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I. SESSION OVERVIEW 

Goals 
ü Expose participants to some of the advanced features available in PowerPoint, including 

the integration of multimedia files 
ü Provide a roadmap for finding and using these features  

 
ü Many of these features are available in Impress (OpenOffice), Key Note (Apple iWork), and 

other presentation applications 

 
Basic Guidance for PowerPoint 

ü Though we are moving to the next level of PowerPoint, the basic rules for layout and 
formatting still hold 

ü For some basic principles for efficiently and effectively communicating information with 
PowerPoint, including guidelines for format and design, refer to the document entitled 
PowerPoint Presentations On Point listed in the Additional Resources section 

 
ü We will be working with PowerPoint 2007 (PC), but I have provided the commands for 

previous versions 
 

Microsoft 

Office Version 

Microsoft PowerPoint 

Version 

Macintosh Equivalent 

Office 2007*** PowerPoint 2007 *** PowerPoint 2008*** 

Office 2003 PowerPoint 2003  PowerPoint 2004 

Office XP PowerPoint 2002 
 

PowerPoint X  
PowerPoint 2001 

Office 2000 PowerPoint 2000 

(very similar to PowerPoint 97) 

No Mac equivalent, but PowerPoint 

98 (Mac) is basically the same 

*** Major changes introduced here 

Detailed information about the differences between each version, as well as equivalency 
information for older versions, can be found at http://pptfaq.com/FAQ00281.htm 
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II. WORKING WITH IMAGES 
For step-by-step instructions on how to build image-based PowerPoint presentations, please 
see Eileen FryȭÓ Introduction to Creating Effective Image PowerPoint Presentations listed in the 

Additional Resources section 
 
Preparing Images for PowerPoint 
ü Perform all image processing (cropping, color correction, resizing, etc.) outside of 

PowerPointɂthis should be part of the imaging workflow 

ü Part of your imaging workflow will include resizing images for different uses such as 
projection 

ü Images used in PowerPoint should match the dimensions of the projected space 
For example, XGA projectors have 1024 pixels on the long side, so a horizontal image should 
have 1024 pixels on the long side if it is to be displayed full-screen 
 

Projector Type Pixel Dimensions Aspect Ratio 

SVGA 800 x 600 Standard (4:3) 
XGA 1024 x 768 Standard (4:3) 
SXGA 1280 x 1024 Standard (4:3) 
UXGA 1600 x 1200 Standard (4:3) 
WVGA 854 x 480 Widescreen (16:9) 

WSVGA 1024 x 576 Widescreen (16:9) 
WXGA 1280 x 720 Widescreen (16:9) 

WUXGA (Full HD) 1920 x 1200 Widescreen (16:9) 
 

ü Images intended for use in PowerPoint should be saved as JPEG files   
 
Importing Images 

ü Basic procedure for inserting an image: 
Insert Ą Picture 

Browse and Select Images 
Prior Versions:  
Insert Ą Picture Ą &ÒÏÍ &ÉÌÅȣ 

 
ü In PowerPoint 2002 or later, multiple images can be selected, BUT they will all be inserted 

onto the current slide 
ü !ÆÔÅÒ ÉÍÁÇÅÓ ÁÒÅ ÓÅÌÅÃÔÅÄȟ ÁÌ×ÁÙÓ ÐÒÅÓÓ Ȱ)nsertȱ ÉÎÓÔÅÁÄ ÏÆ Ȱ,ÉÎË ÔÏ &ÉÌÅȱ   
ü If you do not insert images, a link to an external file is created and the path to the image 

must be maintained (all images must be stored with the presentation) 

 
ü If you are using images from another source (a webpage, another PowerPoint, etc.) do not 

simply copy and paste 
ü When an image is pasted into PowerPoint, extraneous data is pasted along with the image 

which increases the size of the PowerPoint file   
ü Download the full-size file and insert it as above to avoid inadvertently pasting a link 
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Batch Loading Images 

ü 4Ï ÉÎÓÅÒÔ ÍÕÌÔÉÐÌÅ ÉÍÁÇÅÓ ÏÎÔÏ ÍÕÌÔÉÐÌÅ ÓÌÉÄÅÓ ÁÔ ÏÎÃÅȟ ÙÏÕ ÃÁÎ ÃÒÅÁÔÅ Á Ȱ0ÈÏÔÏ !ÌÂÕÍȱ 
 

InsertĄ Photo Album 
Prior Versions: 
PowerPoint 2002 or later: InsertĄPictureĄ New Photo Album 

Versions prior to PowerPoint 2000 require the free  
Microsoft Photo Album Add-In available at 
http://office.microsoft.com/downloads/2000/album.aspx 

 
 

Additional Image Tools 
ü Additional Add-In tools are available for handling images (refer to the Add-Ins list in the 

Additional Resource section) 
ü These offer more control and flexibility when working with images in PowerPoint 
ü InsertPicture (for Mac) offers fast importing of images from many sources 
ü Image Importer Wizard (for Windows) allows the insertion of multiple images onto 

presentation slides using user-defined templates 
 
 
 

 
 

 
 

 
 
 
 
 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

http://office.microsoft.com/downloads/2000/album.aspx
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III. WORKING WITH MULTIMEDIA 
Importing Audio/Video Materials 
ü Video files do not become part of the PowerPoint file, they are always linkedɂto avoid 

linking issues, keep video files in the same folder as the PowerPoint presentation 
ü Remember to copy both the presentation and the video files onto CDs, thumb drives, etc.  
ü Importing video files into PowerPoint is not always the best method to play videos: only 

short video clips that support your presentation should be integrated into PowerPoint 
ü By default, PowerPoint links to audio files that are greater than 100 kilobytes 

 
Insert Method 

ü To insert a video file into a PowerPoint presentation: 
Insert Ą Movie 
Browse and select the video file to insert  
Click OK  
Chose whether the video starts immediately when the slide loads or 
when it is clicked  

Prior Versions: 
   Insert Ą Movies and Sounds Ą Movie from File... 

 

ü To insert an audio file into a PowerPoint presentation 
Insert Ą Sound 

Browse and select the audio file to insert  
Click OK  

Chose whether the audio starts immediately when the slide loads or 
when it is clicked  
This will place a sound icon on the slide (can be moved off the slide)  

Prior Versions: 

   Insert Ą Movies and Sounds Ą Sound from File... 

 
Hyperlink Method 

ü Hyperlinks to videos can be created so that videos open in a player outside of PowerPoint 
ü When the link on the slide is clicked, the video launches in the default player for that video 

type (QuickTime Player, Windows Media Player, etc.) 
ü The hyperlink method can also be used to launch webpages (it may take a moment or two 

for the browser to launch and the webpage to load) 

Highlight or Select the text or object to be linked  
Insert Ą Hyperlink 

Click the folder icon on the top-right corner to browse for the file 
Select the video file that your presentation slide should launch  

Click OK 
Prior Versions: 

 Insert Ą Hyperlink 
Select "Browse for File"  
Select the video file that your presentation slide should launch  
Click OK 
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Embedding Audio Files 

ü PowerPoint can be adjusted to embed sound files of a certain file size instead of linking  
ü This must be adjusted BEFORE any audio files are inserted into PowerPoint 

ü Embedded audio files will cause an increase in the size of the PowerPoint file, but linking 
issues can be avoided  

Office Button Ą PowerPoint Options Ą Advanced 
Under Save, increase the value next to "Link sounds with file size  
greater than" to accommodate the size of the audio files to be 
embedded (i.e. if you set the value to 5000 kb, sound files up to 5 mb  
will be embedded into your presentation) 
Click OK 

Prior Versions: 
Tools Ą Options Ą General 
Increase the value next to "Link sounds with file size greater than" to 

accommodate the size of the audio files to be embedded  
Click OK 

 
Audio/Video File Formats 
ü Some file formats are proprietary and require a specific program be installed on your 

computer (i.e. QuickTime (.mov) movies will only play if QuickTime is installed) 
ü To maximize compatibility, non-proprietary file formats are recommended because they 

can be opened in a variety of software environments  
ü The best format to insert into PowerPoint presentations is MPEG files 

ü The same holds true for audio filesɂthe best choice is .mp3 files 
ü Windows Media Files (.wmv) can also be inserted into Window PowerPoint, but they will 

not play back in Macintosh PowerPoint 
ü You cannot insert a QuickTime movie (.mov) into Windows PowerPoint 

 
Proprietary File Formats for Audio/Video 

File Type Extension Description 
Microsoft .avi, .wvm Windows Media formats for download or streaming include Audio 

Video Interleave (.avi) and Windows Media Video (.wvm) 

QuickTime .mov Native Macintosh file system; can be streamed or downloaded 

Real Video .rm, .rv Streaming video architecture; can be encoded to support a range of 
bandwidths  

Non-Proprietary File Formats for Audio/Video 

File Type Extension Description 
MPEG-1 .mpg, 

.mpeg 
VHS quality; file size is approximately 10 MB per minute; most widely 
used format, therefore most video players can display 

MPEG-2 .mpg, 

.mpeg 

DVD quality; file size is larger at approximately 25-40 MB per minute 

MPEG-3 (MP3) .mp3 CD Quality audio format; supported by most players 

MPEG-4 .mp4 Smallest MPEG video format with a corresponding loss of quality; file 
size is approximately 3-5 MB per minute 
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ü The hyperlinking method above can be used if a file is not in the proper format 

For example, you can link to a QuickTime movie (.mov) from a Windows PowerPoint 
presentation, but QuickTime must be installed on the computer. Similarly, hyperlinked 

Windows Media files (.wmv) work in a Macintosh PowerPoint presentation, but a compatible 
Windows Media Player must be installed on the computer. 

 
Using Flash Files in PowerPoint 
ü Flash files can also be imported into PowerPoint, but the process is a bit more involved 
ü Be aware that if Flash files are embedded into a presentation, a Flash player must be 

installed on the computer that will be used for the presentation 
ü Here are step-by-step instructions for inserting Flash files.  They require some familiarity 

with PowerPoint developer controls: 
 How to Insert Flash into PowerPoint 2007 
http://www.actionscript .org/resources/articles/672/1/How-to-insert-Flash-into-PowerPoint-2007/ 

How to Insert Flash into Previous PowerPoint Versions 
http://www.brainybetty.com/HowtoInsertFlashinPPT.viewlet/HowtoInsertFlashinPPT_launcher.html 

 

Sources of Audio/Video ɀ Digitizing an Analog Source 
ü Below are the basic methods for digitizing analog sources (VHS, cassette tapes, etc.)  

ü Ensure that your final product is in an appropriate digital file format for PowerPoint, 
preferably MPEG   

 
 

 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 

 
 

http://www.actionscript.org/resources/articles/672/1/How-to-insert-Flash-into-PowerPoint-2007/
http://www.brainybetty.com/HowtoInsertFlashinPPT.viewlet/HowtoInsertFlashinPPT_launcher.html
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Digitizing Analog Video  

 

Method 1 ð Using a Di gital Camera:  

 

1.  Connect the a nalog v ideo player  (i.e. VCR) to a d igital 

v ideo camera/recorder using A/V cables  

 

2.  Play the video on the analog player while recording on the 

digital recorder  

      
         

Analog Video Player         A/V Cables         Digi tal Video Recorder  

 

3.  Upload the digital recording onto the computer  

        
              Digital Video Recorder             Computer  

 

 

 

 

 

Method 2 ð Using a Video Card Directly:  

 

1.  Connect the a nalog player directly to the computer using 

a v ideo card and encoding software  

      
            Analog Video Player     A/V Cables      Computer  
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Digitizing Analog Audio  

 

Method 1 ð Using a Digital Audio Recorder:  

 

1.  Connect the analog audio player (i.e. t ape deck) to a 

digital audio  r ecorder using A/V cables  

 

2.  Play the audio source on the analog player while recording 

on the digital recorder  

 

            
          Analog Audio Source            A/V Cables              Digital Audio Recorder  

 

3. Upload digital audio  recording to computer  

          
  Digital Audio Recorder          Computer  

 

 

 

 

 

Method 2 ð Using an Audio Card Directly:  

 

1. Plug the a nalog player  directly into the computer using an 

audio c ard and encoding software  

    
    Analog Audio Source    A/V Cables        Computer  

 

 


