Procedure to convert
Power Point to MP4
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Process to upload your PowerPoint
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-Before recording-

- Include following information to relevant page
Is* page* + « - - Title, presenter’ s name, and affiliation
2 page + ¢+ + + -+ Conflict of interest slide (COI)

- Make back up slide just in case

- Use headset mic or earphone mic for better recording

- Select a quiet place for recording as much as you can



p How to Record with PowerPoint ver.2010( 1/4 )

When Recording please connect headset mic with your PC.
If you don’ t have headset, please use built-in mic.

Click [Slideshow] 7 | Click [Record Slide Show]
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From From Broadcast Custom Set Up Hide ' Rehearse |[Record Slide . ;
Beginning Current Slide  Slide Show Slide Show * | Slide Show Slide Timings Show v 4 Show Media Controls | O EJse Presenter Vig

Start Slide Show | B® Start Recording from Beginning... ? Mg
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Start Recording from Current Slide... |

TITLE WITH PICTURESLAYOUT

SUBTINE

Record Slide Show 7 x

DD AS -
QbDESEDENLIES Select what you want to record before you begin recording.

Slide and animation timings
Marrations and laser pointer

Check [Slide and animation timings] and [Narrations and laser pointer]
Click [Start Recording]
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p How to Record with PowerPoint ver.2010( 2/4 )

When Recording is started timer will be displayed at the left top of your slide window.
5 - Please add narration to each slide and then complete the next one.
- It is not possible to add narration when switching pages.
(Audio may be interrupted)
* You can pause the recording by pressing Pause icon at the left top of
the slide window.
- Press Resume to start recording again.
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n When recording is finished, make sure the time is
displayed at the bottom left of each slides.

Save PowerPoint (Save As new file).
Open the file again, check it in the slide show.
Check if there are any problems with audio or slide timing.



p How to Record with PowerPoint ver.2010( 3/4 )

If you want to partially re-record the narration,
Select the slide you want to retake and click [Record
from Current Slide]
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When re-recording is finished click [ X].
The sound from the start of recording to the point when
you press stop is recorded.



How to Record with PowerPoint ver.2010( 4/4 )

If there are no problems with your slide and narration, please export
as mp4. Click as following procedure.
[(File] = [Save & Send] — [Create Video] — [Computer & HD Displays]

210" AN |u-;m: | Title With Pictures layout.pptx - Microsoft PowerPoint
Home  Inset  Design  Transitions  Animations  Slide Show  Review  View Format
el save .
Save & Send Create a Video
Save As -~ . o
Create 3 full-fidelity video from this presentation that can be distributed by using a disc, the Web, or e-mail.
Send Using E-mail - .
[F Open Incorporates all recorded timings, narrations, and laser pointer gestures
- Includes all slides not hidden in the slide show
L Close X .
Save to Web Preserves animations, transitions, and media
Info
The time it takes to creste a video varies depending on the length and complexity of the presentstion. You can
Recen Save to SharePoint continue to use PowerPoint while the video is being created.

e Get help burning your slide show video to DVD or uploading it to the Web

Eroadcast Slide Show

B Computer & HD Displays
Publish Slides T r Frer=prey ey s ey ) T

dil vl E

Computer & HD Displays
B ||| Forviewing on a computer monitor, projector, or high definition display (Largs — 1280 x 720)

File Types
Help
H Change File Type For uplaading to the Web and burning to standard DVD (Medium — 352 x 480)
53 Options Portable Devices
&0 IS D N Bl wicrosoft Zune video quality: Small text may be difficult to read (Small — 424 x 240)
X reate PDF/ ocumen
- Video
’LGT;,! EmmaaiE T %
© @ Package Presentation for CD
.—j Create Handouts
BIH9-0] Title With Pictures layout pptx - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show Review View
[ save i
Save & Send Create a Video
Save As o . ' B .
i X i Create a full-fidelity video from this presentation that can be distributed by using a disc, the Web, or e-mail.
ﬁ Open Send Using E-mail Incorporates all recorded timings, narrations, and laser peinter gestures
of close Includes all slides not hidden in the slide show
a Save to Web Preserves animations, transitions, and media
Info
The time it takes to create a video varies depending on the length and complexity of the presentation. You can
P g g P! P
Recent Save to SharePoint continue to use PowerPoint while the video is being created.
e Get help burning your slide show video to DVD or uploading it to the Web
MNew _p Broadcast Slide Show
E Computer & HD Displays -
== publish Slides For viewing on s computer monitor, projector, or high definition display_(Large — 1280 x 720)
- Ty Use Recorded Timings and Narrations .
File Types w Slides that do not have timings will use the default duration set below. Any recorded laser pointer gestur...
Help econds to spend on each shde:  U5.00 -

H Change File Type
|z] Options

B3 Exit Create PDF/XPS Document

L@ Create a Video %

—} % Package Presentation for CD

&

Create
Video

Create Handouts

Video resolution must be HD(720).
Select [Use Recorded Timings and Narrations]



p How to Record with PowerPoint ver.2013( 1/4 )

When Recording please connect headset mic with your PC.
If you don’ t have headset, please use built-in mic.

Click [Slideshow] 7 | Click [Record Slide Show]
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9 Start Recording from Current Slide...
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m
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Select what you want to record before you begin recording.
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[L Check [Slide and animation timings] and [Narrations and laser pointer]
Click [Start Recording]



p How to Record with PowerPoint ver.2013( 2/4 )

When Recording is started timer will be displayed at the left top of your slide window.
5 - Please add narration to each slide and then complete the next one.
- It is not possible to add narration when switching pages.
(Audio may be interrupted)
* You can pause the recording by pressing Pause icon at the left top of
the slide window.
- Press Resume to start recording again.
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When recording is finished, make sure the time is
displayed at the bottom left of each slides.

Save PowerPoint (Save As new file).
Open the file again, check it in the slide show.
Check if there are any problems with audio or slide timing.



p How to Record with PowerPoint ver.2013( 3/4 )

If you want to partially re-record the narration,
Select the slide you want to retake and click [Record

from Current Slide]
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Start Slide Show
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.’§ Start Recording from Current Slide...
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Presentation
Tagline

Month
20XX

1

\1?\

A  cnwrsuoe

Recording -
= 1 oooos € 0od o

PRESENTATION
TITLE

The sound from the start of recording to the point when
you press stop is recorded.

B When re-recording is finished click [ X].



p How to Record with PowerPoint ver.2013( 4/4 )

If there are no problems with your slide and narration,

as mp4. Click as following procedure.
[(File] » [Export] — [Create Video] = [Computer & HD Displays]

please export
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Account

Options

Export

Create PDF/XPS Document

Create a Video

Package Presentation for CD

Create Handouts

Change File Type

Presentation - PowerPoint

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email
Incorporates all recorded timings, narrations, and laser pointer gestures

Preserves animations, transitions, and media

@ Get help burning your slide show video to DVD or uploading it to the web

Computer & HD Displays
For viewing on a computer monitor, projector, or high definition display (Large — 1920 x 1080)

omputer ispl
For viewing on a computer monitor, projector, or high definition display (Large — 1920 x 1080)

Internet & DVD
For uploading to the Web and burning to standard DVD (Medium — 1280 x 720)

Portable Devices
Portable device video quality; Small text may be difficult to read (Small — 852 x 480)
Video

[
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3]

@
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Account

Options

Export

Create PDF/XPS Document

Create a Video

Package Presentation for CD

Create Handouts

Change File Type

Presentation - PowerPoint

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email
Incarporates all recarded timings, narrations, and laser pointer gestures

Preserves animations, transitions, and media

@ Get help burning your slide show video to DVD or uploading it to the web

Internet & DVD

e T o (s
L

Slides that do not have timings will use the default duration set below. Any recorded laser point...

econds spent on each shae: | 0o0D =
=
3.

Create
Video

Video resolution must be full HD(1080p) or HD(720).
Select [Use Recorded Timings and Narrations]




p How to Record with PowerPoint ver.2019( 1/5 )

When Recording please connect headset mic with your PC.
If you don’ t have headset, please use built-in mic.

Click [Slide Show] Click [Record Slide Show]

ide Shg Review View Developer Help

F}T M Lé L@” v| Use Timings L Monitor: A

et Up Hide  Rehearse Record Slide
e Show Slide  Timings = Show v

Transitions Animations

v| Play Narrations v| Show Media Controls v| Use Presen

L@ Record from Current Slide...

F‘@ Record from B@ginning... Record from Beginning

Record narrations, ink, laser pointer
gestures, and slide and animation
timings for playback.

RECORD STOP  REPLAY

Conference
Presentation




p How to Record with PowerPoint ver.2019( 2/5 )

- Please add narration to each slide and then complete the next one.

ES - It is not possible to add narration when switching pages.

(Audio may be interrupted)

- You can pause the recording by pressing Pause icon at the left top of
the slide window.

- Press Resume to start recording again.

NOTES

[Stop Recording]
The record up to that point remains

[Pause Recording]
The recording stops at that point

By clicking this icon or
Z 7 A Click on the slide,.
gose to the next slide

End ¢ it

B OEEEEEDOE

Recording will stop automatically when you proceed to the
end.

When you reach to the screen |ike above, please go for
another slide.

Slide will return to the original screen



How to Record with PowerPoint ver.2019( 3/5 )

AutoSave VL & - v Presentation1 - PowerPoint £ Search -
File Home Insert Draw Design Transitions Animations Slide Show Review View Developer Help
)g + Layout v A® A A €= 5= A0 Hiy ) &
| . A = e it [/
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Clipboard N Slides Font Paragraph Drawing
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When recording is finished, moke sure the time is
displayed at the bottom left of each slides.

Save PowerPoint (Save As new file).
Open the file again, check it in the slide show.
Check if there are any problems with audio or slide timing.

-— —
Your Name 4
Who aze you? <
P —
2




p How to Record with PowerPoint ver.2019( 4/5 )

If you want to partially re-record the narration,

Select the slide you want to retake and click [Record from Current
Slide]

< Presentation1 - PowerPoint

O Search

esign Transitions Animations Slide Show Review View Developer Help 122 Sha
E‘];f - @ @ v| Use Timings I Monitor: Automatic v Always Use Suby

e SetUp  Hide Rehearse Record Slide
Slide Show Slide | Timings GRS v Play Narrations v| Show Media Controls v| Use Presenter View [E& Subtitle Setting

I 3 Record from Current Slide... I Record from Current Slide B Captions & Subtit
(¥5)

Record narrations, ink, laser pointer
gestures, and slide and animation
> | timings for playback.

Record from Beginning...

Clear

2 * 00:11 3 * 00:07

NOTES

RECORD STOP  REPLAY

My story 4 @

Share something memorable

that relates to your topic

When re-recording is finished click [Stop] and [ X].
The sound from the start of recording to the point when
you press stop is recorded.



p How to Record with PowerPoint ver.2019( 5/5 )

If there are no problems with your slide and narration,

as mp4. Click as following procedure.
[(File] = [Export] — [Create Video] — [Full HD (1080p)]

please export

Export

2 Create PDF/XPS Document

Create a Video

EE

Create an Animated GIF

Package Presentation for CD

m @

Create Handouts

&

Change File Type

Create a Video

Save your presentation as a video that you can bum to a disc, upload to the web, or email
= Includes all recorded timings, narrations, ink strokes, and laser pointer gestures

®  Preserves animations, transitions, and media

(?) Get help burning your slide show video to DVD or uploading it to the web

&) Full HD (1080p)
Large file size and full high quality (1920 x 1080)
= Use Recorded Timings and Narrations

Seconds spent on each slide: | 05.00
]

Create
Video

Slides without timings will use the default duration (set below). This option includes ink and laser pointer gestures,

Presentation1 - PowerPoint wFHEE & © ® 2 — b4
2 Create PDE/XPS Document Create a Video
— Save your presentation as a video that you can bum to a disc, upload to the web, or email
= |ncludes all recorded timings. narrations, ink strokes, and laser pointer gestures
T 1 Create a Video = Preserves animations, transitions, and media
@ Get help burning your slide show video to DVD or uploading it to the web
Y .
Create an Animated GIF
— - Full HD (1080p})
Large file size and full high quality (1920 x 1080)
@ Package Presentation for CD @) Ultra HD (4K)
3% Largest file size and ultra-high quality (3840 x 2160)
E@ Create Handouts Full HD {1080p)
5 Large file size and full high quality (1920 x 1080)
HD (720p)
Fﬂ Change File Type Medium file siza and moderate quality (1280 x 720)
Iw Standard (480p)
Smallest file size and lowest quality (852 x 480)
Presentation1 - PowerPoint wTHE 2B © ® =2 — b4

Video resolution must be full HD(1080p) or\HD(720).
Select [Use Recorded Timings and Narrations]




i How to check your Power Point App version

<Common to all

versions>

Click to open PowerPoint

wdouble click on [File]

wClick on [Account] tab

w double click on [About PowerPoint]

- % =
HOME INSERT DESIGN TRANSITIONY
=3 Cut =] Layout -
Copy ) Reset
Paste o Mew B I U
- Format Painter | gjide ~ Section
Clipboard Fl Slides
Presentation1 - PowerPoint
Office Theme: :
- Product Information
ne -

Account

Options

Sign in to Office

Get to your documents from anywhere by signing in to Office. Your
experience just gets better and more personalized on every device you
use.

Sign In

] Office

Product Activated
Microsoft Office Standard 2013

This product contains

ESPBEFE

Change Product Key

o About PowerPoint

About
PowerPoint

information.

Learn more about PowerPoint, Support, Product ID, and Copyright




p How to Record with PowerPoint for mac( 1/3 )

When Recording please connect headset mic with your PC.
If you don’ t have headset, please use built-in mic.

Click [Slide Show] Click [Record Slide Show]

.’ PowerPoint File Edit vic* |Insert Format Arrange Tooia. Slide Show Window Help

A E S U = 2 Presentation Title

Home Insert Draw Design Transitions Animations Slide Show Review View

=0 = | H "EL v “'TL\L ‘:f f:) v Keep Slides Ogdated |V Use Timings

L = 2 B L) *C") @)

Play from Play from Presenter Custom Set Up Hide Rehearse 5 v Show Media Controls
Start  Current Slide  View Show  Slide Show Slide Timings &® Record Slide Show

Record while advancing the slide.
:3 It is not possible to add narration when switching pages.
(Audio may be interrupted)
You can pause the recording by pressing Pause.
Press Resume to start recording again.
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M2

Presentation Title

Lorem ipsum dolor sit amet, consectetuer adipiscing elit




i How to Record with PowerPoint for mac( 2/3 )

When recording is finished, make sure the time is
displayed at the bottom left of each slides.

Slide Show  Window

l’ PowerPoint File, Edit View Insert Format Arrange Tools
®© A EH S i) Presentation Title

Slide Show

Help

Home Insert Draw Transitions Animations Review View

D —
=Q @ % ? EE = (:L} v Keep Slides Updated v/ Use Timings
== 3 > O e

Play from  Play from Presenter Custom Set Up Hide Rehearse  Record v Play Narrations v/ Show Media Controls
Start  Current Slide  View Show Siide Show Slide Timings Slide Show

Save PowerPoint (Save As new file).
Open the file again, check it in the slide show.
Check if there are any problems with audio or slide timing.



i How to Record with PowerPoint for mac( 3/3 )

If there are no problems with your slide and narration,
5 please export as mp4. Click as following procedure.
[(File] = [Export]

PowerPoint File Edit View Insert Format Arrange Tools Slide Show Window Help

a New Presentation I Presentation Title
Home Insert New from Template... all i Review View
—_— — ¥ 0
=0 T= SEen ‘ — =l KI_) ¥ Keep Slides Updated v/ Use Timings
== e Open Recent > . @ ®
Play from Play from | Rehearse Record +/ Play Narrations v/ Show Media Controls
Start  Current Slide  Gjose W Timings Slide Show
Save €S
Save As... @¥S
Save as Template...

Export...

Browse Version History

Share >

Always Open Read-Only
Restrict Permissions >
Passwords...

Compress Pictures...

Page Setup...
Print... %P

Properties

Export As:  Presentation Title.mp4
Tags ( )

@ Downloads
[ Documents m ~ ~ T3 Desktop e - Q
< iCloud Drive
4. Applications B sumi
Locations
8 DISK_I... =
Tags Online Locations File Format: MP4
® Red
® Orange Quality: Presentation Quality B

Yellow Width: 1,920 Height: 1,080

® Green Timing: Use Recorded Timings and Narrations
® Blue Seconds spent on each slide without a set timing: 5 &
@ Purple
® Gra
i New Folder Cancel m
@ All Tags...

Video resolution must be Width 1920 Height 1080
Check [Use Recorded Timings and Narrations]

X Some versions do not support converting.
In that case, please register with the narration recorded PowerPoint.



z How to Record with Keynote( 1/3 )

When Recording please connect headset mic with your PC.
If you don’ t have headset, please use built-in mic.

n Click [Play] 7 | Click [Record S!ideshow]

[} Keynote File Edit Insert Slide Format Arange ‘"~ Play Share. Window Help

000 Play Slideshow

Ov  54%v i | 4 jm]) & =
Add Slide Play  Keynote Live — _ shape  Media Comment
| Record Slideshow...

Zoom

View

Rehearse Slideshow

Customize Presenter Display...

COAREMICE AVSENINE AT ™

Current: Slide 1 of 8

PRESENTATION TITLEﬂ

3 Click the red button
to start recording 20




z How to Record with Keynote( 2/3 )

Recording

Recording will start when the count is completed.
When you have finished taking all narrations, press
stop button and press "Esc” key.

& Keynote Fle Edit insert Side Format Amange View | Play | Share Window Help

SAMPLE KEYNOTE

PRESENTATION TITLE

Save Keynote (Save As new file).
Open the file again, check it in the slide show.
Check if there are any problems with audio or slide timing.
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How to Record with Keynote( 3/3 )

If there are no problems with your slide and narration,

please export as mp4. Click as following procedure.

[(File] = [Export to] — [QuickTime]

@& Keynote
[ NON )

0 54%v
View

Zoom

PowerPoint

File  Edit

Insert Slide Format Arrange

New... ¥ N
Open... #$0 > 0))
Open Recent > Play Keynote Live

\'

Close
Save
Duplicate
Rename...
Move To...
Revert To

Export To PDE®

PowerPoint...

Advanced >

HTML...
Images...
Keynote '09...

Set Password...

Change Theme...

Save Theme...

Print...

Export Your Presentation

QuickTime HTML Images

PIaybacb]' aeSalisblaving {
Go to next slide afte SlideshowiRecording

Go to next build after:

2 seconds

Timings apply only to click events.

Format: 720p 8

Works best for playing movies on iPad, iPad mini, iPhone, and
iPod touch.

Cancel

Select Slideshow Recording
Video resolution must be 720p

Keynote '09
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