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Instructions for Using Microsoft Photo Story 3
1. Double click on the Photo Story 3 icon to open the software.

2. Select the option, ‘Begin a new story’ and click the ‘next’ button in the bottom left hand corner of the screen.

3. The next screen enables pictures and photographs to be imported into the software. Once imported into the software, the photographs appear on a ‘time line’ at the bottom of the screen. The photographs can be arranged and re-arranged in any order once they are shown on the timeline.

4. To import pictures into the software; click on the grey ‘Import pictures…’ button on the right hand side of the screen. A ‘pop-up’ screen will appear asking you to select where the images you wish to use are located, e.g. from a CD rom, memory stick or ‘My Pictures’ folder.
5. Double click on the folder containing the images you wish to use. A list of the images will appear in the right hand section of the screen. To view the images and make sure the correct image is selected; click on the icon on the tool bar at the top right hand side of the screen with a blue strip at the top, white interior and six small coloured boxes inside it. From the icon’s drop down menu click on, ‘ Thumbnail’. The images will appear as small ‘thumbnail’ sized pictures.

6. Click on the image you wish to use, then click on the ‘OK’ button. The image will now appear on the timeline in Photo Story 3.

7. Repeat steps 5 and 6 until all the images you wish to use are inserted into the timeline.

8. The images can be ordered on the timeline by clicking on them, dragging and dropping them into the required sequence on the timeline.

9. Once the images are in an appropriate order, click the ‘Next’ button to move onto the next screen to add titles and effects to the images.
10. To add type to an image; select the image you wish to add titles to by clicking on it once on the timeline. Once selected the image will be surrounded by a blue border. Click in the type box on the right hand side of the page and type in your title. Press the return button to insert the type onto the slide. By using the editing boxes above the type box you can alter the colour, font, size and position of the type. 

11. A visual effect can be added to the slide to alter the way in which it is seen by the reader, e.g. as a negative image or in sepia. Click on the downward arrow on the ‘Effect’ box underneath the main image on the left hand side of the screen. 

12. Once titles and effects have been added, click the ‘Next’ button to move onto the next screen to add a ‘voice over’/narration and add movement to the way in which the reader sees the image.
13. To customise or animate the way in which the image is seen, click on an image then click on the ‘Customise Motion’ button underneath the main image. A pop up screen will appear. 
14. By clicking on the ‘Preview’ button the presentation so far can be viewed. Using the ‘Back’ button means that previous work can be altered and adjusted at any phase.

15. To add music to the presentation click the ‘Next’ button. A new screen will appear. The timeline of images appears at the bottom of the screen. Click on the image where the music is to begin. To select a music track already on the hard drive of the computer click on ‘Select Music…’.and select the appropriate track from the My Documents folder. The ‘Create Music…’ button enables pre- programmed styles of music to be added to the presentation by music genre and mood.

16. The pre-programmed music can be altered by the choice of band, mood, tempo and intensity. Different combinations can be explored and listened to by pressing the ‘Play’ button in the bottom left-hand corner of the pop-up screen. Once the music is complete click on ‘OK’ to add the music to the presentation.
17. The programme returns to the main ‘Add background music’ screen. Clicking on the ‘Preview’ button enables the music, text and images to be seen as a whole. Alterations can be made by using the ‘Back’ button or ‘Delete music’.
18. Once complete click on the ‘Next’ button to save the final project for broadcast. 

19. From the ‘Activities’ box select the style of final publication, e.g. ‘for playback on your computer’ or ‘send in an e-mail message’.
20. Decide which folder the presentation is to be saved in by clicking on the ‘Browse…’ button.

21. Click on ‘Next’ to save the presentation in the chosen format and location.

22. An unfinished project can be saved at any time by clicking on the ‘Save Project…’ button on the bottom left hand side of the screen.
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