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Making Accessible Books with Powerpoint 2007
Kayse Harshaw, Georgia Department of Education

Choosing a Book
What is your purpose?
Who is your audience?
Copyright laws:
T Must own a copy of the book
T Disc must stay withhte book.
Or, write your own book!
Grade level text age appropriate
Interest level
Complexity shorten the book,
Vocabulary
Integration with other academics
Repeated line
Is there a common thought throughout?
Use text from story
Simplify text
Chapter boks
Summarize the text simplify pages or details
Focus on one story line, thread, or theme
Story within a story
Summarize one event of the book

Create a folder

Title folder by name of book or instructional unit

Save all files and documents used to proglthe book in the folder
Powerpoint
lllustrations
Animations
Video Clips
Sound Clips

Make an Outline
Plan repeated lines
Choose line of story or response of a character
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Identify and choose illustrains or symbols for

Characters

Settings

Events

Create a Powerpoint File and Template
1. Open Powerpoint
2. Save as the Name of the Book

3. Format the Layout



a. Select a layout by clicking on thayouticon. Chooselankfor a blank page.
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4. Add Action buttonsto serve as page turn

icons and buttons.

a. Click onnserton the menu bar,

Shapesand go down tdAction

Buttons

b. Click on Action ButtorForward or

Next

c. A crosshair will appear wit
your cursor on the slide. Hold down the
left click button and drag the arro
correct size in the bottom right han

corner of the screen.

d. A similar button can be created inth
bottom left screen with theback or

previousarrow.

e. Right click on the slide and choose
duplicate slideto make alditional
slides for the story. It is suggested
you create as many as you think you
will need at this point. Clickaveas

you work.

Lines
Rectangles

Basic Shapes
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Flowchart

QBao

Stars and Banners

Callouts
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5. Add I”ustratlons Pa Tables Tlustrations Links
a. Click on Slide 1 e '?H,.'ulu;.; .
b' CIICk Or'n_sertt Insert Picture
c. Click orPi ok [@owe
d. In_sert Plc'_[urepop-up oy e
window will open Dacuments
e. Navigate to the folder (B oeskion J ¥
Wy r— )
where you saved the (= RS
. The World's Best  page turning.bmp
pictures, open the B Story
folder and click on the g etk
. Pl
picture you want to e
insert.
f. Click thensert button
on the lower part of the
pop up window. Flegame: |
Files of type: |AHPicU.Jres (*ernf;* wrf;* jpg;* . jpeg; * . Jfif; * . jpe;* prg;
g. The photo can be resized by clicking on the picture, then holding thesenou
over the corner circles until an arrow appears, then holding down the left
mouse button and dragging the picture until the desired size is obtained, then
releasing the mouse.
h. The picture can be modified by clicking®icture Tools Format
i. Thecroptool allows you to choose the portion of the picture you want by
dragging rner icons to select certain parts of the picture.
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Sometimes/ou want the image to
appear on the background with no
order around it

Click orRecolor.

Click anSet Transpeent Color
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the mouse over the border area of
the picture, and théorder becomes
transparent. This only works when
the background is a single color.



6. Copying pictures from Internet

Find a picture, clipart, or sybol on the internet. Do not use copyrighted imag&sght clickon the

image, a drop down box will appear. Clickcopy.

Return to the powerpoint slidejght clickin the slide, click oRaste.

Move and resize the picture as needed.

7. Animations
a. Slice transitions can be created by clickingAmmationsin the menu bar, and

then selecting an animation format by clicking on the icons. More can be
viewed by clicking on the arrows to scroll through all the selecti@mansition
sound, and speedan te selected here. Clickidgpply to all selects one
transition style for t € powerpoint presentation.
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8. Custom Animation€an beused to create entrances,

" Home  Insert Design | Animations empkass, and exits for individumhages on each
slide.
-3 Animate: No Animation - a. CIi.ck on theAnimationstab, then Custom
Animation.

b. Select an image to animate by clicking on it

c. TheCustom Animatiorwindow will be open

Preview Animations to the right of the slide and thadd Effect
button will become active

Preview |55’£| Custom Animatian‘

SelectEntrancefor the item to appear
Emphasidor the item to alwayde visible but
display a change when activated

I 3 3

3| 1 lnds fntrance ¥ f. Exitfor the item to disappear

X 2.Box fmehasis b g. Clickon the different effects that appear in
A 3. Checkerboard o g the popup screen to see the effect in the
% 4. Diamond S D D preview screen.

# 5Fyin h. Choosean effect

Smect an alemeant of HL

More Effects..,
click Ao Effect” to ac.




Custom Animation v x i. Modify the effect by clicking on thérop down

l__ — ] l'c ] arrowsto make changes

Sy acdEffect v ", Remove i. StartcOn Click, With Previous, After
Modify: Fly In Previous

Start: |3 On Click v | ii. Directiort Varies with Direction chosen
Direction: |me Bottom 3 ‘ _ iii. Speed Range from Ver_y Fast to Very Slow
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- eryFest ] picture and clicking th&e-Orderarrows
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b. A popup window will appear with sample text.” .~ "
boxes. Go to the bottom of the window and
click onDraw Text BQx
c. Postion the cursor on\the slide where you 1
want to insert the text bpox and click and drag.
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1. Adding Narration to the Powerpoint
Note: You will need a microphone. External microphones usually create better quality
sound than those built in to aroputer. If you have never used a microphone with your
computer and the microphone doesné6t appear
below, open youcontrol paneland go t o tSbuad, Speecht andAudioo n
De v i cYewsniay need to add your enophone to the recognized hardware in this
section.

2. Connect your microphone

Start on Slide 1
4. Click onSlide Showtab,Record Narration
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5. Record Narration popup window will . 2%
ap pear Current recarding quality _
a. Set Microphone L erify Quality: <D Qualiy
. . . Digk use: 172 kb/second
your microphone is working e Gl ST D (e G
H H H 5 record time: minutes e
b. Do not clik Link narrations. ViR recard tims: 20620 Mt ,
. i i Change Quality...
This will save a clip of every -
narration in your folder. Thisis | s [T e e R
only recommended for e :
|0ng C|IpS [CLirk marrations in: C:\...\DeskiophGPAT 09

c. Change qualityd Changing taCD
quality produces the best quality sound
i. Click on the dropdown arrow
beside(untitled) and selec€D
quality from the drop down (e [ros |
menu. Formae [P -
ii. Be Ready!! As soon as you click [ Auues ok oot e Mot 7
AOKO, your microphondé=wid=l be
recording. You will need to start
immediately!

Sound Selection

ii. Cl i ©oKofdand start talking!

d. Recording the narration:



i. Speaking into the miophone, read the text or narration for that slide
ii. When you finish a slide, click on the slide to move to the next slide, and
continue reading. You do not have to start and stop the microphone.

Suggestion: Leave a brief pause at the beginningandendaf h s | i de 6 s
narration to make the transition a smooth one.
iii. When you are finished with the story, pressEisekey on the keyboard.

You can do this at any point in the story if you need to stop. To begin
again, go to the slide where you want to stacbrding and start there

foll owing the process above. You sh
selection or quality.
iv. Do not <click on ASave Slide Timingso

v. Listen to your presentation. If you want terezord a page, go to that
dide and repeat the process:
1. Slide show
a. Record Narration

Click escwhen you have finished the slide you want togeord.
e. Checking your work

i. Play the slideshow to listen to your presentation. If you wantteaard
a page, go to that slide and refpi process:
1. Slide show

a. Record Narration
Click escwhen you have finished the slide you want to re
record.

ii. A sound icon will appear on every page where you have

recorded a sound.

Click and drag the icon to move it away from the action

button
or other images
iii. Double click on the sound icon to get the sound options
toolbarrUncheck #nAHI d during Showbo

v. You can click on the icon to hear the sound again while playing the show.
This is great if you need to repeat the narration during the. stidrg will
need to be done for each slide.



