
PowerPoint Multimedia Tricks, page 1 
Revised 8-2-06 

Multimedia Tricks with PowerPoint 
 
This handout covers: 

 Adding music from a CD 
 Adding soundtracks 
 Recording voices over a slide show 
 Following copyright with multimedia 
 Downloading new sounds and clips from the Clip Gallery Online 

 
Adding music from a CD* 
*Copyright law says that we can use up to 10% or a maximum of 30 seconds of a musical 
work. Even slide shows that follow copyright laws under Fair Use are intended for face-to-
face instruction for a limited time. When in doubt, get permission from the copyright holder 
or use the material for the presentation and then remove it from the slide show. 
 

1. Go to the slide where you want the music to begin. 

2. Insert your CD. If it plays automatically, stop it. 

3. Go to Insert. 

4. Go to CD Audio Track. A new window 
appears. 

5. Click on the Start >> Track to find the track 
you want to play. If you want to skip the 
beginning of the track, click At to move “into” 
the song. 

6. Click on the End >> Track to find the final 
track. (If you are playing one track or 30 
seconds of one song, your start and end 
tracks should be the same.) 

7. If you only want to play some of the song, 
click on At in the End Track area to enter 
the length. In the sample, songs 2 and 3 are 
playing for a total of 4:36.  

8. Click OK. 

9. You’ll get a message asking 
if you want the sound to 
play automatically. Click 
on your preference. 
(Automatic is a good choice 
as it saves a step for you.) 

10.You’ll see a CD symbol on your slide. Click and hold 
to move it out of the way of text or images. 
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Adding Music/Sounds from the Clip Gallery 

Need a longer sound than copyright will allow? Use the sounds from the Clip 
Gallery. 

 

1. Go to the slide where you want 
the sound to begin. 

2. Go to Insert >> Movies & 
Sounds >> Sound from 
Gallery. 

3. The clip gallery appears and you 
have two choices: 

 Use the sounds already 
present in the gallery. 

 Use the clip gallery online 
for more sounds. 

 

Sticking with the sounds you have 

4. Type in a search term in Search for Clips or click on the 
Categories.  

5. To Preview a clip, click on it once to see the menu. Click on the 
second choice: Play Clip. Select the sound you like. 

6. Click on Insert. 

7. You’ll get a message asking if you want the sound to play 
automatically. Click on your preference. 

 

8. Want other sounds? Click on Clips 
Online (at the top of the window). 
Start your search by specifying what 
type of media you’re looking for: 
sounds, clipart, photos, or animation.  

9. Search for the sound you would like . . 
. in the sample, you’ll see “summer” 
was the search term. 

10. Check the box of any item you’d like to 
download. It’s a little like online 
shopping—fill your Selection Basket 
until you’re ready to check out.  

TIP: Looking for longer pieces? “Mood music” is a good search. 
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11. When you’re done searching and filling the 
basket, click on Download __ items. 
You’ll see a red arrow next to it. 

12. A new page appears with directions. Click on 
Download Now. 

13. A new message appears asking if you would 
like to open or save. Click on Open. 

14. The files will download into your local version 
of Clip Gallery. It might take a minute or 
two, so be patient. 

15. Click on the clip you want to insert. You’ll 
get a new menu. Click on Insert (the first 
choice). 

16. You’ll get a message asking if you want the 
sound to play automatically. Click on 
your preference. 

 

NOTE: The clips you download are stored on the hard drive of the machine, so they 
are vulnerable to a couple of “predators”: Deep Freeze and reimaging. Deep Freeze 
will wipe out clip gallery additions when the machine is restarted. Reimaging will 
also wipe out images, but only happens from time to time. If you are using the 
same machine, you’ll generally find clips ready to use in the clip gallery. If you 
switch machines, you’ll have to download the clips you need.  

If you are working on a document over a number of days, it would be best though 
to use clips immediately if you’re not sure—add them to the document just in 
case. Delete the ones you don’t need. 

 

Tip: Want animations? Use the steps 
above to search for Animations. 

When you add the clip to your slide show, 
be sure to specify whether or not you 
want it to animate automatically or on a 
mouse click. 
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Recording Narration* 

You may record narration for one slide or for the whole slide show. One slide at a 
time affords you more flexibility and can make the show run more smoothly. *Your 
machine may not have a microphone. Contact Kim or Howard if you need one. 
 

1. Find the slide for narration.  

2. Go to Slide Show. 

3. Go to Record Narration.   

4. A new window appears. Check 
the box in the lower left-hand 
corner for Link Narrations.  

5. Click on Change Quality to 
see what is selected. You’ll get 
good results from CD Quality, 
16-bit stereo. Make the changes & click OK. 

6. Click on Set Microphone Level. 

7. Conduct the Microphone check to be sure your 
voice will be loud enough. This check will adjust 
the microphone levels automatically for your 
voice. 

8. Click OK. 

9. You’ll be back at the original Record Narration 
window. Click OK when you’re 
ready to record.  

 You’ll get a new message asking if 
you wish to record at the 
beginning or on the current slide. 
Click Current Slide.  

 Wait for the slide to appear before you record . . . record your voice. 
Click ESC to stop recording. 

10. A new message appears. Click No to save the recording. Click Yes to save 
the recording and the timing on the slide. 
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11. You’ll see a CD graphic on your slide—that’s your recording. Animate or 
move out of the way. 

 

Adding Buttons and Actions 

Adding buttons means that you can either set up a show for non-linear navigation 
or insert links to web pages, other slides, documents, etc. within your slide show. 
The basics are broken down into a few steps: adding the buttons, modifying the 
buttons, adding links to all slides, and setting up your show for viewing. 

See the Jeopardy template for an example of buttons at work. 

 

Adding Buttons 

1. Go to Slide Show. 

2. Go to Action Buttons. 

3. Select the type of button you want. 
Blank is good if you wish to add your 
own text.  

4. A drawing tool appears.  Click and 
hold on your slide to draw your 
button. Resize the button if it’s not 
the size you need. 

5. A new window appears.  

6. Click on Hyperlink To.  Make your 
selection.  (If you want a particular 
slide, select Slide . . . and you’ll get a 

list of your slides to select from.) 

7. Select a sound if you like at the 
bottom of the window. 

8. Click OK.  Test your button by 
viewing your show.  (Slide 
Show >> View Show) 

 

Tip: When you go back to add or change an action, you may select the text 
and/or the button. The tricky part is that it’s not very clear which is which. If you 
add the action and your text is underlined, you’ve added the action to your text. 
The action will work, but the color of the text may change. 
 
If you want to be sure to add the link to the button, click on it once to highlight 
it. Click on the border a second time. Add your action. If the words aren’t 
underlined, the action is attached to the button. 
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Adding Buttons to All Slides (Copy & Paste) 

1. Create all of your buttons on your first slide.   

2. Link each one of them to the appropriate slide or action. 

3. Select all of your buttons.  (Hold the Shift key and click on each one.) 

4. Copy. 

5. Go to your next slide. 

6. Paste. 

7. Repeat. 

 

Adding Buttons to All Slides (Slide Master) 

1. Go to View. 

2. Go to Master. 

3. Go to Slide Master. 

4. Create your buttons.   

5. Link the buttons to the appropriate slides. 

6. Click the Close button (on your floating toolbar).  Or go to View and go 
to Normal. 

7. Each of your slides should have the buttons. 

 

Adding Text to a Button 

1. Click your right mouse button once on your action button.   

2. A menu appears.  Go to Add Text. 

3. Type your text. 

4. Reformat if necessary, but remember to highlight first. 

 

Changing the Color & Lines of a Button 

1. Click your right mouse button once on your action button.  

2. A menu appears.  Go to Format Shape.   

3. A new window appears. 

4. Use the line and fill features in the window to make changes.  

5. Click OK when you’re done. 
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Setting Up Your Show for Viewing 

Here’s how to “force” viewers to use buttons. If you don’t want people to go 
through your slide show in one direction, these steps ensure that they’ll use the 
buttons. 

1. Create your slides. 

2. Add your buttons.  Link the buttons to the appropriate slides.  (See above 
for directions.) 

3. Go to the slide sorter. 

4. Select all of your slides but the entry slide or title slide. (You can select all 
by pressing CTRL + A >> Press CTRL and hold + click your mouse on 
the first slide.) 

5. Go to Slide Show. 

6. Go to Hide Slide. 

7. Click on Set Up Show. 

8. Select Browsed at Kiosk and Advance Slides Manually. 

9. Click OK. 

10. Try playing your show. (Slide Show >> View Show) 

11. The Enter key is disabled.  
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 Tips for Doing Multimedia with Students 

 Follow a process that includes reflection and evaluation. There are 
many to choose from: DDDE (Decide, Design, Develop, and Evaluate), 
Big6 (Task Definition, Information Seeking Strategies, Location & 
Access, Use of Information, Synthesis, and Evaluation) 

 Plan your project with the end in mind: 

PHASE ACTIVITIES 

DECIDE 

Decide on relevant standards and 
benchmarks  
Decide if multimedia is appropriate  
Decide which learning outcomes 
are desired  
Decide on appropriate assessment 
measures  

DESIGN 

Inventory available hardware and 
software  
Determine the grouping strategy 
and roles  
Specify length/duration of activity  
Design a lesson/unit plan with a 
multimedia activity  

DELIVER 
Media development skills  
Classroom management and 
configuration  
Facilitating multimedia activities  

EVALUATE 
Student checklists  
Evaluation options  
Reflection and revision  

From http://fcit.usf.edu/multimedia/overview/overviewc.html, 
Accessed 6-14-05. 

 

 Use storyboards. A good example of one may be found at 
http://www.sober.dk/tools/storyboard.html 

 Assess the content over the glitz. Rubrics and checklists can help. 

 


