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Inserting an Audio File

Click Insert on the Ribbon to display the Insert
tab and then click the Insert Audio button
arrow to display the Insert Audio menu

Click Clip Art Audio in the Insert Audio menu
to open the Clip Art task pane

Click the ‘Results should be” box arrow and
then click the “All media types’ check box to
remove the check mark from each of the four
types of media files

Click the Audio check box to place a check
mark in it
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