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Narration

e PowerPoint presentations can be narrated, which is useful for self-running presentations that might be
displayed in the hall or for web-based presentations.
e A narrated presentation is usually self-running with the slides advancing automatically.

Narrating the Presentation Record Narration
1 H o s di lit: o
e Onthe Menu Bar, click on Slide Show =» Record Q“"I'_’*t” T ”[ttT u O
. uality: unkitle
Narration.... Disk use: 10 kbfsecond Cancel
Free disk space: 63387 ME {on C:)
Microphene Check Max record time: 108404 minutes St e = .
SEttI n g th e M I C ro p h O n e This will make sure the microphone is working m
L ev el and that the microphone's volume is appropriate. Tip
s - ) ) ' s+ Adjust quality settings ko achieve desired sound quality and disk usage. Higher
: e gt mcghons s Tl 0 . _
° Cl |Ck on the Set S o 52 e £ (o e M 5 M @ rac?rd\ng quality uses more disk space. Large narrations should be linked For better
M . h L Vi I and working properly." (RTINS
b Icrop one evel... I J I [ Linknarrationsin: ~ C:l,..4Techl 2y Documentst, Browse,
utton.
e Speak into the Cancel
microphone.

e The color bar should change as you speak into the microphone.

o If the color bar does not change, the microphone is not functioning. Make sure the microphone is plugged
into the computer and turned on.

e Clickon OK.

ound Selection 3|
Choosing a Recording Quality sNam:s i X
e Click on the Change Quiality... button. D Qualty | Swehs. | Removs
e  Click on the down arrow of the Name: box and choose” [N o =
o CD Qua”ty — 16 bit stereo that uses 172 kb per second of Atrbutes: [44.100 kHz. 16 Bit. Steren 172kbisec v
recording.
o Radio Quality — 16 bit mono that uses 43 kb per second of e |
recording.

0 Telephone Quality — 16 bit mono that uses 21 kb per second of recording.
e Click on OK.
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Recording the Narration

Click on OK.

The presentation begins.

Work through the presentation as you would if
actually presenting.

The computer is recording the length of time each
slide is up and when to begin each animation.
Click the mouse to advance through the
presentation until it is finished.

At the end of the presentation, click on the Save
button to save the slide timings as well as the
narration in the presentation.

To save the narration but not the slide timings,
click on the Don’t Save button.

If the narration did not go well, click on the Don’t
Save button and try it again.

Record Marration

2Je3

Current recording quality

Quality: [unkithed] =

Disk use: 10 kbfsecond Cancel

Free dick space: 68357 ME (on C:) =

Wax record time: 105404 minutes Set Microphone Level...
Change Guality...

Tip

s Adjust quality settings ko achieve desired sound quality and disk usage. Higher
@ recording quality uses more disk space, Large narrations should be linked For better

petformance.
[ Lnknarrationsin: — C:h,..\Techl 2y Documentst Browse. ..
Microsoft PowerPoint

.
_h!.)) The narrations have been saved with each slide. Do you want to save the slide timings as wel?

Don't Save |

To stop the narration and get out of the presentation before coming to the end, press the Escape button on

the keyboard.

Linking Instead of Embedding

A narration may cause the presentation to become a very large file.
An alternative is to link the narration to the presentation rather than embedding it.

On the Menu Bar, click on Slide Show =» Record
Narration....

Click at the bottom of the window to select Link
narrations in.

Click on the Browse button and navigate to the
folder the presentation is saved in.

Click on the Select button.

Click on OK.

Record the narration as described above.

At the end of the presentation, click on the Save

Record Marration

Current recording quality

I [untitied] . ——

Disk use: 10 kbfsecond Cancel

Free disk space: 63387 ME {on C:)

Max record time: 108404 minutes Set Microphane Level...
Change Quality. ..

Tip

A Adjust quality settings ko achisve desired sound quality and disk usage. Higher
@ recording quality uses more disk space. Large narrations should be linked For better

button to save the slide timings as well as the narration in the presentation.

To save the narration but not the slide timings,
click on the Don’t Save button.

If the narration did not go well, click on the Don’t
Save button and try it again.

To stop the narration and get out of the

petformance,
[ Linknarrationsin: ~ C:l,..4Techl 2y Documentst, Browse,
Microsoft PowerPoint

_h!.)) The narrations have been saved with each slide, Do you want to save the slide timings as wel?

EEET

Don't Save

presentation before coming to the end, press the Escape button on the keyboard.

Recording a Presentation and Comments from a Meeting
If a presentation is done in a meeting using Record Narration, comments made by participants are

recorded as well as the comments of the presenter.

The microphone should be placed to pick up the comments of all the participants.

Record the presentation as described above.
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