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Directions If You’re Bringing a 
PowerPoint for Use at  

Carroll Senior High School  
 
*IMPORTANT NOTE: CSHS does not have Microsoft Office 2007.  
 
When saving your PowerPoint you need to make sure you save it with the suffix at 
the end of the file as .ppt.  If you save it with .pptx teachers will not be able to 
display it on their computers. Please follow the steps below to ensure that it is 
saved in the proper format. 
*When saving a PowerPoint using Microsoft Office on a Mac computer, also make 
sure the suffix on the file is either .ppt or .pps 
 
1. After creating your PowerPoint go to File and then Save As… 

 
 
 
 
2. You will see a variety of choices…please make sure to choose the .ppt option. 
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**IMPORTANT NOTE: If you are bringing your PowerPoint presentation on a disc 
or USB drive and the presentation contains music and/or video it’s important that 
you follow the directions below in order to save both the PowerPoint file along with 
the audio/video files that accompany it. 
 
1. Instead of File and Save As… you’ll need to go to File and then Package for 
CD… 

 
 
 
2. A window will pop up where you will enter the name of the CD and then either 
Copy to CD (if you have a CD burner) or Copy to Folder (then save the folder to 
your USB drive) 
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***IMPORTANT NOTE: There is an online alternative to bringing a disc, USB 
drive, or emailing your presentation and it’s called Slideshare. 
 
If you go to www.slideshare.net you will find a program that allows you to upload 
your presentation (PowerPoint or Keynote) to the internet. The presentation can 
then be accessed via internet. The service is free (just sign up for an account) and 
is available here at school. 
 
When you’re finished uploading your presentation to Slideshare you can just email 
the link (URL/internet address) to your teacher who can then open it up from the 
internet. 
 

 
 
 
 


