Open PowerPoint. Choose Blank Presentation.

Choose the slide layout that you want. You may want to start with a blank slide layout or Text and Media Clip layout. You may add media clips, sounds and play a CD in the background to any slide in PowerPoint. Let's pick Blank for this lesson.

To add a media clip: 

1. Find the media clip by either going to Insert, Movies and Sounds and chose the media clip from the appropriate area.

2. Right click on the clip that you want, choose copy, close the Insert menu

3. Go to Edit on the Menu bar and click Paste.

*** There are several different ways to copy and paste. Use the one you feel most comfortable with.

· The second way is to minimize PowerPoint and navigate to the file on your floppy, hard drive, CD etc. that you would like to add.

· Right click on it and then select Copy.

· Go to the task bar and bring back PowerPoint.

· Click Paste. It will appear on your screen.

To play a CD in the background:

1. Click Insert on the Menu bar.

2. Choose Movies and Sounds.

3. Choose Play CD Audio Track.

4. Chose the track or tracks that you want and follow the instructions.

5. An Icon of a CD will appear on your screen.

6. Double click the Icon to hear the track play.

To add your own sound by recording it:

1. Click Insert on the Menu bar.

2. Chose Movies and Sounds.

3. Choose Record Sound.

4. Name the sound, Click the red button.

5. Talk into the microphone to record the sound

6. Click on the black box to stop it.

7. The sound will appear as an Icon on the slide.

8. Double click the Icon to hear the recorded sound play.

Please Note the Following
PowerPoint will only associate Media Clips and CD's with your presentation. If you copy the presentation to a floppy or CD and use it on another machine the Media Clip will not play or be seen unless it is somewhere in the files of the new computer. Recorded sounds become part of the presentation if you record them yourself. 

Here are some excellent resources to help you with PowerPoint Presentations.

http://sunsite.net.edu.cn/tutorials/tmg-power/httoc.htm
http://www.lynchburg.edu/userguide/tutorial/ppt97/
