Steps to Insert Music into PowerPoint 2000/2003
Rip your music from a CD into *.mp3 format or you may also insert your own music files - *.wav, *.mid, *.mp3, etc. (NOT iTunes *.m4a)    OR    get music from the Internet…

To Get Music from Laura’s Midi Heaven:

1. Go to www.laurasmidiheaven.com (or any site that lets you download free, legal music files). Choose a music category from the column on the left (Classical, Spiritual, Patriotic, Original, etc.)

2. Scroll down (or over) the page to click on the name of a song (usually in red) 

3. Do NOT choose ringtones or sheet music

4. A new window will open with the song playing (adjust the computer volume to hear it, if necessary – click on the speaker icon in the system tray on the bottom right part of the taskbar)

5. If you don’t want that song, close the window and select another title

6. If you do want the song, RIGHT CLICK underneath the song title (where it says Right-click here) and select Save Target As… (Some songs you have to Right Click on the title itself)

7. Save the song in the same folder as your PowerPoint file in My Documents
To Insert Music into PowerPoint:
In Normal View:

1. Click on your first slide

2. Go to INSERT>Movies And Sounds>Sound from File

3. Look in the folder for your song (the Midi file or whatever sound file you have)

4. Select it and click Insert
5. The computer will ask if you want the song to play automatically:  click YES

6. The speaker icon will be in the middle of your slide

7. Drag the icon to a corner of your slide to get it out of the middle

Format Your Music to play for the whole show:  Directions for PowerPoint 2003
1. Make sure you have the first slide selected

2. Go to Slide Show>Custom Animation
3. In the right-hand column, move your song up to the first item in the list (before the Title)

4. Make sure that you have selected the song and click the down arrow next to it to select Effect Options
5. On the Effect tab, choose “Stop Playing”… After the number of slides in your show

6. On the Sound Settings tab, put a checkmark in the Hide sound icon box

7. Click OK and test your show

Format Your Music to play for the whole show:  Directions for PowerPoint 2000

1. Make sure you have the first slide selected and the sound icon is selected
2. Go to Slide Show>Custom Animation
3. The Multimedia Settings tab will be selected, click on the Order & Timing tab

4. Click the MOVE UP button to move the Media item to #1 in the Animation Order list.  Make sure that the Media item is set to start Automatically at 00.00 seconds (it should already be selected)

5. Click on the Multimedia Settings tab again

6. Make sure there is a checkmark in the Play using animation order box

8. While playing:  Choose the Continue slide show radio button

9. Stop playing: After the # of slides in your show

10. Choose the More options… button

11.  Put a checkmark in the box Looped until stopped
12.  Click OK twice

13.  View show to check

