How to record a slide show with
narration and slide timings



Before you start

- Please prepare the following items:
-Microsoft PowerPoint Presentation slides
-Laptop
-Microphone

- Please connect the microphone/headset to your laptop to record
your voice. Built-in laptop microphones are also available.

- Quiet places are recommended.

- Please make sure to finish your words before you go to the next
page. Your voice won't be recorded while you switch the pages.

- Please embed the videos directly in the slides.
(Hyperlinks are not available.)

- Laser Pointer for Mac is not available.



Before your record

- Select ‘Slide Sorter’ below and make sure there is no seconds
shown under the each slide.

- If any, select ‘Transitions’>'Advance Slide’ >uncheck the ‘After:’
button.

*This image may look different depending on your OS/MS version.
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€ PowerPoint 2019, PowerPoint 2016,
Microsoft 365(0Office365)

1. Select ‘Slide Show’ > ‘Record Slide Show".
Choose ‘Record from Beginning’.
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2. The screen will look as below.
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€ PowerPoint 2019, PowerPoint 2016,
Microsoft 365(0Office365)

@Record - Start/Pause recording

@Stop

®Play - You can check the video you just recorded
@Settings - This shows the connected microphone
®Slide

®Forward

@Backward - You can preview the slides when you're done
recording

®O0n/Off buttons for camera/mic

3. Select @Record and start.
*The pointer will not be recorded in the video.
Please press [CTRL + L] key to use the laser pointer mode.



€ PowerPoint 2019, PowerPoint 2016,
Microsoft 365(0Office365)

Forward

End of slide show, click to exit.

BLCOONERENCOCE

Once you reach the very last slide, recording will finish
automatically.

Click ‘forward’ to review the slides list as per below.

4. Save the file and do the final check.
Save the file and open the file again.

Play the slide show from the beginning to make sure
everything is recorded appropriately.



€ PowerPoint 2019, PowerPoint 2016,
Microsoft 365(0Office365)

5. Select ‘slide show’>'record slide show’>"Record from
Current Slide” and re-record your voice if you need to edit.

When you're done, click the @Stop button

we@o) B D-0 H B -

File Home Insert Design Transitions Animations Slide Show Review View Help 0 Search & Share {1 Comments
@ l;:@ E‘g - [ Play Narratio CIMonitor: Automatic
From From Present Custom Slide SetUp  Hide Rehear Record Sllde [ Use Timings Use Presenter View
Beginning Current Slide Online ~  Show ~ Slide Show Slide | Timing| Show ~ [l Show Media Controls
Start Slide Show © Record from Current Slide... Monitors A
[e f
1 s ord from Current Slide
*
§ Record narr: Nk, laser pointer
estures, imati
4 imin
2 Chart Title
*
Lk Record from Current Slide
BERY q add text
Sameea i
4 |
3
2 I I
| I
0
Category 1 Category 2 Category 3 Category 4
eries 3
-
E
E
Slide2of2 [[4 English (United States) = Notes W Display Setting = = = - [] + 67% F

RECORD STOP REPLAY




4 PowerPoint 2019, PowerPoint 2016,
Microsoft 365(0Office365)

6. Convert the PowerPoint into a video.
Select ‘File’>"Export’>'Create a video'.

Make sure both ‘HD (720P)" and ‘Use recorded timings and
narrations’ are selected.

Select ‘Create Video'.

Presentation2 - PowerPoint Hagr A © ® 7 = X
mN Create a Video ‘HD (720P)’
i Create PDF/XPS Document ( )
— Save your presentation as a video that you 7 d d . - d a 7
= Includes all recorded timings, narration| Use recor e tlmlngs an narratlons
I Q Create a Video I ®  Preserves animations, transitions, and
@ Get help burning your slide show video to DVD or uploading it to the web
@ Package Presentation for CD l
=2 Full HD (1080p)

Large file size and full high quality (1920 x 1080)
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Slides without timings will use the default duration (set below). This option includes ink and laser pointer gestures.
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€ PowerPoint 2019, PowerPoint 2016,
Microsoft 365(0Office365)

7. Save the file.

The title should include your name.

Make sure the file type is ‘MPEG-4 Video’ so that the end of the
file name is .“mp4’”.
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File namef| Lastname Firstname.mp4 I v
Save as typef] MPEG-4 Video I
{EplE: 1ERLE DB 84: SJmem 44 kIl PowerPoint Presentation

A

~ Hide Folders Tools ~ I Cancel

Select ‘Save’.
This process may take for a while. o
Please wait until the file is 100% saved.
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Make sure to open the file again.

Play the slide show from the beginning
to make sure everything is recorded
appropriately.




PowerPoint2013
PowerPoint2010



¢ PowerPoint 2013 - 2010

1. Select ‘Slideshow’>‘Record Slide Show’>'Record from
Beginning’.
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2. Make sure both ‘Slide and animation timings’ and
‘Narrations, Ink, and Laser pointer’ are on.

Select ‘Start recording’.

! >

Select what you want to record before you begin recording.
5lide and animation timings
Marrations, ink, and laser pointer

Start Recording Cancel




¢ PowerPoint 2013 - 2010

3. When you are recording, it shows ‘Recording’ on the upper
left corner.

Reecording
J* I ks %5 Bials

Your slide

*The pointer will not be recorded in the video.
Please press CTRL + L] key to use the laser pointer mode.

4. Save the file and do the final check.
Save the file and open the file again.

Play the slide show from the beginning to make sure
everything is recorded appropriately.



¢ PowerPoint 2013

5. For PowerPoint 2013, covert the presentation into a
video.

Select ‘File’>"Export’>'Create a Video'.

EX po r‘t ‘Internet Quality’
‘Use Recorded Timings and Narrations’
. Create a Video
D_ Create PDF/XPS Document
) Save your presentation as a video that you can burn to a disc, to the
web, or email
2 Includes all recorded timings, narrations, ink strokes, and ointer
@1 Create a Video gestures
s
Preserves animations, transitions, and media
|’;//. Package Presentation for CD @ Get help burning your slide show video to DVD or uploa o the web

Internet Quality
Medium file size and moderate quality (1280 x 720)

El'j Create Handouts
H— Use Recorded Timings and Marmations

'—E:] | Slides without timings will use the default duration (set below]. 1
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Pﬁ' Change File Type
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Creat H
Account V'i:!: «l Create a video

Feedback

Make sure both ‘Internet Quality’ and ‘Use Recorded Timings
and Narrations’ are selected.

Select ‘Create Video'.



¢ PowerPoint 2010

5. For PowerPoint 2010, convert the presentation into
a video.

Select ‘File’>'Save and send’>Create a video'.

® I Presentationl.ppbx - Microsoft PowerPoint
“ Home Insert Design Transitions Animations Slide Show Review View
I save )
Save & Send Create a Video
[l save & - o -
a Create a full-fidelity video from this presentation that can be distributed by using a disc, the Web, or e-mail.
' 5 Send Using E-mail - - -
&5 Open = Incorporates all recorded timings, narrations, and laser pointer gestures
[ Close Includes all slides not hidden in the slide show
Q Saveto Web Preserves animations, transitions, and media
Infa
The time it takes to create a video varies depending on the length and complexity of the presentation. You can
Recent Save to SharePoint continue to use PowerPoint while the video is being created.
9 Get help burning your clide show video to DVD or uploading it to the Web
==
New _p Broadcast Slide Show

E Computer & HD Displays

For viewing on a computer monitor, projector, or high definition display (Large — 960 x 720)
G\ Use Recorded Timings and Narrations -
\D@ Slides that do not have timings will use the default duration set below. Any recorded laser pointer gestur...

H Change File Type
[ Options

3 Exit Q Create PDF/XPS Document
‘Computer & HD Displays’
‘Use Recorded Timings and Narrations’

Create a video

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or
ernail

Incerporates all recorded timings, narrations, and laser pointer gestures

Preserves animations, transitions, and media

0 Get help bumning your slide show video to DVD or uploading it to the web

Computer & HD Displays
|CEE al

or viewini an a camauter maonitor. Em'aclar or hiﬁh definition disﬁlax

. Computer & HD Displays

Forviewing on a computer monitor, projector, or high definition display (Large — 1280 x 720)

. Internet & DVD

For uploading to the Web and burning to standard DVD (Medium — 852 x 480)

‘_| Portable Devices

Microsoft Zune video quality; Small tet may be difficult to read (Small — 424 x 240)
Video

Make sure both ‘Computer & HD Displays’ and ‘Use Recorded
Timings and Narrations’ are selected.

Select ‘Create Video'.



¢ PowerPoint 2013 - 2010

6. Save the file.
The title should include your name.

For PowerPoint 2013, the file type is ‘"MPEG-4 Video’ so that the
end of the file name is .“mp4’.

For PowerPoint 2010, the file type should be Windows Media
Video (= .wmv’).

% PowerPoint 2013

File name:l Lastname Firstname.mp4 I v
Save as type:IMPEG—4 Video I v
{ERLA: 5. F9mEmn 44 kJl: PowerPoint Presentation
~ Hide Folders Tools ~ Cancel

% PowerPoint 2010

File namd | Presentationl.wmv

Save as typdl | Windows Media Video (*.wmv) v
AuthorsT TI-U5CR lags: Addatag

Select ‘Save’.

This may take for a while. Please wait until the file is
100% saved.

l
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Make sure to open the file again.

Play the slide show from the beginning
to make sure everything is recorded
appropriately.




PowerPoint Mac
for PowerPoint2019

If you use PowerPoint 2016 for Mac
you cannot export the file as a video.
Please use PowerPoint2019 or Keynote instead.



¢ PowerPoint Mac

1. Select ‘Slide show’ and turn on ‘Play Narrations’ and ‘Use
Timings".

Select the very first slide and click ‘Record Slide Show’ to start
recording.

*The recording starts from the slide you are on at the moment.

Make sure you choose the very first slide to start.
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¢ PowerPoint Mac

2. When you click ‘Record Slide Show’, the screen will look as
below. Please start recoding.

17:45  End of slide show

Click to add notes

3. When you reach to the very last slide, the following message
will be shown.

Click “Yes’ to save the voice data.

o 0
End Show  Tips

011 n o : 17:45  End of slide show

The total time for your slide show was
L 0:00:12. Do you want to save the new slide
= timings?

v (T

Click to add notes




¢ PowerPoint Mac

4. When you are done recording, save the file and do
the final check.

Save the file and open the file again.

Play the slide show from the beginning to make sure
everything is recorded appropriately.
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The presentation slides
that you recorded will be
shown here




¢ PowerPoint Mac

5. Convert the file into a video.
Select ‘File” > ‘Export’.

New Presentation 8N Presentation1

New from Template...  {136P SRR S -V R A
Open... #0
% o= Open Recent >
AIJ v L=
Paste o Ne! Close EW -
< Slic Save 8S |

Save As...

Browse Version History

1 Share | 2
Always Open Read-Only
Restrict Permissions >
Passwords...

Compress Pictures...

Page Setup...
Print... #P

Properties

6. Save the file as MP4.

Export As: |Pre5entatiansV‘|dea | v

Tags:

Where: [@] Downloads

MOV

Qualify JPEG
TIFF
PNG
GIF

Timin| BMP 15
Rich Text Format (.rtf) sef timing: 5 |2
PowerPoint Add-In (.ppam)
PowerPoint 97-2003 Add-in (.ppa)




¢ PowerPoint Mac

7. Save the file.
The title should include your name.

Make sure the File Format is ‘MP4’ and Quality is 'Internet
Quality”.
Please check ‘Use Recorded Timings and Narrations’.

This should be checked

Online Locations File Format: |\4P4 E

Quality: resentation Quality E
idth: 1920 Height: 1080

Timing: Use Recorded Timings and Narrations

Seconds spent on each slide without a set timing: 5

MNew Folder

Cancel W
8. Select ‘Export’.
This may take for a while. Please wait until the file is
100% saved.
TRUTWET: EFA test_pattern.mpd 7y 70— KLTWET @& AT Ol == [ — + 100% B

Make sure to open the file again.

Play the slide show from the beginning
to make sure everything is recorded
appropriately.




Keynote



¢ Keynote

1. Select ‘Document’>'Audio’.
Click ‘Record’ to start.

Let’s Add Narration!

You can easily record narration for your presentations in Keynote.

2. Click @ to start recording when the screen looks as below.

WRE: AZ1K1/5

K 1
eynote Keynote 2




¢ Keynote

3. Click @ again to finish recording.
RE: 71 K1/5

R: AZ4R2/5

Keynote 1

Keynote 2

4 . When you finish, save keynote and do the final check.

Click ‘Play Recorded Slide Show’ and Play the slide show from the
beginning to make sure everything is recorded appropriately.
If you need to record again, select ‘Clear’ and start over.

Q o MyTestingPresentation
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View Zoom  Add Shde P — - Chant Text Shape  Media  Cemment Cotiaborate Format  Animate Document

Record Slideshow

Soundtrack




¢ Keynote

5. Convert the file into a video.
Select ‘File’>"Export to’>"Movie’.
This image may look different depending on the OS.

& Keyndge dit Insert Slide Format Arrange

® ® 3N
B~ 100%v Open... #0 > o)
View Zoom | Open Recent < } Play  Keynote Live
| Close #W
Save... #S
Duplicate {3S
Rename...

Move To...

Reduce File Size...
Advanced >

Set Password...

Change Theme...
Save Theme... Movie

Print...

6. Select “Slideshow Recording” and select “16:9 [720P] ”
or “4:3 [1024x768] " depending on your format.

Ex) 4:3 format=1024x768
16:9 format=720P

Export Your Presentation

PDF PowerPoint QuickTime HTML Images Keynote '09

Playbac _Plaving
Slideshow Recording
Go to next slide aft

Go to next build after: seconds

Timings apply only to click events.

‘Format: [Custom... ‘
1024 Xl768

Compression Type: @ H.264
(O Apple ProRes 422
(O Apple ProRes 4444

®



¢ Keynote

7. Save the file.
The title should include your name.

Untitled 3 — Edited

Table Chart Text Shape Media Comment

Save As: Event Planning ~

Tags:

Where: 5 Keynote — iCloud
I

Cance

8. Select ‘Save'.

This may take for a while. Please wait until the file is
100% saved.

& Keynote 771l % WA R5AF Ta—vvh RE R BE #EF UIVEY ALT A @ O W 100%EE K1
E) BIRBE — WA

Eata2
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Make sure to open the file again.

Play the slide show from the beginning
to make sure everything is recorded
appropriately.




