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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 (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.

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

For any slides you do not want to use in your presentation use the Hide Slide option. 
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a. Guideline for Windows PowerPoint2019・Office365
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a. Guideline for Windows PowerPoint2019・Office365
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b. Guideline for Windows PowerPoint2013・2016
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b. Guideline for Windows PowerPoint2013・2016
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c. Guideline for Windows PowerPoint2010
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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
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d. Guideline for Mac PowerPoint for Mac 2019
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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
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e. How to Make a Video Presentation 
by ZOOM Recording 
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＊ Please be advised that all speakers must include a Conflicts of Interest

(COI) Disclosure on the 2nd slide of the presentation.   

＊ Please make sure to adjust your microphone correctly. 

Correctly setting your microphone volume is one of the most important 

improvements you can  make in your recordings. 

＊ Please be sure to turn off phones and notifications that could cause 

distractions during recording.

＊ If you wish to use a webcam to record yourself during the presentation, 

plug in the webcam before opening Zoom.

Before you record

＊ It is highly recommended that you practice using Zoom before recording so that you are   

comfortable with the controls before you record your presentation.

1.Open the PowerPoint file 

2.Click Slide Show 

3.Click Set Up Slide Show

4. Under Show Type, click Browsed by an individual (window)

✳This will allow you to present in slideshow view without being in full screen mode.

Full screen mode can make recording with Zoom more difficult.

5.Click OK

6.Click Play from Start or From Beginning 
to begin the slideshow



After you join Zoom meeting

1. Click the ^ next to the Mute button in the lower-left 

corner of the Zoom window to open audio options. 

At the top of the menu that appears, select your 

recording microphone if you are using something other 

than your computer’s built-in microphone.

2. Click Share Screen. 

You can find the icon at the bottom of the Zoom window. 

3. In the Share window, click the window you wish 

to use in the recording. 

4. If your presentation includes sound, check the box 

for Share computer sound. 

5. If your presentation includes a video, check the box 

for Optimize Screen Sharing for Video Clip. 

6. Click Share.

The window that is being shared/recorded will have a 

green outline.
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7. You can reposition and resize the webcam video window as needed.

The webcam feed will be recorded regardless of whether it is positioned within the   

green recording border.

When a window is being “shared” in Zoom (i.e. recorded), the Zoom control bar   4  

will minimize and move to the top of the screen. Hover over the minimized control   

bar to reveal the full set of Zoom controls.



Recording in Zoom

①Click Here

1. To begin recording, please click …More  in the Zoom control bar.

2. Please Click Record on this Computer or 

Record to the Cloud in the dropdown menu that appears.

*If you are muted, click Unmute myself in the window that   

appears. 

You are now recording and ready to give your presentation. 

You can pause recording at any time by clicking …More , in    

the Zoom control bar, then Pause Recording. 

(or press Alt+P on Windows or ⌘+Shift+P on Mac) 

If you are unable to control PowerPoint or Zoom with your   

keyboard, first click the PowerPoint or Zoom window to focus 

your keyboard commands on that window.
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3. You can change the window being recorded by clicking   

New Share in the Zoom control bar at the top of the  

screen, and selecting the window you wish to record.

4. When you are finished, click …More and click Stop 

Recording in the Zoom control bar at the top of the  

screen. 

(or press Alt+C on Windows or ⌘+Shift+C on Mac) 

5. Click Stop Share in the Zoom bar at the top of the screen. 

6. Click End Meeting then click End Meeting for All. 

This will end your meeting and start the upload process, 

so please stay connected to the Internet.
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Recording in Zoom

If you have chosen to Record to the Cloud, after you click on the End Meeting button, your 

recording will automatically be uploaded to the ZOOM Cloud server. 

If you have chosen to Record on this Computer, after you click on the End Meeting button, 

your recording will be saved on your computer. 

You can find your ZOOM recordings in a subfolder named ZOOM in your Documents folder. 

※For more details, please check the following web sites: 

◼ System requirements for Windows, macOS, and Linux

https://support.zoom.us/hc/en-us/articles/201362023-System-requirements-for-Windows-

macOS-and-Linux

◼ Testing computer or device audio

https://support.zoom.us/hc/en-us/articles/201362283-Testing-computer-or-device-audio

◼ Testing your video

https://support.zoom.us/hc/en-us/articles/201362313-Testing-your-video

◼ How to Share your slides

https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-content-or-

second-camera

◼ Local Recording

https://support.zoom.us/hc/en-us/articles/201362473-Local-recording
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