Quick Guide - Converting MS PowerPoint presentations into videos for Virtual

Campus

This guide illustrates a stop-gap measure to quickly and efficiently convert current MS PowerPoint
materials for use online with uOttawa’s Virtual Campus (e.g. BrightSpace) during an emergent situation
when in-class teaching is unexpectedly not available.

This guide details how to 1) Add voiceover recordings to a MS PowerPoint presentation, 2) Export a
PowerPoint presentation as a video format suitable for uploading into Virtual Campus, and 3) Upload
the video into Virtual Campus for student access.

Before getting started, please ensure you:
1) Have created a Virtual Campus course space

2)

3)

4)

a.

If you have not yet created a course space for your course, please access Maestro and
follow the steps in this guide

Note it may take up to 24hrs for your Class List to be imported into Virtual Campus after
which students enrolled in your course will automatically have access through Virtual
Campus

Inform your students what materials will be available through Virtual Campus and explain any
changes to their assignment submission formats or scheduling

a.

b.

If your class is no longer meeting in person, you can send an email to the entire class
using Virtual Campus

If you are looking for assistance with assignments in Virtual Campus, please review this
guide or reach out to the TLSS

Have access to an external microphone to use for recording

a.

Although many computers and laptops now come with an internal microphone, there is
a substantial quality difference between the two options. Most bluetooth and/or
gaming headsets feature microphones which will provide superior quality audio in
comparison to a computer’s internal microphone.

Edit your MS PowerPoint slide deck into segments of 15-20 minutes

a.

Not only does this make your recording more efficient, as we tend to make more errors
the longer we record for in a single take, but it also ensures that the end file will be an
appropriate size for Virtual Campus.

This is particularly important if you will be working from home and connecting to the
system remotely.


https://maestro.uottawa.ca/en/login
https://maestro.uottawa.ca/static/img/guides/Using_Maestro_EN_2018.pdf
https://resources.depaul.edu/teaching-commons/teaching-guides/technology/desire2learn/tools/classlist/Pages/email-classlist.aspx
https://resources.depaul.edu/teaching-commons/teaching-guides/technology/desire2learn/tools/classlist/Pages/email-classlist.aspx
https://documentation.brightspace.com/EN/le/assignments/instructor/create_submission_folder.htm
https://documentation.brightspace.com/EN/le/assignments/instructor/create_submission_folder.htm
mailto:saea-tlss@uottawa.ca
https://www.amazon.ca/Headsets/b?ie=UTF8&node=3379630011
https://www.amazon.ca/Earphones-Headsets/b?ie=UTF8&node=403538011
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1) Add a voiceover to a MS PowerPoint presentation

1) Find a quiet room with little to no background noise where you will not be disturbed or
interrupted during your recording.
2) If using an external microphone, plug in your microphone and follow the system setup prompts.
3) Open your presentation in MS PowerPoint.
a. If your presentation is longer than 20minutes, we strongly recommended editing your
presentation into several smaller segments.
4) Click Slide Show on the Toolbar ribbon.

O @ - Strategies for Developing Onlin

Home Insert Design Transitions Animations View View Antidote Poll Everywhere Q Tell me what you want tc

Euf;\u Er @ E D /T—\l iBiaitianaton ET'—‘Monitor' Automatic -
b E = ®)- - :
&= — .Er E ] CL) . ~ [¥] Use Timings
From From Present Custom Slide SetUp  Hide Rehearse Record Slide ) V| Use Presenter View
Beginning Current Slide  Online~  Show~  SlideShow Slide  Timings  Show= Y Show Media Controls
Start Slide Show Set Up Monitors
- Start Recording from Beginning P16 A5 11401302011 110 8 g T 6 S
Click here to choose where to start
@ recording, or to clear recorded
- timings and narrations.
L« < T - - - - - R
Developing Online Content and Activities -
{=}

Strategies for Developing Onlin

Home Insert

Design Transitions Animations Slide Show View Antidote Poll Everywhere Q Tell me what you want tc

® ¥ B B B4

From From Present Custom Slide SetUp  Hide Rehearse Record Slide
Beginning Current Slide  Online~  Show~ Slide Show Slide  Timings ~ Show =

Start Slide Show Set Up Monitors

PG 1 A5 1140143 192041 1018 1B 1T 1615
B\ T

% o

Developing Online Content and Activities

Marrati . -
ay Harrations El;'-‘Monltor: Automatic -

[ Use Timings

| Show Media Controls | Uz i e

Start Recording from Beginning

Click here to choose where to start
recording, or to clear recorded
timings and narrations.

b1 B 171819



Quick Guide - Converting MS PowerPoint presentations into videos for Virtual
Campus

6) On the Record Slide Show dialogue, ensure both options (Slide and animation timings and
Narrations, ink, and laser pointer) are selected. Click Start Recording.

L= Record Slide Show ? X

ct what you want to record before you begin recording.
[ 5lide and animation timings

~“'[F Marrations, ink, and laser pointer

Start Eecording Cancel

a. Ifyouare unable to select Narrations, ink, and laser pointer, (e.g. the option is greyed
out) most likely your computer is unable to identify your microphone.
If you are not using an external microphone, you will need to locate one to use.
If you are leveraging an external microphone, unplug it and plug it in again. Then, follow
the internal system prompts to complete setup. If the problem persists, contact the
supplier.

7) Deliver the presentation as you would in-person

a. Go slowly, speak with enthusiasm, and enunciate clearly

b. Consider that your students will not see your facial expressions or body language, is
there additional clarification needed without that context?
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c. You can record on-screen annotations and “point” by using the Ink/Pointer tool located
in the lower left corner of the screen. This tool will become visible when you mouse
over the lower left corner of the presentation screen.

x
2 Il 00024 © 00027

# Laser pointer

4 Highiighter

8) Once you have completed your recording, press <Esc> on your keyboard or click the Close (x)
button in the Recording dialog in the upper left of the presentation screen.

x
> 11 00024 & 27
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9) To review your presentation, click From Beginning, also under Slide Show. This will play your
presentation with the recorded audio and slide annotations and timing.
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10) Fixing errors and mistakes:
Note that changing slide contents, such as adding/removing animations or editing text,
will not affect recorded audio.
a. Tore-record a section while recording,
i. Click the Redo ( © ) button on the Recording popup in the upper left of the

presentation window.
This will delete the previous recording information (e.g. narration and
annotations) for the slide being viewed and immediately restart recording the

section.

x
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b. To re-record a section after recording,
i. Navigate your presentation to the slide that you wish to rerecord,
ii. Click the dropdown arrow underneath Record Slide Show, select Start
recording from current slide.
Note this will delete all recorded information associated with all the slide(s)
accessed during re-recording; you must re-record the entirety of the slide
contents, not just the portion that may have been faulty.
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c. Toclear all recordings,
i. Click the dropdown arrow underneath Record Slide Show and mouse over
Clear. Click Clear Narrations on All Slides.
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Exporting the PowerPoint as a video
1) Once you have confirmed the presentation’s audio and content, click File on the Toolbar ribbon
or press <Alt> + <F> .

E‘?*ﬂ@:

File Home Insert Design Transitions Animations Slide Show Review

2) Click Export.

Info

Strategies for Developing Online Learning

Documents

Optimize Media Compatibility
Are you planning to deliver this presentation on another computer? Optimizing
media compatibility can improve your experience,

2 media files require a network connection. Before presenting, test these items
in slideshow mode to ensure you are connected.

About media compatibility

Media Size and Performance

Sawve disk space and improve playback performance by compressing your media
files. Compression might affect media quality.
Media files in this presentation are 43 MB.

3) Click Create a Video.

Y Create PDF/XPS Document Create a PDF/XPS Document

== Preserves layout, formatting, fonts, and images

Content can't be easily changed

=) Create a Video Free viewers are available on the web
3.
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4) Click Presentation Quality and adjust the export quality for your presentation

Although not required, we strongly recommend selecting Internet Quality to reduce your final
file size and decrease the system capacity required for additional processing.

Export

@ Create PDF/XPS Document
nj Create a Video
Package Presentation for CD
Create Handouts

Change File Type

Account

Altinmn

Strategies for Developing Online Learning - PowerPoint

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email
Incorporates all recorded timings, narrations, and laser pointer gestures

Preserves animations, transitions, and media

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

‘ Presentation Quality

Largest file size and highest quality (1920 x 1080)

Presentation Quality

Largest file size and highest quality (1920 x 1080)

Internet Quality

Medium file size and moderate quality (1280 x 720)

Low Quality
Smallest file size and lowest quality (852 x 480)
Video

5) Ensure that the Use Recorded Timings and Narration option is selected.

Export

Create PDF/XPS Document
Create a Video

Package Presentation for CD
Create Handouts

Change File Type

Account

Options

Strategies for Developing Online Learning - PowerPd

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email
Incorporates all recorded timings, narrations, and laser pointer gestures
Preserves animations, transitions, and media

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

Internet Quality

E"ﬂ Use Recorded Timings and Narrations
*:D Slides without timings will use the default duration (set below). This option includes ink and las..
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6) Click Create Video.

Strategies for Developing Online Learning - PowerP

Export

|—'ﬁ Create PDF/XPS Document Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email
Incorporates all recorded timings, narrations, and laser pointer gestures

% Create a Video Preserves animations, transitions, and media
o Get help burning your slide show video to DVD or uploading it to the web

Package Presentation for CD

Internet Quality

Medium file size and moderate quality (1280

% Create Handouts E:}) Use Recorded Timings and Marrations

Slides without timings wi

Seconds spent on each sli

=

3.
Create
Account Video

9- Change File Type

Options

7) On the Save As dialogue, choose an appropriate file name and location for your file on your
computer (such as desktop) and click Save.
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« < 4 B s ThisPC » Desktop v | O Search Desktop el
Organize v New folder = v o
A
[ This PC

J 3D Objects P
[ Desktop |
v

|| Documents
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J’l Music

&= Pictures
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Save as type: | MPEG-4 Video -

Authors: Jillian Steele Tags: Add atag Title: Strategies for Developing Online Lea q

Cancel

A Hide Folders Tools  ~

8) Depending on the quality selected and the size of your file, the export process may take several
minutes. You may track export progress using the progress bar at the bottom of the PowerPoint
window.

Creating video Strategies for Developing Online Learning - part 1.mp4 [l == ites B Comments = e B = - 1 + 66% [H
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Uploading your video to Virtual Campus

1) Loginto Virtual Campus (e.g. BrightSpace) and access your course space
If your course space is not available, access Maestro and follow this quide.

ooo
ooo
ooo

o uOttawa

Announcements Calendar ePortfolio System Check

B @ [:l. ﬂJilhdHSlut\u @

English (click to change
My Courses @ g ¢ oe)

Al 20199 20201  Custom Courses™ Do you need help Jillian?

Anytime

0 1-866-811-3201

B Assistance Form

®, Chat and Assistance Portal
B Documentation

For assistance with course material, contact

2) Create a module to house your course content by typing an appropriate module name into the
Add a module... input box and press <Enter> on your keyboard.

#  MPH-TEMP4

E El_" ﬁ a Jillian Steele {§}

Course Admin Classlist Content Announcements Grades Class Progress Calendar Groups Assignments

{ Q ] OVe rVieW - = Print £F Settings

G;J Overview . L.
Add a welcome message, overview, or description...

I:I Bookmarks
b Add Attachment

E Course Schedule

Table of Contents

Add a module...

Add a module...

As part of the course creation process, we strongly recommend establishing a clear
oragnisation system for the materials you will be posting, e.q. organising your materials by
date or module.



https://uottawa.brightspace.com/d2l/home
https://maestro.uottawa.ca/en/login
https://maestro.uottawa.ca/static/img/guides/Using_Maestro_EN_2018.pdf
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3) Inthe new module, Click Upload / Create and click Video or Audio.

# | MPH-TEMP4 = @

Course Admin Classlist Content Announcements Grades Class Progress Calendar Groups Assignments

| a]  March 24 - Online Content . & Pt
E;.‘ Overview

Add dates and restrictions...

[] Bookmarks Add a description...

[£] Course Schedule Upload / Creata Add Activity % Bulk Edit

Table of Contents Upload Files

Video or Audio
" March 24 - Online
* Content Create a File

Create a Link

and drop files here to create and update topics

Add a module...

Add from Manage Files

4) In the Add Video or Audio window, click Upload.

Add Video or Audio X

Web Video or Audio Upload

Enter Url or Embed Code

Preview

‘What video sites can be embedded?

@ cancc'
#~
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5) Browse for the PowerPoint video you previously created or Drag the file from the appropriate
folder into the Virtual Campus Upload dialogue.

Add Video or Audio X

Web Video or Audio Upload

1
]
i
]
]
1
1
1
]
i
i
or !
1
1
1

Browse...

You can upload files up to a maximum of 1 GB. M| = | Desktop Play - O X

“ Home Share View Video Tools hd o

<« v 4 Bl > ThisPC » Desktop v O Search Desktop 2
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Abstract
C] Caneel Hybrid Course Ir , = B
Multiple Choice Adobe Acrobat Strategies for
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Online Learning -
5 [ Creative Cloud Fil o
> o OneDrive
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6) The video will upload into your course.
Note this process may take several minutes depending on the quality and length of your video.
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7) Once the upload is complete, you can change the name of the video file and add subtitles if they
are available. Click Save when done.

Add Video or Audio X
Upload
Title *
Strategies for Developing Online Learning - part 1

@ Strategies for Developing Online Learning - part
1.mp4 (54.37 MB) X

B Current Subtitles:

Add Subtitles

w !anccl
A4
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8) The video content is immediately available in Virtual Campus for your students.
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