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CONFIRMING YOUR SYSTEM SETTINGS

Make sure that your computer has a built-in microphone or that you have
attached an external microphone. Test your microphone by following the

below instructions for both MAC and Windows operating systems:

*  WINDOWS USERS: Navigate to SETTINGS = SOUND, select the correct
microphone from the drop-down menu and test that the levels are working
properly. The built-in microphone will be selected by default, but if you have an
external microphone connected to your machine, you can choose that device

from this menu.

* MAC USERS: Navigate to SYSTEM PREFERENCES—> SOUND —> INPUT TAB, select
the correct microphone from the device list and test that the levels are working
properly. The built-in microphone will be selected by default, but if you have an
external microphone connected to your machine, you can choose that device

from this menu.

| Find & setting 0 |

:l £ Home ! Sound

Choose your outpue devica

Felated Settings

Euetocth and other devices

, Personalize sounds

Have @ question?

Speacers
System
93 Display Volume
A Natifications & achors 4’)) .
) Power& sizen A Troubleshoot

o=

=a  Storage

Device properties

Microphone

B Tablet mcde ’ ]
Chowse your input device

61
Ge nelp

Maka Windows aetter
Give us feedback

I Multhtasking Microphone

&) Projecting to this PC Test your microphone

7% Shared experiences

¥ Remote Cesktop

-~
/\ ® 0 C < HH < Sound > Q Search
@80 <[> \ System Preferences ) Q search ~—
] T ol @ !

Tk Sound Efects _ Outp

eeeeeeeeeeeeeeeeeee Missi ge Security Spotlight  Notificatic
Screen Saver Cont ion & Privacy
Select a device for sound input:
- - =
Displays E Trackpad l;rimers & SlDa_F!:n Na me Type
Internal Microphone Built-in
2 @ © @ 0 v =
Inter re Network Bl i i
Accot

2 ® 0 & @

ser Date & Tim Accessi

Groups Controls Machine
m - Settings for the selected device:

Input volume: - :
: §: - )&
Input level: [ |
Use ambient noise reduction
Output volume: o ‘))) | Mute
1

|| Show volume in menu bar




RECORDING PRESENTATION WITH ZOOM

Z00Mm

POWERPOINT WITH AUDIO NARRATION ONLY

* https://ovationevents.box.com/s/gbb4gse538o0bganfriprrodnje6zbqui

POWERPOINT WITH AUDIO NARRATION AND WEBCAM

* https://ovationevents.box.com/s/dnori6ésgkawga36vybvu2tckhigkl46j
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RECORDING NARRATION IN POWERPOINT (WINDOWS)

°* Make the PowerPoint presentation to your satisfaction and then save the
presentation.

°*  You are now ready to record your voice over narration with your slides.
Navigate to the first slide of your presentation and then select the SLIDE

SHOW tab |n PowerPO|nt and Select RECORD SLIDE SHOW 9 If you have Hor:e Ins:r; Draw Des Trans;l)ns imationd  Slide Show \Revie’w- ’\-/ifew \/Q Tell me
the option, select > RECORD FROM BEGINNING. = . R = =) oo s s () use s

Play from Play from Presenter Custom Set Up Hide show Media Controls 2 Subtitle Settings v
Start  Current Slide View Show Slide Show Slide 0

Always Use Subtlities

*  Your presentation will open in presenter/record mode. To ensure a

successful recording, you will need to make the following adjustments:
®* Ensure that your microphone is enabled and that your camera is

disabled.
°* When you are ready to start the recording, press the RECORD button
at the top left. You will see the countdown to when the recording will ations  Slide Show  Review  Vief
b(?gin, and you can begin your narration and begin advancing through 1 [T 91 Py Nartons
slides. 2e ot V| Use Timings
®* Once you have finished recording your narration, press the STOP button in gs | Show¥ | Show Media Controls
the top left corner next to the red record button. W
® Press the ESC button on your computer’s keyboard and go back to your < [S Record from Beginning..
main PowerPoint window. w
® Save your presentation with a new name.

°* You are now ready to export your presentation as a video file.



EXPORTING A VIDEO FILE (WINDOWS)

* Export your presentation as a video file by clicking FILE in the
top left corner of your screen and then choosing EXPORT.

® Click CREATE A VIDEO and then select Select FULL HD (1920 x
1080) and then select USE RECORDED TIMINGS AND
NARRATIONS.

* Press the CREATE VIDEO button and save the file.

°* The video file will save in the location you chose as an .mp4
video file.
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Make the PowerPoint presentation to your satisfaction and then save the
presentation.

When you are ready to record narration with your slides, go to the first slide
within your presentation and then navigate to the SLIDE SHOW tab in the
tool bar and select RECORD SLIDE SHOW. Your presentation will open in
presenter mode and begin recording automatically. Begin speaking and
advancing through your slides at any time.

When you have finished with your presentation and all narration, select the
END SHOW in the upper left corner.

°* If a pop-up dialog box asks if you want to “save the new slide timings?”,
select YES.

Save your presentation with a new name.

You are now ready to export your presentation as a video file.

Link to video instructions:
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EXPORTING A VIDEO FILE (MAC)

°* Export your presentation with narration as a video file by clicking FILE in the top left
corner of your screen and then choosing EXPORT.

* Choose the name of the new file and the location of where this file will be saved.
* Choose the file format: .MP4

®* Chose the Quality: Presentation Quality with 1920 x 1080

* Check the TIMING box: USE RECORDED TIMINGS AND NARRATION.

* Select EXPORT. Your video file will begin saving.
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Make the Keynote presentation to your satisfaction and then
save the presentation.

When you are ready to record your narration, make sure you on
the first slide of your presentation and then navigate to the
toolbar at the top, click PLAY and select RECORD SLIDESHOW.

Your presentation will then open in presenter mode. Click on the
red circle at the bottom of the page when you are ready to
record.

A 3 second countdown will flash on your screen after which you
can start your narration and advance through the slides.

When you have finished recording, press the red circle again to
stop the recording.

Press the X in the top right corner to exit presenter mode.
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EXPORTING VIDEO FILE IN KEYNOTE

Export your presentation with narration as a video file by
clicking FILE in the top left corner of your screen and then
choosing EXPORT TO -> MOVIE.

Select the settings:

* Playback: Select SLIDE SHOW RECORDING.
®* Resolution: 1080p.

® Click the NEXT... button at the bottom.

Choose the name of the new presentation with narration
and choose the location where is new video file will be
saved, press EXPORT.

Your video file will begin exporting. Your video file will save
with a .mp4.
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