Thank you for downloading the tutorial for customizing the Weatherization Works! Promotional Slideshow.  You are on your way to creating a wonderful public information tool to use to show the world what we do in the weatherization program, and how it benefits individuals as well as the community as a whole. The steps below outline how to download the file, add your organization’s information, and finalize the document.  If you would like to do more complex things with the document and need some help, please contact Rebecca Stewart at NASCSP at 202-624-7887. 
There are more basic PowerPoint tutorials available on www.waptac.org here: http://waptac.org/Tools/Power-Point-Tips.aspx. If you are brand new to using PowerPoint, you may want to start there to familiarize yourself with the program.  
Download and save the file

· Click on this link: http://waptac.org/data/files/public_information/customizablewxworksppt.zip
· When prompted, save the file to your local computer.
· Double-click the PowerPoint presentation file inside the compressed ZIP file to access the presentation.
· Once the file has opened on your computer, go to File on the top toolbar
· Select “Save As”
· A dialog box will open.  Type in the name for the file you would like to use and select where you would like to save the file on your computer
· Click on “Save” on the lower right hand corner of the dialog box.  
Customize the document with your organization’s name and contact information

· There are two places in the document where locations for you to put your information have been identified.  These are marked in red.  They are on the first slide and on the last slide.  
· If you would like to watch the slideshow from beginning to end, go to “View” and select “Slide Show” 
· The music and timing have already been added, so the slideshow will automatically begin and the music will start with the second slide. 
· If you want to exit the slideshow at any time, just press the “Esc” escape key.  
Change the text on the first slide

· To change the text in the first slide, double click over the text to select it.  You will be able to see a text box when you do so.  
· Delete the text current in the text box
· Type in your organization’s name.  
Change the text on the last slide

· Navigate to the last slide in the presentation
· Select the “Visit/Call” text in red and indicate whether you will adding a phone number or website or both.  To fit both, you may have to adjust the size of the text. 
· To adjust the size of the text, select the text you wish to change and right click.  This will show the various options available for the text.  
· Select the text on the bottom line reading “(insert your program information here)” by double-clicking or by dragging your mouse over the text.  
· Type in the contact information you would like to include.  This may require text size adjustment.  
· Save your file by selecting “File” and then “Save” or pressing Ctrl+S or the save icon on the top toolbar.  
Mark your document as final

· If you want to make sure no one else can make any changes to your document, go to “File” and then “Prepare” and select “Mark as Final”.  

· You may want to do this to make sure no one else can tinker with the document

Ideas for further customization

· Now that you have created a Weatherization Works! Promotional Slideshow for your organization, you may want to customize it even further.  
· Feel free to switch out any photos in the document for photos from your organization. 
· You can also insert your organization’s logo on the first or last slide, instead of the “Weatherization  Works!” house and elements logo.  
· Insert or delete slides in order to showcase your particular projects.  Be aware that the slides are automatically timed and this may need to be adjusted to account for the music.  
· Take out the music currently in use by deleting the “sound” icon from the first slide and insert whichever music you like.  Be aware that there may be copyright issues.  
· Convert your document to a Windows Movie Maker file using a converter found online to do more complex transitions and to use for TV spots.  
If you need any help with any of the above, please feel free to contact Rebecca Stewart at NASCSP at rstewart@nascsp.org.  We hope that this has been helpful to you, and please let us know if there is anything missing or if you have any other great ideas.  Also, please send us your finished products!  We would like to feature them on www.waptac.org.  

Have fun!  
