uda London Region of U3As

SHARED PRACTICE GUIDE 015 — CONVERT POWERPOINT TO A VIDEO
Rev 01-1

1. Introduction

Shared practice guides (SPG) are a vehicle to share knowledge between the u3as in the London area.
They are created by collating knowledge and experiences from those u3as. They are only a guide —
what worked for one u3a might not work for your u3a. If in your experience something is wrong or
you disagree with something, please write in to allow an update to be created and published. It’s
hoped these Guides will grow over time with more shared experiences.

2. Scope
This particular SPG addresses how to convert a PowerPoint slide file to a mp4 video file.
3. Background

Microsoft has brought out new functionality in PowerPoint which allows an enhancing of a basic
presentation. An animated video can be more interesting than static slides. Basic knowledge of
PowerPoint is required to follow this Guide. Versions pre 2015 don’t provide this function.

4, Learnings

This is the first issue of this SPG and the description of this additional PowerPoint functionality.
Therefore there is limited practice and feedback so far on the use of this facility. Over time hopefully
there will be feedback and updates to this SPG.

Please note, this feature is not suitable if you are recording a presentation because it doesn't record
the presenter’s voice.

A good example of where this feature is useful is for a u3a to display a series of local photographs
than can be left to run at the start of a meeting or during a break (although you can use times
animation for this function as well).

5. Reference Material
None. Source material came from Roger Mead, Greater South East London network.
6. Contact Point

Contact Roger Mead for further information (via webmaster.londonregionu3a@gmail.com).
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APPENDIX 1 — DETAILED INSTRUCTIONS

Powerpoint to Video

Add transitions to your slideshow (moving in an interesting way from one slide to the next!)
Click the first slide, then hold Shift while clicking the last slide to select the whole range of slides.

Photo Album

.: by ela
Iqjﬂfﬂgqnl
== —

London Region of U3As

“Transitions” -» click on the arrow to open up more choices.

Animations Slide Show Q Tell me what you want to do
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SPG 15 — PowerPoint to a Video

Click on “Random” (or any of the other ways of moving
N from one slide to the next)

Review View

Slide Show

NN B & 9 E (]
None Morph Cut Fade Push Wipe Split Reveal Random Bars
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Shape Uncover Cover Flash
Exciting
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Fall Over Drape Curtains Wind Prestige Fracture Crush Peel Off Page Curl
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Airplane Onigami Dissolve Checkerboa... Blinds Clock Ripple Honeycomb Glitter
Vortex Shred Switch Flip Gallery Cube Doors Box Comb
Dynamic Content
O d rm @ =g Set the slides to advance automatically
E [ m B n — From the “Transitions” tab, tick the “Advance Slide”
Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through

. “After” box.

Review

View
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Vv Tell me what you want to do

Home Insert

F‘ —i = . | " Soun o Sound] ~ Advance Slide
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5 {_—_J @ H @l IEJ E El [ d- o 1 () Duration: (v On Mouse Click
review : Effect :
Cube Doors Box Comb Zoom I Random | Pan Ferris Wheel Conveyor Optioes [DAPP')I To All B After: |00:00.00
Preview Transition to This Slide Timing
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SPG 15 — PowerPoint to a Video

Set it to 2 seconds (or whatever you want)

"’;‘. Sound: [Mo 5ound] ~ Advance Slide
(") Duration: 0150 % [+ On MouseCl

IC3 Apply To All v| After: |00:02.00—

Timing

Set the slideshow to loop continuously
Go to “Slide Show” - “Set Up Show”

Home Insert Design Transitions Animations Slide Show

a’i:; —_— —-—
Hide Rehearse Record Slide

From From Present Custom Slide

Set Up
Beginning Current Slide Onliner  Show~ Slide Show Shde Timings Show~
Start Slide Show Set Up

Turn on “Loop continuously until ‘Esc’”, then click “OK”
P y
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SPG 15 — PowerPoint to a Video

Set Up Show ? X
Show type Show slides
(O Presented by aker (full screen) ® an
@ [Browsed individual (window). O From: 1 210 5 a
O Brow: a kiosk {full screen)

Custom show:

Sho

M Loop continuously until ‘Esc’

Advance slides
[J show without parration O Manually
[[] show without animation - )
D Disable hardware graphics acceleration @ Lo L L
Pen color: - Multiple monitors

IaSey polnket colos R Slide show monitor:
. ¢ |- Automatic
Resolution
Use Current Resolution

Use Presenter View

oK Cancel

Save the ppt as a video
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SPG 15 — PowerPoint to a Video

s e e s s s e

Export

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email

_Ej Create PDF/XPS Document

B Incorporates all recorded timings, narrations, and laser pointer gestures

Create a Video = Preserves animations, transitions, and media

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

-D. B
Qﬁ:’l Package Presentation for CD
Internet Quality
= Medium file size and moderate quality (960 x 720)

hd

Create Handouts T Use Recorded Timings and Marrations
<

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

Change File Type Seconds spent on each slide: | 05.00 :

Account =
3.

U

Opticns Create
Video

To Add Music to the Powerpoint/Video
Go to “Insert” - “Audio” - “Audio on My PC”.

Design Transitions Animations Slide Show Review Q Tell me what you want to do 53 Share [
BB o @O EIEEEEE G
=B D ed @0 B DT il @ S BIRIIN. = | = L) ...
New  Table Pictures inine Screenshot Photo  Shapes SmartArt Chart 3 My Add-ins ~ Hyperink Action Comment Text Header WordArt D Equation Symba ioeg Audio Screen
Shde ~ y Pictures Y Album ~ > Box &Footer ~ v > Recording
Slides = Tables Images Hustrations Add-ins Links Comments Text Symbols ) Awmwgc,. 4
H -0 T &, = Record Audio..
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SPG 15 — PowerPoint to a Video

@ insert Audio % Select a music file and click “Insert”
™ « ela » Dropbox » hardyjonesDOTcom > hardjonesDOTcom_shared > Slideshows > v o Search Shideshows p

Organize ¥ New folder E~ M @

& Quitisccess A  Name - = Title Contributing artists ~ Album

B Desktop * & 1105165_hardwired...

& Downloads « Copies of Used in Sl...

B Documents &) 1263323 _hardwired_..

& Pictures * &) Hoppy Hardy

« Copies of Used i

re3daymemornial . .
S S Adjust the playback settings

& .

51 Sideshows Go to “Playback” - select “Automatically” for “Start” so that the
S—— music plays on its own.
£3 Dropbox
@@ OneDrive
This PC

v
File name: 7Happy Hardy v| [Audio Files = ;
Tools ~ Cancel

Home Design Transitions Animations Shde Show Review View Format Playback Q Tell me what

’ E.* " ‘ig)' Fade Duration ‘\\ [* Start: | On Click - _]

: During Show q Q
ol Fadein: 0000 il o a Automatically
Play Add Remove Trim —  Volume 2 = h‘ Rewind alter Phavic No Play in
Bookmark Bookmark ~Audio s Fade Out 0000  C v Loop ¢ O Click 2R Style Background
Preview Bookmarks Editing Audio Options Audio Styles
Tick the box for “Play Across Slides”.
\_T/' Stark Automatically -
Play Across Slides
Volume il
+ _| Loop until Stopped
Audio Options
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SPG 15 — PowerPoint to a Video

To hide the audio speaker icon on the slide during the show, click on it to select it, then go to “Playback” - “Hide During Show”.

Slide Show Review View Format Playback Q Tell me what you want to do

> ; ; = "
[*° Start: Automatically %Hlde During Show ‘ (J«

7| Play Across Slides
H No Play in

Style Background
ptions Audio Styfes

Loop until Stopped Rewind after Playing

Marvin Avenue

Chess Set| ;;«

by Hardy Jones:%yf

. morvm HveﬂBUe
CHESS CLU
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