Power Point 2019 & Office 365
Presentation Recording Manual

Manual for audio and video recording

« This manual is for versions Power Point 2019 and Office 365 or above.
If you follow this manual while using a previous version, there may be difficulties
and result in problems with recording.
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Before you start recording

% This manual is for Power Point 2019 & Office 365 or above. If you follow this

manual while using previous or older versions, the instructions may not be

applicable due to different menu placement and functions for each version.
Video and audio may not be recorded properly.

% Internal or external computer microphone for audio recording is needed.
Earphones with microphone can be used as well.

X We recommend testing first before recording your lecture.
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1. How to record Slide Shows

B [ENG] PowerPoint 2019 - Slide Show Recording Manual (Font problems may occur if opened i

File Home  Insert  Design  Transitions  Animatid Slide Show i Q Tell me what you want to do

% % E%r BEF @ Play Narrations =" Monitor: |Automatic

. : - Use Timings
From From Present Custom Slide SetUp Hide Rehearse|Record Slide

Use Presenter View

Beginning Current Slide ' Online - Show - Slide Show Slide  Timings | Show - Show Media Controls
Start Slide Show E& Record from Current Slide... Monitors
1 | Lﬁ@ Record from Beginning...
Power Point 2019 & Office 365 .

Presentation Recording Manual Liear

1 Go to [Slide Show] tab
2 Click [Record Slide Show]
3 Choose from the drop-down menu.
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1. How to record Slide Shows

PPT Recording Manual

Power Point 2019 & Office 365

microphone
camera

4 Camera
e previe
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1 Turn on/off microphone/video/camera preview buttons. Turn on all of them to record.
2 This button shows the notes for the slide while recording. (Use if needed)
3 If everything is set, click the [record] to start.

% There are functions such as laser points (on the bottom), etc. which is available to use during the recording at your convenience.
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1. How to record Slide Shows

PPT Recording Manual

Power Point 2019 & Office 365

4 Himiml | | (=i

(If you click the [stop] button, you can check your recorded presentation. If there is a certain slide you want to
4 Pause/Sto p/PIay bUtton see, click the arrow cursors on the side to go to the slide you want.)

5 If you finish recording using the current slide, click this to move on to the next slide.

,—I— Tip. There are two ways to record: recording all your slides at once or slide by slide (record one slide then click stop; go to the next slide, click
/ record again to resume).

X If you are recording ‘slide by slide,’ stop the recording 2~3 seconds after the narration. Then, move on to the next slide. Click the [record]

button and wait 2~3 seconds again before starting your narration. This is to prevent audio overlap or loss.
X If you are ‘recording all at once,’ please pause 1~2 seconds before each slide narration (for all slides).
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2. How to save recording as a video file
y Ii “ O Presentation3 - PowerPo

Home  Insert Design  Transitions  Animations ESIGERGLIUEE Review  View  Help Q Tell me what you want to do

— > — E\_,;r ‘ |—__,b;_|_ 1 ||:’F!|\ ||__,|-l Play Narrations ‘ = Monitor: |Automatic

Export

Create a Video

Save your presemtation as & video that you can bum to a desc, upload to the web, or email
¥ Includes alt recoeded timings, narrations, mk strokes, and laser painter gestures

;&:-'1 Create a Video ¥ Preserves anemations, transitions. and media

\ Create PDF/XPS Documant

© Gt help buming your e show video 10 DVD of uplpadimg (L 1o the wel

"_);’ Package Presentation for CD .
g Full HD (1080p)

Large Nile size and full high quality (1920 x 1080)

=] Create Handouts [ Use Recorded Timings and Narrations

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

Q Change File Type Seconds spent on each shede; | 05.00

= 4

C

H1d

1 Go to the [File] tab 3 Click [Create a Video]
2 Click the [Export] tab 4 Click [Create Video] (on the right)
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2. How to save recording as a video file
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m— 1. How to record Slide Shows
=1
» PPT Recording Manual

T l—-— Power Point 2019 & Office 365

Check here.

THN i
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% Attention: Converting the PPT recording to a video file may take up time. Please check
the bar on bottom and exit Power Point once the bar reaches 100%.
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Thank you!
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