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=Shortcut       =Advice       =Caution 

Introduction  
There are times when your PowerPoint presentation needs to  be 

displayed on a computer other than the one that you created it 

on. This can lead to an array of problems and risks including 

broken links, font compatibility, and video playback issues. All of 

these problems can be prevented by packaging your presenta-

tion onto a CD. This self help document will show guide you 

through this process. 

Packaging the Presentation to a CD  
1. Open a presentation in PowerPoint.  

2. Click the Office button (Fig 1,1), choose Publish (Fig 1, 2), and select the Package for CD  

option (Fig 1, 3). 
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 POWERPOINT 2007: PACKAGING A PRESENTATION  

3. The Package for CD window will now open in the middle of the screen (Fig 2). If you wish to 

give the CD a different name, enter it in the box beside Name the CD: (Fig 2, 1).  

4. Click the Copy to CD button (Fig 2, 2). A dialog box may pop up confirming that you want to 

package all linked files, click on Yes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. The Copying Files to CD dialog box will open (Fig 3) and your disc drive will open on your  

computer. Insert a blank CD and the packaged presentation will begin to burn.  

 

 

 

 

 

 

 

 

 

 

 

 

6. After you have successfully burned the presentation to a CD, a confirmation dialog box will  

appear (Fig 4). Click Yes (Fig 4, 2). 
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Packaging the Presentation to a Folder  
1. In addition to packaging your presentation to a CD, you can also package your presentation to a 

folder. This may be useful if you do not have a CD burner or do not have time to burn the CD. 

2. Open a presentation in PowerPoint.  

3. Click the Office button, choose 

Publish, and select the Package 

for CD option. 

4. The Package for CD window will 

now open in the middle of the 

screen (Fig 1). If you wish to give 

the CD a different name, enter it in 

the box beside Name the CD: (Fig 

1, 1).  

5. Click the Copy to Folder button 

(Fig 1, 2).  

6. The Copy to Folder dialog 

box will appear (Fig 2).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Click the Browse button (Fig 2, 1) and 

select the location you want to save to 

from the Choose Location dialog box 

(Fig 3). It is recommended that you save 

the presentation to the H: drive.  

8. Click the Select button. 

9. Click the OK button (Fig 3, 2). Your pres-

entation has now been packaged to a 

folder. 
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Advanced Options  
PowerPoint offers a some advanced options with regard to the packaging process. They are not abso-

lute necessities, but have enough merit to bear mentioning.  

1. Follow steps 1 through 3 of the Packaging the Presentation to a CD section. 

2. From the Package for CD dialog box (Fig 1), click the Options button (Fig 1,1).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. You will now be brought to the Options window (Fig 2) 

4. The descriptions of each option are listed on the following page.  
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A. Viewer Package: This option will be automatically selected. It tells the program to update 

the file formats to be able to ruin in the PowerPoint viewer. The dropdown menu associated 

with this option is only relevant if you have burned more than 1 package to a CD. It allows 

you to play both automatically in the order that you have set, automatically plat only the first 

presentation, let you choose which presentation you want played, or if you want the CD to 

launch automatically. 

B. Archive Formats: this option tells the program to use the presentation options you applied 

to your original slide show. It will not update your file formats to run in the viewer. 

C. Linked Files: All files associated with your package are linked by default. If you do not want 

your files to be linked, click this box. 

D. Embedded True Type Fonts: This option should be used if you are unsure that the 

computer you are presenting on will support the fonts in your presentation. It is 

recommended that you use this option if you are presenting on an older computer. This 

option packages the fonts in your presentation to ensure that it looks exactly the way that 

you intended it to. 

E. Password Protection: This option allows you to make a password required to modify or 

open a presentation in your CD. This may be useful if your presentation contains sensitive 

material. 

F. Inspect Presentation: Allows you to inspect comments, annotations, invisible on-slide 

content, off-slide content, document properties, personal information, and presentation 

notes.  

 

 


