Packaging Media Files Together in PowerPoint

1. Click on the Microsoft Office Button then < '

iew View A
H Distribute the document to other people i
choose Publish = Package for CD. R
B Package for CD
Copy the presentation and media links to a Aa \ =
folder that can be burned to a CD - —

2] Publish Slides
Save slides to a Slide Library or other
location to reuse later.

Create Handouts in Microsoft Office Word
J Open the presentation in Word and
prepare custom handout pages.
Document Management Server

Share the presentation by saving itto a
document management server,

Create Document Workspace

1y
D Create a new site for the presentation and
keep the local copy synchronized.

Publish »

Close

- o

2] PowerPoint Options | | X Exit PowerPoint
L L

E
2. ThIS d|a|0g bOX Wl” now appea r: r.} Copy presentations ko a CD that will play on computers

Qa running Micrasoft Windows 98 Second Edition or later, even
withaut PowerPaint.

Name the 0

Files ko be copied:

Presentationl.ppt Add Files. .. |
Linked files and the PowerPoint Viewer are Options. . |
included by default, To change this, click Cptions.

Copy ko Falder... Copy ko CD I Clase |

3. Assign a name to your CD. Package for CD =

f.) Copy presentations to a C0 that will play on computers
.\\{a running Micrasoft Windows 98 Second Edition or later, even
without PowerPoint,

Mame khe OO
Files ko be copied:

Presentationi.ppt Add Files... |

Lirked files and the PowerPoint Yiewer are Options |

included by default, To change this, click Options.

Copy to Folder, .. | Copy to CD I Close |

4. When you select Package for CD, PowerPoint will automatically scan your presentation and
collect all of your referenced files. In the event you want to attach additional files that are
not included in your presentation, click on Add Files and follow the prompts to point to

those additional files.
x|

(e Copy presentations to a D that will play on computers
Q@ running Microsoft Windows 98 Second Edition or later, even
without PowerPaint.

Mame the CD:
Files to be copied:

Presentationl.ppt * Add Files. .. |

Linked files and the PowerPoint Yiewer are Options |

included by default, To change this, click Qptions.

Copy to Folder... | Copy to CD I Close |




5. If you want to burn your presentation to a CD, click on Copy to CD. The program will check
for a valid CD. If it cannot find one, you will be prompted to insert one into your CD drive.

Package for CD x|

{ Copy presentations to a C0 that will play on computers
\\Aa running Microsoft Windows 95 Second Edition or later, even

without PowerPaoint,

Mame the CO: | SEERgEl

Files to be copied:

Presentationl.ppt Add Files. .. |
Linked Files and thy erPoint Vi re ; |
included by deFaunhange tl*i Ciptions, SRUoNE .

Copy ko Folder. .. | Copy ko CD I Close I

If you to save the presentation to a folder (to transfer to a portable storage device), click on
Copy to Folder. Assign a folder name and select a location for it to be saved. After you have
made your choices, click OK.

Copy files ko a new Folder with & name and location vou specify,

Folder name: | izE=lgle=14aye]

Location: IC:'l,Documents and Settings DOICellaiM Browse. .. |
(0] 4 I Cancel |

6. When you are finished, select Close.

Note:

If you want to email this file or upload it a teacher web page, you must choose the Copy To Folder
option and then Compress the Folder (create a Zipped Folder).

To do this, Right Click on your folder (created from step #5) and select Send to--> Compressed
(Zipped) Folder. This will create a folder that has a zipper on it. This may now be uploaded to a web
page or sent via email.






