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Microsoft NASSCOM

Directorate General of Training

Add Audio Elements > Import Audio Files in Presentations

To add audio file:

. Select the S||de m Design  Tramstions  Animations  SlideShow  Review  View @ Tellme
3 s | Esmon 2 J o[ < g
« Click Insert> Under the Media s Onin (5ot = S0P ygcpan | Uk Comment Tt Sy Moo
r|bb0n, Cllck Audio > Select Images llustrations Comments
Audio on My PC / Record
Audio ] Q)| oo
« Select Audio on My PC VWidea |Audio Scree.n
- = | Recording

» Browse to the audio file
location

MMedia

Add Audio Elements > Import Audio Files in Presentations

* InInsert Audio dialogue box, if you want to
filter to specific audio file type,

« Click Audio File

» There are wide range of audio file options
available. Select the file type as per the input
available

+ Click Insert
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Directorate General of Training

Add Audio Elements > Import Audio Files in Presentations

* Notice the audio file placed
and Sound icon appears.

» In the audio toolbar, you can
click preview to listen the
audio clip.

Mute/Unmute (Alt=L)

Add Audio Elements >Configure Audio Playback Options
To play audio automatically during the presentation:
+ Click Audio speaker icon

+ Select Playback tab > Under Audio Options, Select Start box > Click Automatically to play audio
automatically
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Directorate General of Training

Add Audio Elements > Configure Audio Playback Options

To play audio from specific slide:

» Select the slide from where the audio should start
playing > Click Sound icon

« (Click Animations> under Advanced Animation
ribbon, click Add Animation
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Add Audio Elements > Configure Audio Playback Options
* Under Media, select Play

* Under Advanced Animation tab, Click
Animation Pane

* In Animation Pane window, reorganize the
items, so that the audio file get listed first
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Directorate General of Training

Add Audio Elements > Configure Audio Playback Options

Click on the down arrow next to
the audio. From the dropdown list,

select Effect Options
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Add Audio Elements > Configure Audio Playback Options
Click Effect tab > Under Start

. . . m
playing, Select From beginning Play Audio ? >
Under Stop playing, Select After -_-f-_;.-f!ng

current slide >Click OK

) From time: | < | seconds

Stop playing
Oonglick ____
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Directorate General of Training

Add Audio Elements > Configure Audio Playback Options

+ In Play Audio dialogue box, click

Play Audio ?
Timing tab > Under Start, Select =~ o
With Previous > Click OK Effectiig oo 3
Start: ‘83 on click [~]
Delay: “F9 On click
. ‘With Previous
Duration: _Ef‘_te-r-P-re_vTo_u-s _______
Repeat: (none) ~

[[] rewind when done playing

Triggers ¥

Add Audio Elements > Configure Audio Playback Options

+ In Play Audio dialogue box, click — —
Timing tab > Under Start, Select ‘_T______o
On Click > Click OK Sfeet LI002
Start: Y83 on click
Delay: “F3 on click

R With Previous
Duraton: e T eI T

Repeat: (none) ~

(I Rewind when done playing

Triggers ¥
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Directorate General of Training

Add Audio Elements > Configure Audio Playback Options

Toplay audio in background:

+ Click Sound icon

+ Under Audio Styles, Click Play in
Background, the audio will play
when the slide starts
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Add Audio Elements >Import Audio Files in Presentations

Todelete the audio file:

»  Select the Speaker icon on the slide >
Right click on the mouse

»  Click Cut or press Delete button in the
keyboard

Copy
v Paste Options:

l
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Directorate General of Training

Add Audio Elements > Import Audio Files in Presentations

To Start Slide Show:
* Click Slide Show >From
Beginning B _— 7Py Naratios

e |Rtense Record S 2 1
Side  Timings  Show=  L*) Show Media Contros

st

Monthly
Presentation

Add Video Elements > Import Video Files in Presentations

Howr do we add
deg is
presentation?

vtk VNF T

They want to add background music to the presentation.
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Directorate General of Training

Add Video Elements > Import Video Files in Presentations

To insert video in the slide :

1. Select the Slide

2. Click Insert tab > Under the Media ribbon,
Click Video >This Device

3. Browse to the file location > Select the
file > Click OK

T[ ..... *}) L
Equation Videa | Audic  Screen
- »  Recording
Symmbols Ingert Vides From ~

Add Video Elements > Import Video Files in Presentations
To play the video in the slide :

1. Select the Video
2. Click Playback tab > Under the Video Options ribbon, Click Start box> Click Automatically

Slide Show Review View Help PowerPointLabs Power-user ToolsToo BrightSlide PPTools Format Playback

[*" Start: {In Click Sequence l Volume
In Click Sequence

Automatically
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Add Video Elements > Import Video Files in Presentations

To resize the video:

1. Click video > Click Format tab > Under Size
tab, type your desired Height and Width
Values.

2. You can even resize the video by dragging
the corners of the video.
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Directorate General of Training

Add Video Elements > Resize Video to Fit Slide

To flip the video:w

1. Click video > Click Format tab >
Under Arrange ribbon > Click
Rotate > Select any one of the Flip
option

> « > o000 =

Flipped Video Clip

Playback 0 Tell mew

Video Shape = B & Align * i#— E ;Heiqht i
Video Border *

= Crop = width: ¢
Video Effects = [[) Selection Pane | "l Rotate wop Width: €
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& Flip Horizonta

More Rotation Options..

Add Video Elements > Configure Video Playback Options
To insert video link in the slide :
1. Select the Slide

2. Click Insert> Under the Media
ribbon, Click Video > Click
Video on My PC

File Home Des ;l Share
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Video | Audio  Screen
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New Table Pictures Online 5% bol

Slide ~ v Pictures v *  Recording
Slides | Tables Im E% Online Video... £
H -0 1 E- |m Video on My PC... |J
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Directorate General of Training

Add Video Elements > Configure Video Playback Options

3. Browse to the file location

4. Select the file > Click Insert, select Link to File

Video Files (*.asf;*.as*wpl*w .

= Insert

3 insert Video
A Videss > Samples
Ovganize »  New folder
# OneDrive
=/ Documents
) Bictuses

Wiildiifeweme
! Site Excel Sheets

B This PC
B Desitop
) Documents
& Downloads
B Music
= Pictures
L Shared Folders
@ vedees
i Local Disk (C)

File narne: | Witdlifewnnv

v_I Wideo Files ("0t a0 wplk " w

Teals = I Insert H Cancel

% Link to File

Add Video Elements > Configure Video Playback Options

To insert video in the slide :
1. Select the Video

2. Click Playback tab > Under the =
Media ribbon, Click Video > Click .
Video on My PC > Type your File

name > Click Insert
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Directorate General of Training

Add Video Elements > Configure Video Playback Options

3.

Select the Volume option, Click
drop —down arrow, Select the

preferred option like Low, rerPoint
Medium, High,Mute.
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Add Video Elements > Configure Video Playback Options

4.

Select the Start option, Click drop
—down arrow, Select the preferred

option like On Click, Slide Show  Review  View
Automatically.

[»* Start: | On Click

L] Play Fi Automatically
" [ Hide v On Click 2

Video Options
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Directorate General of Training

Add Video Elements > Configure Video Playback Options

Animations Slide Show Review View Format Playback Lv)
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Add Video Elements > Configure Video Playback Options
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Directorate General of Training

Add Video Elements > Configure Video Playback Options

Animations Slide Show Review View Format Playback Q
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Add Video Elements > Configure Video Playback Options

Slide Show Format Playback
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B \jicrosoft NASSCOM

Directorate General of Training

Add Video Elements > Import Video Files in Presentations
To embed youtube video:
1. Start a web browser like Microsoft Edge orGoogle chrome or your favorite browser

2. Visit YouTube Webpage > Search for the video that you want to embed.

Add Video Elements > Import Video Files in Presentations
3. While the video is playing In YouTube, Right click > Select Share

4. Select Embed video > the YouTube video hyperlink appears > Select and copy the embed code

Embed Video

<iframe width="560" height="315"
sre="https://www.youtube.com/embed/W4 1 IFXbB3

M" frameborder="0" allowfullscreen></iframe>

(] startat 0.00

I EMBED. I
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Directorate General of Training

Add Video Elements > Import Video Files in Presentations

5. Select the desired slide > Click Insert

6. Under Media ribbon, Click Video > Click
Online Video,

7. Paste the embed video code which you
copied

| E‘g Online Video... W
in lomEC. |

Add Video elements > Key Takeway

In this module, you have learnt that using the options
available in MS PPT you can add:

e Insert videos in two ways from your device
e Audio elements are used to make the or from online

PowerPoint as presentable ¢ You can resize, rotate and flip videos

e The easiest way to add audio to the slide is

from the PC
Animation can be added to audio icon

Audio playback can be customised in many
ways as suits to your need

e Embed videos from an external webpage or

website including YouTube

Configure video playback options such as
play in full screen, loop, rewind and control
video volume while playing
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Thank you

You have successfully completed this e-learning module. Thank you!



