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Previous version of PowerPoint

PowerPoint 2016

If you are using PowerPoif016 you can turn on Recording tab &old narration to your existing
PowePoint 2016 Here® how:

1. Open your PoerPoint
2. Go to Files ptions > Customize Ribh

II File > Options > Customize Ribbon

PowerPoint Options

Jenera

"-Q-H Customize the Ribbon
Proofing

Choose commands from

Popular Commands
Language

Advanced -"» Action Settings
" A‘,.i-ﬁ-n mation
Customize Ribbon | | C dd Table
4 Animation Pane
duick Access Toolbar % Animation Styles

3. Main Tabs> Select Reording > Gck OK
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Main Tabs > select Recording > click
oK
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4. The recording tab will showp at your PowerPoirdpplication

The Recording tab looks like this:

Home Draw Insert Design Transitions Recording Anim
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Record Slide Apps and Screenshot  Screen Video Audio Saveas Export Publish
Show ~ Quizzes v Recording v Show to Video to Stream

Record Content Auto-play Media Save

5. You can choosRecord Slide Shqwhich allows you to record youpice ovelthe slides.
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Home Insert Design Transitions Animations Slide Show Review View Recording
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Record Slide | Apps and Screenshot ~ Screen Video Audio Save as Export
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Show ~ Quizzes = Recording = Show to Video
[Ld Record from Current Slide... il (e S
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[Cd Record from Beginning... ]

Clear

Welcome to PowerPoint

5 tips for a simple vork

ﬂg PowerPoint

6. If you want toinsert the screenshot content to the slides, choosegenshot option. The
availableactive window thumbnail will show up. Or you can choose Screen Clipping to select the
area you wat to cgpture. Thiswill be still imagensertedinto the individual sde.

Home Insert Design Transitions Animations Slide Show Review View Recording

tecord Slide Apps and Screenshot Screen Video Audio Save as Export
Show ~ Quizzes i Recording = Show to Video
Record Col Available Windows
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2 a. Screen Clipping |

7. Screen Recording allows you record your computer screervaeafile inserted into the slide.
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Home Insert Design Transitions Animations Slide Show Review View Recording

:cord Slide Apps and Screenshot Screen Video Audio Save as Export
Show ~ Quizzes - Recording ~ Show to Video
Record Content Auto-play Media Save

e
¥

Insert a Screen Recording Set to Auto-play
4 Welcome

1

Record actions on your screen and related
audio before inserting the recording on your
slide. The recording will play back
automatically when the slide show is
presented.

I

8. Save as Show allows youkieepyour existing PPT fienimation andvhenyour students open
the .pptx file, it will aubmatically play as slide show.

Home Insert Design Transitions Animations Slide Show Review View Recording
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rcord Slide Apps and Screenshot  Screen Video Audio Save as Export

Show ~ Quizzes Y Recording Y Show to Video
Record Content Auto-play Media Save

- Save as Show

4 Yeslcoima Create a separate Slide Show file

(.ppsx) of your recording to share.
When others open the file, it will
immediately start in Slide Show
rather than in edit mode.

e to PowerPoint

9. Oryou can savéhe PPT file as a video, but you will losargiractive features
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Home Insert Design Transitions Animations Slide Show Review View Recording
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scord Slide Apps and Screenshot  Screen Video Audio Save as Export

Show - Quizzes ~ Recording E Show te Video
Record Content Auto-play Media Save
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Export to Video
4 Welcome

1

Create a video of your recording.
The video will not include

interactive elements like quizzes,
polls, and simulations.

Welcome to PowerPoint

10. Inserta newslideinto your PPT, anchoose Apps and Quizzesig feature will allowyou to add
instant questions to help students better understand the slide cont®mice you ctik Ags and
Quizzes button, you will be able to choose apps need.

Home Insert Design Transitions Animations Slide Show Review View Recording
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:cord Slide Apps and Screenshot  Screen Video Audio Save as Export

Show ~ Quizzes ~ Recording ~ Show to Video
Record Content Auto-play Media Save
Apps and Quizzes -
e Insert a quiz or other assessment
1 tool.

This isthe partial of screerapture ofavailableapps. Thdrequently used apps are MultiplenGice Quiz,
True False Quand Multiple Response Poll. Choose as you need.
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Lab Office Add-ins

MY ADD-INS | STORE

Add-ins may access personal and document information. By using an add-in, you agree to its Permissions, License Terms and Privacy Poli

wem  Multiple Choice Quiz v
=
— A quiz consisting of multiple answer choices with some set of them being correct

ok ok

m Multiple Response Poll
A poll consisting of a set of options that the user can choose from.
o ok kT

Tae 1o e | pad
Take it to the web! Insert a secure webpage into your presentation.
%ok A

Free Response Quiz

Z Add
. A free response quiz consists of a statement that the user provides a response to.

% Kk
NBll Slide Index Monitor Add
/ Built so developers can monitor the index of the slides being viewed in a PowerPoint

presentation

True False Quiz
x— Q Add

One question, two options: true or false.

Previous version of PowerPoint
If you couldn@turn on the recording tab, you might be use older version of PowerPoint. You can still
record narration into the slides by following these steps:

1. Open your PowerPoint
2. Hnd Insert tab > Audio > Record Audio
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Once you finish your recording, there®a video icon in your slidesthat students could click oniit to listen
to your narration.
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