Recording Sound

To use the sound recorder feature of Windows:

1 - Start – Programs – Accessories – Multimedia – Sound 

Recorder

2 - Press the red button to record sound

3 – Talk

4 – Press the black square to stop

5 – Save the file (remember where you saved it)

Inserting sound into PowerPoint

1 - Open PowerPoint (make sure you have something on the slide 

like a text box, picture, etc.)

2 - Click Slide Show

3 – Click Custom Animation

4 – Click Timing

5 – Click on the object in the list that you want to animate

6 – Click Animate 

7 – Click Effects

8 – Change “No Sound” to  “Other Sound” and then choose your 

sound file.

9 – Click OK

