Adding Narration to Your PowerPoint Presentations 6/29/05

1. Open your presentation in PowerPoint
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Click on Slide Show on the top navigation bar and on the drop down menu select Record Narration
3. This box appears and is used for selecting the quality of audio you want and for setting the level on the microphone.  Click on Change Quality .
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4. Generally, CD or Advanced Quality provide good recording.  Select the one you want to try and then click on OK 
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5. Next you will need to set the audio level of the microphone.  Click on Set Microphone Level and this screen appears.  Talk in a normal level and the green bar will indicate whether you are speaking loud enough to be recorded at an appropriate level.  This example indicates that the level is acceptable.  If you speak too loudly, the bar will turn yellow and then red indicating the level is too high.  You can adjust the level by clicking and dragging the level button (circle).  When the level is acceptable, click OK.

[image: image6.png][E3 Microsoft PowerPoint - [Dental Charting 2 21 05.ppt]
] Fe dt I at
DRIG G- E# o
" Slides " x
———
=

ording qualty
Advanced Qualty

1) 4 4 Fak |
Bl Microsoft po... |4 9000 @B s05em





[image: image7.png]Dental Charting:
Sheet Il

Dr. Tracy S. King

lal Data




6.
When you are ready to begin recording click OK (circle) and PowerPoint will begin recording on the slide in your preview pane.  Considering this happens as soon as you hit OK, you should be prepared to begin recording immediately.  Speak in a conversational tone as a slooooow pace will bore your audience.  As you record and finish your narration for a slide, left click to change the slide and begin recording on the next and so on until your recording is complete.  Your narration is linked to each slide, so if you elect to go back and re-record the narration for a particular slide, that slide needs to be in the preview pane and you begin by going to Slide Show (step 2) then Record Narration but you do not need to re-set the quality or the level – just click OK and re-record for the selected slide.  When the narration for that slide is complete, Left click and hit End Show…that saves the new narration without erasing anything else.
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6. While recording, if you wish to pause or stop, Right Click and a box will appear allowing you to select what you want to do.


7. If you choose  End Show,  this box will appear asking you if you want to save your narration.

8. When you have finished your recording, if you go to the slide sorter in PowerPoint, you will note that the timing for each recorded segment is below each slide and that a speaker icon (circle) appears indicating that there is narration associated with that slide.  To play your presentation, simply click on the slide show option (blue arrow) and your presentation will play you audio and advance your slides automatically.



For more information and many more options…check the help function within PowerPoint under narration.   For other questions, Dr. James Craig, jcraig@umaryland.edu .
