To Use Sound in Word:

· In your document, click where you want to insert the sound file. 

· Do one of the following: 

Insert an existing sound file

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

· Click Browse, and then locate the sound file you want to insert. 

· To insert the sound file as a linked object (linked object: An object that is created in a source file and inserted into a destination file, while maintaining a connection between the two files. The linked object in the destination file can be updated when the source file is updated.), select the Link to file check box. 

· To display the file as an icon, select the Display as icon check box.

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

Insert a new sound file

To insert a new sound file, you must have an audio input device such as a microphone.

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

· Under Object type, click the type that corresponds with your sound program. For example, if you are using Sound Recorder, click Wave Sound. 

· Record the sound in your sound program. 

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

