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Creating a Photo Album in Microsoft PowerPoint 
 
 

 

 Double-click the Microsoft® Office PowerPoint 
icon to start the program. 

  

 

 Click on File, New. 
 Click on Photo Album. 

 

  

 

 Click on File/Disk if you have pictures on a disk.  
You may also choose Scanner/Camera if you 
have pictures to scan or if you are using a 
digital camera. 

 Locate the pictures for the photo album.  By 
default, PowerPoint will look in My Pictures, but 
you can click on Look In to find an alternate 
location. 

 Hold down the Ctrl key and click on each picture 
you want to include. 

 Click on Insert. 
 

  

 

 In the Pictures in Album area, you can click on 
the up and down arrows to rearrange the order 
of the pictures.   

 Under Preview, you can also rotate a photo 90°, 
and adjust brightness and contrast.   

 Under Album Layout, you can choose to display 
one or more pictures per slide and to add 
captions to your photos. 

 When you’ve made these adjustments to your 
pictures, click on Create. 
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 Before proceeding any further with your photo 
album, stop and save your work. 

 Click on File, Save As.   
 Insert a disk in the drive.  Click on the down 

arrow to the right of the Save in: list box and 
locate your drive on the list.  Pictures take a lot 
of disk space, so you may not be able to save to 
a 3.5” diskette.  You may need to use a zip disk 
or USB flash drive. 

 Type a name for your file in the File name text 
box and click on Save. 

  

 

 Edit the title slide. 
 Click on Format, Slide Design. 
 In the right window, click on a design template 

to apply it to your title slide. 

  

 

 Click on Animation Schemes to add movement 
to your text. 

 Click on Apply to All Slides. 
 Click on Slide Show to preview your photo 

album. 
 

  

 

 Click on Slide Show, Slide Transition. 
 In the right window, choose: 

 Transition Type 
 Transition Speed 
 Transition Sound 
 Automatic or manual transition 

 Click on Apply to All Slides.   
 Click on Slide Show to preview your photo 

album. 
 Click on File, Save to save your photo album. 
 Press <f5> to display your slide show. 
 When finished, click on File, Exit to close 

PowerPoint. 
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