
Guidelines for Creating 
Pre-recorded 

Presentation Data
(PowerPoint slides with voice-over 

narration)



Items to prepare

1. A computer with any of the following versions of PowerPoint installed
・Windows：PowerPoint 2010, 2013, 2016, 2019, or Office365

・Mac ：PowerPoint 2019 for Mac, or Office365

2. Microphone (an environment capable of voice input) 
While it is possible to record using the built-in microphone, we recommend you use an 

external microphone, such as a headset with microphone, because the built-in microphone 
will also pick up ambient sound (background noise). 

3. Creation of presentation data

How to check your microphone in Windows 
(common to all versions)

Select the slides you want to include in your video.

For any slides you do not want to use in your presentation use the Hide Slide option. 

All slides will be included in your video unless they are hidden.



a. Guideline for Windows PowerPoint2019・Office365
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b. Guideline for Windows PowerPoint2013・2016
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c. Guideline for Windows PowerPoint2010
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d. Guideline for Mac PowerPoint for Mac 2019
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d. Guideline for Mac PowerPoint for Mac 2019



Other notes: How to create an MP4 file from Keynote

■Export Keynote Presentations as a Movie

https://creativepro.com/export-keynote-presentations-movie/

■How To Export A Keynote Presentation As A QuickTime Video

https://www.ethos3.com/2015/12/how-to-export-a-keynote-
presentation-as-a-quicktime-video/

■Export Keynote Presentation to PowerPoint or Another File Format

https://support.apple.com/en-gb/guide/keynote/tana0d19882a/mac

d. Guideline for Mac PowerPoint for Mac 2019

https://creativepro.com/export-keynote-presentations-movie/
https://www.ethos3.com/2015/12/how-to-export-a-keynote-presentation-as-a-quicktime-video/
https://support.apple.com/en-gb/guide/keynote/tana0d19882a/mac

