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Using PowerPoint as a Teaching Aid

Inserting Hyperlinks and Sound Files
Hyperlinks

What is a hyperlink? When you click on a hyperlink, you go to a different website or file. Or, one opens in a new window. 

How to add a hyperlink to go to an Internet page

1. Open your Internet browser and go to the web page you want for the hyperlink.
2. Return to PowerPoint. Select the text on your slide that you want to make into a hyperlink.
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3. Go to the Insert menu 
4. Select Insert hyperlink.  You will see an Edit Hyperlink box.
5. Go to your Internet browser to automatically paste in the web address
6. Go back to PowerPoint. You should see the web address in the Insert hyperlink box. If you don’t see it, you can type it in. 
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7. Click OK
8. Note that the hyperlink only works during a slide show
How to make a hyperlink out of a picture
1. Follow step 1 above

2. Click on the picture you want to use

3. Follow steps 3-8 above
How to make a hyperlink that goes to a file on your computer
This could be a Word document, a sound file, or any other file on your computer. When you click on the hyperlink, a new program will open. You can click on PowerPoint slide show at the bottom of your screen to return to PowerPoint. 

1. Follow steps 2-4 for inserting a hyperlink described on the first page of this handout. 

2. Click on the arrow to open the Look in menu
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3. Find and select the place where the desired file is. 

4. Check that the location of the file is in the address box

5. Click OK

Sound Files

How to put a sound file in PowerPoint
Putting a sound file in PowerPoint is a little different than using a hyperlink. If you use a hyperlink, your computer will open a new program to play the sound file. If you put the sound file in the slide show, then the sound will play without opening a new program to play it. 


You can put in listening exercises, sound effects, or recorded narrations to go with the slide. 

Note: a copy of the sound file must be on your computer when you play the slide show. If you play your slide show on a new computer, be sure to put a copy of the sound file on that computer. 

1. go to the Insert menu
2. select Movies and sounds

3. select Sound from file

4. find and select the file you want

5. click OK
6. You will see a small megaphone on your slide. You can move it to any place on the slide.

7. During your slide show, click on the megaphone to hear the sound file.

Resources for intermediate to advanced listening material: 
(For adult ELL students)
Voice of America Special English: http://www.voanews.com/specialenglish/
Breaking English News: http://www.breakingnewsenglish.com/
StoryCorps: http://www.storycorps.net
Radio Diaries: http://www.radiodiaries.org
