How to Convert PowerPoint Files to Web Pages (PowerPoint 2002 (XP) Windows Version)

1. From the FILE menu choose Save As Web Page 

2. Click on the PUBLISH button:

a. Make sure “Complete Presentation” is marked.

b. Speaker notes, if desire to be displayed, needs to be marked.

c. Make sure that under “Browser Support” that “All Browsers is Listed Above” is marked.

3. Click the WED OPTIONS button. The following dialog window should show up.
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4. Under the GENERAL tab:

a. If you want the full screen of the presentation without the outline panel, you must not check “Add slide navigation controls.”  This is an example of how it will look like:
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b. If you choose to have your outline panel as part of your presentation, you must click “Add slide navigation tools” and you can pick up a color scheme from the “Colors” option.  This is what it will look like with this option:
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c. You must click “Show slide animation while browsing.”

d. You must click “Resize graphics to fit browser window”

5. Under the BROWERS tab:

a. Make sure “Microsoft Internet Explorer 3.0, Netscape Navigator 3.0 or later” is marked.

b. Make sure “Save an additional version of the presentation for older browsers” is marked.

6. Under the FILES tab: It is recommended that all options be left checked.

7. Under the PICTIRES tab: Select the correct screen size for your audience.

8.   Under the ENCODING tab: Save the document as: Western European (Windows).  Click on “Always save   web pages in the default encoding.”

9.   Under the FONTS tab: Choose the styles and formatting that you feel are appropriate.  Click on the “OK” button.

10. To change the title of the presentation, click the “CHANGE” button and type in a page title.  Afterwards, click “OK.”
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11. Hit the “PUBLISH” button when finished. It might take a few seconds for PowerPoint to convert your presentation, depending how much information on the slides. 

IMPORTANT: PowerPoint will keep the supporting materials (images, buttons, slides, etc.) in a particular folder called after the name of your file. You have to send the HTML file AND the supporting folder to your web folder.

