Tips for Putting content into PowerPoint presentations

1.   If your slide show will contain media other than text and images, for example, sound and/or motion pictures, files from a word processor (i.e. M.S. Word), an spreadsheet, or a PDF file (etc.), or a hyperlink to something besides a live web page, begin by creating a directory (aka folder) on your computer or portable media for the presentation.  
2.   Save your PowerPoint slide show file into this folder as soon as you begin the first slide.

3.   Put all of your sound files, motion picture files, word processing files, PDF files, etc. that you want to include in our PowerPoint presentation into this folder before adding these files (or pointers to them) to your slides.   (You don’t necessarily need to put these files there all at once, but before you want to add a given file or “local” hyperlink to a slide, you should put it in your presentation’s directory.)

4    Your presentation created, you may move the entire directory (aka folder) to another computer via portable media, for example, via jump/flash/thumb drive, CD-ROM; or if you have a server available, file transfer.  Your presentation requires the whole folder and may be run directly from your portable media, although it’s sometimes faster to copy the entire directory (folder) to the presentation computer’s hard disk first.
5.   Add your multi-media content using either “Insert/Movies and Sounds” or “Insert/Hyperlink” and then select the file from where you placed it earlier.

Notes/exceptions:


1.   Images become part of the PowerPoint (PPT) file, so image files are not required in this folder.

2.   American Memory GIF or JPG image files are usually good enough for PowerPoint presentations; you generally don’t need TIF files for this (although the TIF files, when available are generally better for printing).

3.  Hyperlinks to materials on the World Wide Web don’t require steps 1-4.  However, if you’re looking at a relatively small PDF file, you might want to save it locally, as described above and you won’t have to count on the Internet working to use it.  (Copyright issues aside.)

4.  Sound and video files will load faster in your PowerPoint presentation if you saved them locally while creating your presentation and linked to them locally than if you point to them on the World Wide Web.
