Sabrina Johnson-Taylor      *Instructions were taken from help menu and modified

Insert a movie/video/sound into MS Word, PowerPoint, Excel

To insert a movie into a Microsoft Word document, you must have a movie program such as Media Player — a Microsoft Windows accessory that lets you play audio, video, or animation files — and a sound card installed on your computer. 

***Click where you want to insert a movie and do one of the following: 




Insert a movie of your own
For .AVI and .WAV file types

1. On the Insert menu, click Object, and then click the Create from File tab. 

2. Click Browse, and locate the movie (video clip or sound wave) you want to insert.

3. Select  Movie (video clip or sound wave)

4. Click Insert 

5. To play media clip, double-click it’s icon

6. Click OK
7. Right click to edit

Note:  To play a movie, double-click its icon. 

For All Media types (.AVI or .WAV or .WMV)

***Click where you want to insert a movie and do one of the following: 


Insert a movie of your own

1. On the Insert menu, click Object, and then click the Create New tab. 

2. Scroll and click Video Clip, and locate the movie (video clip)

3. Click OK 

4. On the Insert Clip menu, click 1 Video for Windows…
5. In the pop-up screen, browse to video clip

6. Select clip

7. Click Open 
8. To play media clip, double-click it’s icon

9. Right click to edit

Note:  .WMV files are created in Windows Movie Maker 2

*Note – If you plan to travel with your presentation, Word, PowerPoint, and Excel only save the first frame. You will also have to travel with the video and adjust your presentation so that it reads from the video source, i.e., floppy or CD—as seen in class. Bring your sound files as well.

*Note – 1. extensions for video and sound: Video (.avi)      Sound wave (.wav)

              2. Media files play better from the hard drive than from a floppy.

