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|. SESSIONOVERVIEW

Goals

0 Exposeparticipantsto some of the advanced featuresailable irPowerPoint including
the integration ofmultimedia files

U Provide a roadmagor finding and usng these features

U Many of these features are availablelmpress (OpenOfficeKey Note (Apple iWork), and
other presentation applications

Basic Guidance for PowerPoint

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

U For some basic principldar efficiently and effectively communicatg information with
PowerPoint, including guidelines for format and desigefer tothe document entitled
PowerPoint Presentations On Pdisted in the Additional Resources $&m

U Wewill beworking with PowerPoin2007(PC) but | haveprovided the commands for
previous versions

Microsoft Microsoft PowerPoint Macintosh Equivalent
Office Version | Version
Office 2007*** PowerPoint 2007 *** PowerPoint 2008***
Office 2003 PowerPoint 2003 PowerPoint 2004
Office XP PowerPoint 2002 PowerPoint X
PowerPoint 2001
Office 2000 PowerPoint 2000 No Mac equivalent, but PowerPoint
(very similar to PowerPoint 97| 98 (Mac) is basically the same
*** Major changesrntroducedhere
Detailedinformation about the differences between each version, as well as equivalency
information for older versiopsan be found atttp://pptfag.com/FAQ00281.htm




[l. WORKING WITHMAGES

Forstep-by-stepinstructions on how tduild imagebased PwerPoint presentations, please
seeEileen Frg I@troduction to Creating Effective Image PowerPoint Presentditetsin the
Additional Resources section

Preparing Images for PowerPoint
U Performall image processing (cropping, color correction, regizietc.) outside of
PowerPoint this should e part of the imaging workflow
U Part of your imaging workflow will include seang images for different usesuchas
projection
U Images usd in PowerPointshouldmatch the dimensions of the projected space
For exanple, XGA projectors have 1024 pixels on the long side, so a horizontal image should
have 1024 pixels on the long sideis to bealisplayedull-screen

Projector Type  Pixel Dimensions Aspect Ratio

SVGA 800 x 600 Standard (4:3)
XGA 1024 x 768 Standad (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)

U Images intended for use in BwerPoint should be saved as JPEG files

Importing Images
U Basicprocedure for inserting an image:
Insert A Picture

Browse and Select Images
Prior Versions:
Insert4 Picture4 & OT i &EI A8

0 In PowerPoint 2002 or latemultiple imagescan be selected3UTthey willall be inserted

onto the current slide
i ! £FOAO Ei ACAO AOA &ABRAIAGOBAAA All £ADQCEPHOADIOC HEIT A
U If you do not insert images, a link to an external file is created and the path to the image

must be maintainedall images musbe stored with the presentation)

0 If you are using images from another source (a webpage, another PowerPoinjtdetaot
simply copy and paste

U When animage is pasted into PowerPoint, extraneous data is pasted along with the image
which increases the szof the PowerPoint file

U Download the fullsize file and insert it as abote avoidinadvertently pasing a link



Batch Loading Images
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InsertA Photo Album
Prior Venns:
PowerPoint 2002 or lateinsert4 Picture4 New Photo Album
Versions prior to PowerPoint 2000 require the free
Microsoft Photo AlburAdd-In available at
http://office .microsoft.com/ownloads/2000/album.aspx

Additional Image Tools

U Additional Add-Intoolsare available for handling imagesefer tothe Add-Ins listin the
Additional Resource section

U Theseoffer more control and flexibilityvhen working withimages in PowerPoint

InsetPicture(for Mac)offers fast importing oimagesfrom many sources

U Image Importer Wiza fbr Windows)allows the nsertion of multiple images anto
presentationslidesusing userdefined templates

o


http://office.microsoft.com/downloads/2000/album.aspx

[1l. WORKING WITHMULTIMEDIA

Importing Audio/Video Materials

u

Insert Method

Videofilesdo not become part of the PowerPoifite, they arealwayslinked? to avoid
linking issueskeepvideofilesin the same folder athe PowerPoint presentation
Remember to copy both the presentation and the vidéesonto CDs, thumb drives, etc.
Importing video files into PowerPointsnot alwaysthe best method to play videosnly
short video clips that support your presentation should be integrated into PowerPoint
By default, PowerPoint links taudiofiles that are greater than 100 kilobytes

U Toinserta videofile into a PowerPoint presentatian

Hyperink Method
U Hyperlinks to videosan be created so that videos open in a playatiside ofPowerPoint
When the link on the slide is clicked, the video launches irdéfault player for trat video
type (QuickTime Player, Windows Media Player,.etc
The hyperlinkmethod can dso be used to launch webpagésmay takea moment or two
for the browser tolaunch and the webpage to load)

u
il

Insert A Movie

Browse andselect the video file to insert
ClickOK

Chose whether the video starts immediately when the slide load
when it is cliked

Prior Versions:
Insert 4 Movies and Soundg] Movie from File...

b OF

Toinsertan audiofile into a PowerPoint presentation

Insert A Sound

Browseand select theaudiofile to insert

ClickOK

Chose whether the audistartsimmediately when the slidéoadsor

when it is clicked

This will place a sound icon time slide(can be moved ofthe slide)
Prior Versions:

Insert 4 Movies and Soundg] Sound from File...

Highlight or Select theéext orobject tobelinked
Insert A Hyperlink
Click the folder icon on the tepght corner to browse fothe file
Select thevideo file that your presentation slidghouldlaunch
ClickOK

Prior Versions:

Insert 4 Hyperlink

Select Browse for Filé

Select the video file that your presentation stdeuldlaunch

Qick OK




Embedding Audio Files

U
U
U

PowerPoint can be adjusted to embed sound fitds certain file sizenstead of linkirgy
This must be adjusteBEFORE any audio files ansertedinto PowerPoint
Embedded audio files will cause an increase in the size oPtwveerPointfile, butlinking
Issuescan be avoided
Office Button A PowerPoint OptionsA Advanced
UnderSave increase the value next ttLink 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 kbund filesupto 5 mb
will be embedded into your presentation)
ClickOK

Prior Versions:

Tools A4 Options4 General

Increase the value next to "Link sounds with file size greater than" to

accommodate the size thfe audio files to be embedded
ClickOK

Audio/Video File Formats

u

Some file formats are proprietargnd require a specific program be taled on your
computer(i.e. QuickTime(.mov)movieswill only play if QuickTime is install¢d

To maximize compatibility, notproprietary file formats are recommended because they
can be opened in a variety of software environments

The best format to insert into PowerPoint presentations is MPEG files

The same holds true for audio files the best choiceis .mp3 files

Windows Media Files (.wmv) can also be inserted into Window PowerPoint, but they will
not play back in Macintosh PowerPoint

Youcannot inserta QuickTime movig¢.mov) into Windows PowerPoint

Proprietary File Formats for Audio/Video

File Type | Extension Description
Microsoft .avi, .wvm Windows Media fomats for download or streamingclude Audio
Video Interleave(.avi) and Windows Media Vidgowvm)
QuickTime .mov Native Macintosh file system; can be streamed or downloaded
Real Video m, v Streaming video architecture; can be encoded to support a range of
bandwidths
Non-Proprietary File Formats for Audio/Video
File Type | Extension Descrption
MPEG1 .mpg, VHS quality; file size is approximately 10 MB per minute; most wide|
.mpeg used format, therefore most video players can display
MPEG2 .mpg, DVD quality; file size is larger at approximately£2® MB pe minute
.mpeg
MPEG3 (MP3)[ .mp3 CD Quiality audio format; supported by most players
MPEG4 .mp4 Smallest MPEG video format with a corresponding loss of quality; fi
size is approximately-3 MB per minute




U The hyperlinking method above can be used fil@is notinthe properformat
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) wanka Macintosh PowerPoint presentation, but a compatible
Windows Media Player must be installed on the computer.

Using Flash Files in PowerPoint

U Flash files can also be imported into PowerPoint, but the process is a bit more involved

U Be aware that if Flash fleseembedded into a presentatiora Flash playemust be
installed on the computer that Wibe used for the presentation

U Here are stepoy-step instructiondor inserting Flash files. Thegquire some familiarity
with PowerPoint developer controis
How tolnsert Flash into PowerPoint 2007
http://www.actionscript.org/resources/articles/672/1/Hew-insert-Flashinto-PowerPoint2007/
How to Insert Flash into PreviouBowerPointVersions
http://www.brainybetty.com/HowtolnsertFlashin PPT.viewlet/HowtolnsertFlashinPPT_launcher.html

Sources of Audio/Videg Digitizing an Analog Source

U Below ae the basic methods fatigitizing analog sources (VHS, cassette tapes, etc.)

U Ensure that your final product is in an appropriatigital 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

Digitizing Analog Video

Method1l & UsingaDi gital Camera:

1. Connectthea nalog video player (i.e.VCR)toad igital
video cameralrecorder using A/V cables

2. Play the video on the analog player while recording on the
digital recorder
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Analog Video Player AN Cables Digi tal Video Recorder

]

y,,r 'I:[\

3. Upload the digital recording onto the computer
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Digital Video Recorder Computer

Method 2 6 Using a Video Card Directly:

1. Connectthea nalog player directlyto the computer using

avideo cardand encoding software
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Analog Video Player AN Cables Computer




Digitizing Analog Audio

Method 1 & Using a Digital Audio Recorder:

1. Connectthe analog audio player (i.e. tape deck)toa
digital audio r ecorder using ANV cables

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

on the digital recorder
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Analog Audio Source AN Cables Digital Audio Recorder
3.Upload digital audio recording to computer
Digital Audio Recorder Computer

Method 2 & Using an Audio Card Directly:

1.Plug thea nalog player directly intothe computer using an
audioc ardand encoding software
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Analog Audio Source AN Cables Computer




