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How to Kit
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Making Talklng Books
How to Kit

~ This How to Kit contains instructions on
how to make a talking book using:

* Microsoft Word
* Microsoft PowerPoint (this is the easiest way)

~ There are also examples of talking books
on this CD.

Wy
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What are talking books?

Wy

Talking books:
~ Are a great literacy activity.

~ Are made on the computer using programs to
add text, pictures and sound.
~ Can be used:
» With all levels, from children to adult learner.
» As an individual or small group activity.
» As a classroom activity or a community workshop.

EIB
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Create books relevant to

learners

In the north 1t can be
difficult to find books
that are relevant to our

learners and to the
north. You can create

books:
* On northern topics.
* In Aboriginal languages.

EIB
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You can make talking books:

- With pictures of familiar people, places, themes and
Ideas that are important to your learners and their
community.

- With recorded narration of familiar voices, including
their own.

- That are tailor-made to the interests of your learners.

- That the learners actively make and this opens up more
possibilities of creative and imaginative writing.

- On the computer using hardware and software that is
generally available in your home or school.
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Learners can create talking books on
a variety of topics and for a variety

of uses, such as:

To teach or show a skill, such as how to skin a
moose; how to grow a plant; how to use the
writing process.

To tell family stories or events.

To re-tell familiar legends, myths, stories or
rhymes.

“Language experience stories.

EIB
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Use talking books in the
classroom to demonstrate
knowledge

~ Authentic assessment
“Book report

~Science project and science fair
presentations

- Study guides
- The possiblilities are endless!!

EIB
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Benefits of talking books

~ They help learners that are new or struggling readers.
~ You can create books in Aboriginal languages. This helps

build Aboriginal language skills.

" Help learners to put on paper that which they want to say.
~ Typing and pasting pictures and clip art makes the process

fun, motivating and creative.

" Publishing creates ownership of words and meanings.
~ They build learner self-esteem.
" Digital photography brings the learners, their communities

and lives to their writing.

- Once you make a talking book it can also be printed for

use off the computer.




Before you start...

Before you start
making your first
talking book, be
aware that putting
together a talking

book will take time.

()
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Getting Started

Do you have all the hardware and
software to make a talking book?
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What you need

You can make talking books by using
hardware and software that Is typically
found on computer systems and with

skills that are quite easy to learn.
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The key skills

~ Use software to plan and make a
talking book by adding text, clipart,
pictures, and sound.

~ Use sound recording software to record
a sound and save It.
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What you need

~Word processing software (Microsoft
Word) or multimedia software
(Microsoft PowerPoint)

~ A microphone

~ Speakers

~Sound card

~ Sound recording software
~ Clip art

| s ey
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Which programs do you have?
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Programs.

Do you have Word, or

" Click Start and then All

Power Point? PowerPoint 1s
the easiest program to use

for making talking books.

If you do not have it, you

can use Word.

P LITERACY OO




Speakers

Check that you have
= — speakers attached to
-y your computer or
headphones so you
can hear what
you've recorded.

—




Microphone

Do you have a
microphone for your
computer? Most
new computers
come with a
microphone that can
be attached. If not,
you can buy one.

E E
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Sound Recording Software

) Image Expert

L308  Lecra 32 Engleh

v
& I ) Weron CerdretVare
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.r-'.'..-'.l'"E' ) B o :-Iﬁ.:;a;::m:q ﬂr.:_.hl_._.||.g:1;__.5....§|-3._ﬂ,.m*...;qa ¥ E 4 M ICrOSOft WlndOWS
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&mw il st Program Aoosss and Defauts g Plakural Color Il Comes Wlth Sound
ST CATHTS i Wirdoes Calag 0 Fikor View 6 R .
v | o @i s |\ recording software.
i 1]
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e g seu e = Check to see if you
r.1p_-|-|:-|..;| + .ﬂ .#--'I:-:Ei:l“:'.- L .
[ rticrasar access | g S . <« E have It.
Hﬂ.dnbe Uhestrastcad oo vw';;:_: E ::i::; ?:#ﬂ%rﬁ;ﬁrﬂmaﬂ I CI ICk
ok mm_ﬂﬂ Arcaaft Photming ) RealPlaver @ Caicdator 5 E
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: * Start
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Dpnmﬁ.g € BP0 Pl Ve L v} @ Tour Windows 1f ; :
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E it i i % Pk e * Entertainment
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Recording Sound

File Edii Effeck Halp

I Postan
(000w
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e

Fast
Forward

EIB

Record

op

You record on the sound
recorder just like you would
on a tape player.

" Click Record and talk into

your microphone. When
you are done recording,
press Stop, Rewind, and
then Play.

" You should hear your

recording. If not, check
that your speakers are
turned on and the volume
IS turned up.




Scanner

Do you have a scanner
where you can scan
learner artwork and
book illustrations? If
not, do you know
someone who has one?
Ask them to scan things
and save them as a file
to place in your talking
book.

E E
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Digital Camera

Do you have a
digital camera and
software for
downloading photos
to your computer?
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Make a folder for
your talking book

It Is a good idea to
create a folder for

and scanned

m——_ Y your talking book.
Images. It makes it
easier to keep track

= This is especially
‘ Important if you
of all the files.

have digital photos
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Make a folder for
your talking book
T DoeoTeTE ~ Click Start.
e " Click My Documents.
a Shortout : )
Bt “ Click File.
. e (. Click New.
oy T8 i EPWH;PM:;TR@nmm - -
ii:ﬂﬁeﬂmlffzh:difﬂetrml; Image C IC( FOIder-
Dther Maces B Microsoft Publisher Publication ‘
B S © T o ~ Name your folder the
8 et € Vs xcl Wkt same as your talking

book.




How to Make a Talking Book
Using Microsoft Word
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Insert a text box

=0,
/0 FESE FEE® O-7-4- B

AROE= 4 By

7 Click where you want to
Insert a text box.

|~ Click Insert.

-
Pis B8 Wew resrt Formet Do el Bidow Hep Rirchst
- 1] -

iRt @ Ed.

Firrrresd

7~ Click Text Box. If you
don’'t see Text Box, click

on Insert twice to see all
the choices under Insert.

1~ Now draw a box with your
MOouse cursor.

ik
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_
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Insert a p|cture
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Choose Clip Art to
use clip art images

Choose From Fileif
you have adigita
photo or scanned
image to add.

Fagm L Sac L an & " i ol

T O TS

AOCHAL - d-A-S=E0W.

~ Click Picture.

Click where you want to
Insert a picture.

" Click Insert.

If you
don’t see Picture, click
on Insert twice to see
all the choices under
Insert.

" Click Clip Art or From

File. Choose From File
If you have a digital
photo or scanned image

to add.
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Insert a picture

~ Search for Clips
by typing a word to
search by.

L+ Click here to insert
the clip art into your
document.
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Insert a digital photo or
scanned iImage

Wy

7~ Click Insert.
7~ Click Picture.
7~ Click From File.
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Insert a digital photo or

scanned iImage
Insert Picture = =81 7 Click Look In:

e e wm - to select
i book drive =
ek s (IS where the file
St is located.

= Hay River Bookmarks

= Haliman

=2 vk Workshop Ock, 2003
o Shorveacks

23 Tinot - Llveracy MNigrt

O Tullea

= Workplace from ECE

~ Select the
— File Name

e ongs 4| and click
Briooien
| Insert.
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Get Clips Online

7 If your computer Is

EmmEeeeeenEg s 100Ked up to the
- 2 | BlmpotOps @006 Onirgg @D B
SSEES Saamninn)] R CTEEYgEEaN
O Bt | T—click Clips Online

A | [ | to search for and

ZEPIL | download clips from
PN e < :
’ Fﬂ the Internet.
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Format the picture

In lime wih Bt SQuare

Harironita| afgriment
i Left i Carer

Tight

™ Right

Format Picture K X
Cobrsandihes | Sia  Layouwt | Pcwee | | web |
Wrapping style _
AEDOC

Behind fExt  In front of et

AN

i Crher

" Double-click on the
picture to use the
Format Picture menu.

" Choose Layout and

then Tight and click
OK. You need to have
the layout ‘tight’ so you
can move the picture.

- Use the Colors and

Lines menu to put a
border on the picture or
the Size menu to
change the size.
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Size the picture

~ Once your picture Is set
to Layout Tight you can
resize it using the corner
anchors.

~ Click on the picture until
you see the anchors.
Drag one of the corner
anchors until the picture
IS the size you need.
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Insert a new sound file

B 5 o ot o 751 W O 7 Click where you
e want to insert a

sound file.
7~ Click Insert.
” Click Object.

7 Click the Create
New tab.
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Insert a new sound file

~ Under Create New,
‘Object RET | move down to

Creamtew | Creste fom Elie |

chnc i | _—-Wave Sound and

Symiies Corao 2] ' :
zmcfm% : / /then CIICk OK-

Wincdows Media Plapar ™ Deplay 23 kon
orPad Docunent ==
kgl Ze

/
Reail
Irserts 5 rene Wiave Sound obsect niD
o your decument.
o |
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Insert a new sound file
" Click Record and

T L | talk into the
File Edit Efects Halp .
= = microphone.

' Click Stop, Rewind

/ﬁ T \\ and then Play.

Rewind Record Listen to the
P Siop recording.
Play “When you are done,
close the sound
recorder.

' h
P LITERACY OO
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Insert a new sound file

~ A Speaker picture Is
Inserted into your
document.

~ Click on the Speaker
to hear your sound
recording.

~ Click and drag from a
corner anchor to
make the speaker

larger.
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Add Borders and Shading

=) Word template.doc - Hicrosofm’ r Clic

| File Edit View Insert Format fool?@ble Window
D8 &R Y| A Font.

- T =% Paragraph...

i= Bullets and Numbering. ..

J Mormal

£ Columns...
Tabs...
Crop Cap...

@) Background 3
Stvle...

B Text Box...

K Format.

K on Borders

ancC

Shading.

\—*__
P LITERACY OO
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Add Borders and Shading

porders and Shading

e S okt 0N chagran bekow oF L
G W

ﬁ Enl ........... _| |_—_-]

D 13 Cobr; :I 4|-_—|/"'_/l/

(— |_ -] - -

ElSalies E [E

] - —— s

P ark | ok dooument |

|irere> Nl
row Tabar | B | [ ] ——

4

=zx3 ¢ Click on Page Borders.
Select the Style.

- Select the Colour.
“Under Apply to: select

Whole Document.

“You can select Art to

choose fancy borders.
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Save your document

ocument - Microsoft Word | ~ Remember to Save
E_',“H;‘j'ﬁ““”‘“ it bl your document
o2 Bl periodically.
E“w p;\““*‘-‘ ~ Click File.
g ———____ ¢ Click Save As and
— give your document
a hame.
Documentt-WerowontWor ~ You can also click on
Cwmgwt N the Save icon.




How to Make a Talking Book
Using Microsoft PowerPoint

ol Microsoft PowerPoint
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Creatlng a HEW presentatlon

[EMicrosoft PowerPoint =m
Bie Edt Ylew [eert Format Tools Sige Show Window Help

o " Start Microsoft
oedaas vev-eBsru-  c@1  PowerPoint.

e .

iy Poerreint Click Blank
Presentation to

start a new

presentation.

""'Kﬂlﬁ?mm““ 3 i CI|Ck OK

uf.u

\the sirargest sight. ppt
Il....'.,T. Eing book template. ppt

[ Don't shosy i dialog bas again

P LITERACY OO
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Select a slide layout

[EMicrosoft PowerPoint - [Presentati... [ [Tk .
ili_l’lMEla Es;E wtaw Iresrt Fﬁr:hﬂtELs 5||msr~;tﬂnm;'mq:' 7 The New Slide
cemssvies- wmsmunse -af layout menu wil
e appear.
New Slide 2 7 In PowerPoint you
- L= can select different
_cael |

slide layouts.

= = 7 Choose a slide
EENEE o layout for your book

[ Dan't show Bis dislog bas sgan h
title.

{
— il




- J!um:lhl:l:

DEda v ‘Ii_-‘.llu:‘eLﬂ'pn.rt
E‘E 24 =0 |EW g Color Scheme.,

R - .

7 Click Format.

7 Click Apply Design
Template.
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Select a design template

oW DR TepRTe 58l ¢ You can choose
e from several design
et s templates that have
different colours and

bullets.

]ﬁaﬁmm
-r.iueﬂ?e;::;ﬂtm

~ Scroll through the
templates and
choose one.

Bl CachE pot
HlC g des.pot
Elhedoors pat
E)C s pat
ElCoremuction pat
El0ed ' 5 Tie pat
F)Epadition pot
Elractory pot
EFreball pot
llsestre pot

: Fils pame: |




View a master slide

Microsoft PowerPoint - [Presentation] " '
e e e Click View.
OcF B ([ pHorms EHORo man =

Thee . om Click Master.
& o R Black o While e fastor

= Tookars ST Click Slide Master.

. You will see a slide
master like the one
e here. The slide master
has objects that show
up on each slide, such
as a title and navigation

buttons.

E E
P LITERACY OO

Click to edit Master title style
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View the AutoShapes toolbar

[GIMicrosoft PowerPoint - [Presentati... — 1|

Hipe gt e g sesorarmm e ¢ Click View.

Aerobet @ pormsl Y :_ﬁlliu :

TR 'mm “i v Click Toolbars.
:‘;HWE"' Snoibars .

- Click AutoShapes.

Arimation Effects

= oy
-

Chptoand

Corirol Teclnox
Dramirg

[Ering

Pichre

Beasreminng

Tables g Bordes
WigLi| Bl

- AutoShapes may be
under your Drawing

o Toolbar. Click
S Drawing if you can’t

find Autoshapes on the
Toolbars menu.

ﬂﬂﬂﬂﬂ




Add a navigation button

Microsoft PowerPoint - [Pr/ Once the
Eile Edit View Insert Format Tools 5 AutoShapeS toolbar
RS &% B o : ;
bl TmesNewRomar{A IS Open’ CIICk on the
R L LT Action Buttons.
1@

Select Back button.

/

7 L Select Next button.
_/@/ﬁl

= 1al B Select Beginning
button.

Action Buttoﬁ5|

\

\

i

&

] clff =

<]




Draw the buttons

[resrt Foimat Took Side Thos Windos Help Alrogst
FgpEmat oo ‘aau ¥ B G T

_ ] | Once you select a
S — s button, use the cursor
s | to draw and place the
e button where you want

It on your slide.

Click OK on the Action
Settings.

Do the same for the
Back, Next and
Beginning buttons.

E

m Click (o ec

— decond le

w Thered [e

Bium Cungoral "}
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Return to normal view

e - Go back to Normal
e R e S, | view when your

master slide is set
up with your title,
date and navigation
buttons.

" Click View.
" Click Normal.




Add text

Click on the text box
o
T T—— .- to add text for your
Click to add title : ta”qng book_
Type In your text.

w Chick to add text

Double click to add




Add a graphlc

= = Double click on
Chick to add hitle the graph|C plaCe

IO oy holder to add a
graphic to your
page. This will open
up the Clip Art
menul.

E E
P LITERACY OO
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Add a digital photo or scanned
Image

ol Micracsoft PowerPaint - [Presentation

Ee e s ¢ ClICK INSert.

WP | Tmestiow  Diploate e »==a &< o _0 Click Picture.

BN B 58 Sidehumbe
107 Dot ard Time. . -
o - 7~ Click From File.
30 (3 Comment
Slides fram Fikes, . by -
-

Sides from Dutine. .. .
:%M W Clip Art: :

B Text Box - xS
_Mogss adSoudt * g gocpes !
W Chort.. & Orgarization Chart

Lt A wordart b

W |
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Add a digital photo or scanned
Image

" Click Look In: to
select where the file
IS located.
i Select the File
R 3 Name and click
|—Insert.

ﬁ" &m,__ el PR ke L .

i I.\_‘ Flir Bern MaEs

= Board

= e

ZFamily L ieracy

SiFort Hasniution Famiby Literaoy:
= Fart Srmpsen

—Eaera

iy Blver BoOemarks
ZiHalman

12 [k Wiewrkeshaop Clek, 20038
= Srpsacks

O Trowk - Litsracy Might

= Tudita

= Wkl ate [ram ECE

J Wos
R Wideo Ot m/ -
- Eidiak g

i Tecker i of |y b P
HFile0ndl Ea
Fila pame! |_
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A feW tOOIS' = ~ Add a new slide with the

New Slide button

Wy

5l Microsoft PowerPoint - [Presentation ] =/EES
Kl Edt Wew oot Fama: Tools Sige Sow B belp Acobet wlEIX]
DFds &7 . S HCIHE A IE s 1% = &3,

W Tre=mleggoma =24 - B J I FEFEN F 'y By Common Tosks =

- Change
the font
and size
here.

|k Tor ek nales

tls||m ]s;.ufr:ﬂi\% 4 Vlew yOUI' Sllde ShOW by

clicking here.

e aatEa
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View the slide show

E;]?ﬂm mmimwllmm?w«u ";Iji;lﬂx ' C ICk VieW
Click Shde
Show.
“You can also
click on the
Slide Show
Icon.




End the slide show

This 1s a sample shide
presentation

s it going so far?

End the slide show
by right-clicking on
your mouse.

Click End Show.




Record a slide narration

Slide Show window  Help

Set Up Shaow, ..

Views On Twio Screens. ..

—’B &ckion Buttons

ﬂh Sk SELLnE S .
Preset snimation

fg'&] L T Tt O
animabian Breview
Slide Transition. ..

k

4

Hide Slide

Cuskam Shows, ..

<]

The easiest way to add
sound to your talking
book is with the Slide
Narration.

Click Slide Show.

Click Record
Narration.

E E
P LITERACY OO



Record a slide narration

Click OK and then the
slide will be shown.

o e - *-Slatt spedkingnto te
Free disk space: 2047 ME (on C: m Icrophone "

Max record kime: 3245 minutes

...........................

Settings... |

T When you have
Y SRRt || finished the narration
I iekranatonsin iy ocanens o | for the slide, press a
key or click the mouse

button.
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Record a slide narration

~ To pause or stop

— ; ‘__...—'—__

-

i ot ot

This is a sample slide
presentation

How is it going so far?

recording, right-click
your mouse to get
the menu.

" Choose Pause
Narration or End
__-Show.




Another way to add sound
recordings
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Add sound recording

7 Click Insert.

~ Click Movies
and Sounds.

(T e Edt View [rert et ool
D@ @7 O pewslice.. CrisM
B W Times R [plicate Slick
el R R Pt

(B Text Box

EandSounds B povie from Gallery.,
Mowia from Elle. .
e —~ Click Record
Sond froem Flle. . |~
mmmm Sound.
4e slide
presentatmn 7 Record your
How is it going so far? sound for the
page.

_ \—*__
P LITERACY OO
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Hear your recording

This is a sample slide
presentation

How is it going so far?

~ A Speaker picture Is

Inserted into your slide.

~ Click and drag from a

corner anchor to make
the speaker larger. You
can also move the
speaker.

” Click on the View Slide

Show button to listen to
the sound on the slide.
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Select a slide transition

7~ You can change how

;“_ﬂ}fd#‘;;;m — the slide comes in
e R S during your slide
Z " \i\\ Click Slide Show.
This is a sample sli e : -
presentation . C“Ck Sllde
How is It golng so far? Transition.

_ \—*__
P LITERACY OO



Select a slide transition

Choose how you want
the slide to appear on

: = | | the screen.
- \ Click Apply to All to

Farcern e+ <] apply to the whole slide

s it St show or click Apply to

| | — apply It to the selected

[v Automatically after S Ide_

' ' : Choose On mouse
click.




Complete your talking book

- Complete your
talking book by
adding new pages
along with your text,
graphics and sound
until it is complete.
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Save and view
your talking book

" You can save your PowerPoint talking books in two
ways, as a presentation or as a show. How you save it
will determine how it will open.

* PowerPoint Presentation — It will open up with all the menus
and you will have to press the run slide show icon to view it.
Save your talking books as a PowerPoint presentation while you
are working on it.

Wy

* PowerPoint Show — It will start right away from your
computer when you open it. Save your talking book as a
PowerPoint show once you are finished it and others will be
viewing it.
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Save as a PowerPoint Presentation
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Click File.
Click Save As.
Click Save as Type.

Choose
Presentation.

Click Save.

To use it you click
on the run slide
show icon on the
bottom of the
screen.
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Save as a PowerPoint Show

ey ¢ Click File.
= ~“ e wmas 1| ¢ Click Save As.
iIck Save as Type.

noose PowerPoint
now (pps).

Ick Save.

=_| ¢ The PowerPoint show
- will start right away
when you open It.
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Talking Book Idea

The types of talking books you
can create are endless. Here are
just a few suggestions.
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The Book of Me

A pre-writer can tell you what to write for
them. Include favorite things, hair and eye
color, names of pets, friends, or siblings, and
anything else that completes your child's
picture of their identity. Use a digital camera
and take photos of the child, their family and

nets and any other important things in their

Ife and include these In the talking book.

Have the child record the narration for each

page. See example: My Favourites.

EIB




‘Make a page for each letter of the
alphabet and on the page type the
letter and a word. Add a graphic or
photo for the word. Use things that are
relevant to the child’s life such as
people and places in their community.
Have the child record the narration by
saying “A Is for Auntie.” See example:
Alphabet Book.




Tell your family's history

~ Use a talking book to tell your family’s
history from your child backwards.
Include names, pictures, and
Information to tell the story.

EIB



P 4 ~ /mllmnl-

» ‘,/' Wiy,

Wy
/

A day In the life of...

~ Take photographs of the learner doing something
they really enjoy, such as going berry picking,
going to the library or going swimming.

~ Put these In a PowerPoint presentation in sequence
and record a message to go with each photograph

” Record short samples of favourite music from a
music CD and add them to the book.

~ This can be a powerful resource that your child can
use over and over again helping to recall an
enjoyable experience.
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Make talking books from
favourite stories

‘Take a favourite story book and scan
the illustrations and insert them into
your talking book.

'Record the text.
‘Example: 7he Strangest Sight

EIB
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Now you have the skills, get
creative and have fun!

~ Remember to use the Help Menu if

ou get stuck!
you g e
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Have fun!
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