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This tutorial Is about:

0 How to insert an existing audio file into the
PowerPoint presentations (PPT)

0 How to record voice over the (PPT)

cm CENTER FOR INNOVATION
IN E-LEARNING




1. How to Insert an existing audio
file Into a PPT

Open the PowerPoint presentation.

Go to the slide you want to insert an existing audio
file.

Follow the 6 steps below:

EE E -0 1-_ v insert voice aver
HDMEI INSERT IDESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

Video Audia  Screen
~  Recording
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How to Insert (cont.)

| Select an
audio file

o) Audic on My PC...

Record Audio...

You have done with inserting voice over in the PPT
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How to record voice over a PPT

1. Open the PowerPoint presentation.
2. Go to the slide you want to record voice over.

3. Follow the 3 steps below:
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Video ABudic Screen Mame: |Recorded Sound / name
Recording Total sound length: O C“Ck On record
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CIICk On K Record Sound
StOp Name: |Recorded Sound
Total sound length: 16

or ] (m) [¢] 3
B =

CIiC[?%[ﬁolglay button
to hear what Is

You have done with recording voice over in the PPT CLELL Emmonn
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Here Is an example

Herbaceous Plants

Floral Crops

» Usage
» Culture
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Location: Room 151, College of Education Building
Tel: (806) 742-0222
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