Other classes and workshops (ours and others) 

· Registration process- 3 options 
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