Video Creation Manual

For WINDOWS

% The language used in figures is Japanese
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& Introduction

® We recommend that you copy the presentation materials for video creation and use
the copy file for recording.

® Make sure that the computer and microphone are connected in advance.

(Recording with the built-in microphone of the PC is possible, but it is
recommended to use an external microphone such as a headset microphone because
noise (ambient noise) is likely to enter.)

*The camera is not used because it records only the screen.

® Please check the microphone connection first, and then record voice and movie.
® Please record in a quiet place as much as possible and avoid ambient noise.

® Please make sure that the recording is within the announcement time.

® Please be sure to save after recording.

% The operation method may differ depending on the version of PowerPoint you use
(This manual is based on Office365)

Please refer to P.4 [PowerPoint version confirmation method] for the version confirmation
method.



&®How to check the microphone connection

1. Click [Settings] >> [System] from the Windows icon at the bottom left of “Desktop”.
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€ PowerPoint version confirmation method

1. Please start PowerPoint.

2. Click [File] on the upper left.
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3. Click [Account].

4. Click [PowerPoint version information].

Account

Account Privacy
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Manage Settings

= Open Office Theme:

Sign in to Office
Get 1o your documents from anywhere by signing in to Office.

Save

divice you use,

Sign In

Save As

Adobe PDF EL
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Print

Share
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2. Click [Account] ]

Account

Feedback

Options

Use system setting -

Your expenence just gets better and more personalized on every

Product Information

m Microsoft

Product Activated

Microsoft Office Home and Business Premium
This product contains

e o |

Change License

G
Update
Options ~

Office Updates

Updates are automatically downloaded and installed.

g Office Insider

Join the Office Insider program and get early access to new releases of
Odfice.

Office
Insider ~

About PowerPoint

Learn mare about PowerPoint, Support, Product 1D, and Copyright
gafprmation

Build 13628.20448 Click-to-Run)

2. Click [About PowerPoint]




5. Version information is displayed.

(The version of this PowerPoint is Office365.)

About Microsoft® PowerPoint® 2016

Microsoft Software License Terms

MICROSOFT SOFTWARE LICEMNSE TERMS

OFFCE 2016 DESKTOR Last updated September 2017

F WOU LIVE IN (OR IF YOUR PRIMCIPAL PLACE OF BUSINESS 15 IN) THE UMNITED STATES, PLEASE READ THE BINDING ARBITRATION CLAUSE AND CLASS ACTION WAIVER BN SECTION 2, IT AFFECTS
HOW DISPUTES ARE RESOLVED,

Thank you for choosing Mecrosalt!

Depending on how you obtained the Office software, this is a license agreement betaeen (1) you and the device manufacturer or software installer that distnbutes the software with your device: or
1) you and Micresoft Conporation (or, based on where you live or if 3 business where your principal place of business is kocated, one of its affiliates) if you acquired the software from a retader,
Microsoft is the device manudaciurer for devices produced by Micresoft or one of its affllates, and Mecrosolt is the retailer i you acquired the scftware directly from Microsof,

This agreement describes your rights and the condtions upan whch you may use the Office software. You shauld revew the entire agreement, intluding ary printed paper hoense terms that
accompany the software and any hinked terms, becauze all of the terms are important and together create thes agréement that apphies 10 you. You can réview bnked termi by pasting the forward
ink info a browser window.

By accepting this agresment or using the software. you agree to all of these terms and consent to the transmission of certain information durng activation and during your wse of the software
parsisant to the Microsoft Privacy Statement described in Section 4. ¥ you do not accept and comply with these terms, you may not use the software or s features. You may contact the device
marifachurer or instalier, of your retader i you pirchased the software directly, to determine s return policy and return the saftware or device for & refund or credit under that pebey. Yeu must
comply with that polcy, which might reguine you 1o return the software with the entire dence on which the software = instalied for & refund or creda, if any.

1 Crrgriew.

a, Applicability. This agresmaent applies to the Office software that i preinstalied on your device, or acquired from a retailer and installed by you, the media on which you received the
software (f any), any fonts, icons, images or sound files induded with the software, and alse any Micresoft updates, upgrades, supplements or senaces lor the software, unless other terms come
with them. if this agreement contains terms regarding a feature or senice not available on your device, then thase terms do not apply.

b Addtional terms. Depending on your dence’s capabilities, how & i configured, and how you use i, sddiional Microtoft and third party térms may apply 10 your use of cértain features,
services and apps.
{i Some features of the software provide an access point 1o, or rely on, onling senvices, and the wse of those services is sometimes governed by separate terms and privacy policies, such as

the Microsoft Services Agreement 34 go migresoft.oomfadinkTinkid= 530044, You can view these terms and policies by leoking at the service terms of use; please read them. The senices may not
b available in 3l regeons.

i} The masndacturer or instalier may alio prenstal apps, which will be subject 1o Separate hoense berms.

{im) The scftware may include third party programs that Microsoft nat the third party, icenses to you under this agreement. Motices, i any, for the third party program are inchaded for your
indormation only.

] While the softaare is nunnina_woal mav ise s fants in disalay asd noied content, You mas temnncanils dowsdaad the fants to a nrster o other catout desdce 1o orint rastent_and vou
Warning: This computer program is protected by copyright law and intemational treaties. Unauthorized reproduction or distribution of this program, or any porion of it, may

result in severe civil and criminal pen.altie-s. and will be prosecuted to the maxmum extent possible under the law.

oK

X If you are using PowerPoint 2009 or earlier, there is no function to convert
PowerPoint to video.

In that case, please record with Zoom. (Please refer to P.16 ™)




@ Video creation with PowerPoint

- Recording

1. Please start the presentation material (PowerPoint).
Click [Slideshow] at the top of the screen.

Click [Record slide show W].

Click [Record from the beginning ...].

Click [Record]. * Recording will start immediately.

A e

Please give a lecture to the microphone while advancing the slide. The timing of
advancing animations and slides is also saved. (Please check the next page for the
operation method.)

* When switching slides, the voice will be interrupted, so please take a break after
displaying the slides before starting to talk

7. Recording will stop automatically when you advance the slide to the end.

Presentation] - PowerPoint £ search

2. Click [Slide Show]

Slide show  Review View Help  Acrobat

|D] W
’i-m[ 3. Click [Record Slide Show] . WE%ME
= ‘ ‘
Beginnang T T N T T T (7T b L oach L Shde Shoo Sl Timings  Show ™ | Play Marrations -

l_'@,- Record from Cuirent Slide_.

4. Click [Record from Beginning---]

[ 5. Click [Record]




- Operation method during recording
(0ffice 365)

ZZ A0 00ONEEEROCOA

D End of recording
* Recording will end automatically when the slide is advanced to the end.
@ Go to the next slide
* You can also go to the next page by clicking [Click on the slide], [Enter key]l, or
[— keyl.
@ Stop recording
@ Recording time of the current page
® Overall recording time
® Return to the previous slide
(? Change mouse pointer
(You can use a pen, highlighter, etc.)
Note display

The text you wrote in the notes on the slide is displayed.



- Confirmation of recording

1. Be sure to save the recording when you have finished recording.

2. Select the [View] tab and click [Slide Sorter] to switch to the list view.

AutoSave (@ o) ) B = Presentation1 - PowerPoint £ search

File Home Insert Transitions Animations Slide Show  Review Help  Acrobat

o0 = = Color =+ Arrange All E

= =g 3 B
otes Reading Slide Handout Motes . . s New = s Sy
age  View Master Master Master Click [UIEW] Eﬁlackandwhite Window 531 M Wine

WIEwS Master Views Show ] Zoom Color/Grayscale Windaw

Click [Slide Sorter]

* You can return to the display by clicking the same [View] tab >> [Normal] or double

click one slide.

Prosentatson] - PowedPoint P Zoarch

File Home Insert  Transitions  Animations  Slide Show  Review  View  Help  Acrobat 5 Share
e
=r=l L ) ] s W coler += Bamangean
DOBEEm 88 E | Qo - s 5 5B
2 ;
Mormal Cutline | Slide | Notes Reading Shde Handout Motes Zoom Fitlo DD Hew el Switch Macros
View |Sofer| Page View | Master Master Master window | [l Black ard White | Window ) Windows ~
Fresentation Views Bt Wiras Show Toom LCodorfGrapscale Window (5T .

Narration ] : :

1 *mm& # D004 3 0004

S [ Recording time ] —_—




4 . Confirmation of recorded results

Play the slide show and check the audio and timing.

4-1. Play slideshow

From the [Slideshow] tab, make sure that [Use Timings] and [Play Narrations] are checked,

and click [From the beginning].

The slide show is played, the slide advances at the timing of recording, and the audio

is played.

* During playback, the animation, laser pointer, and video used during recording will

be played in synchronization

- PowerPoint

Ex
-@ ]j_j% @ [:d El[—_-] IZ E‘jj E@.-Ij | Use Timings O Monitor: Automatic

Froxm From Prezent Custom Shde Rehaarie et Up Hide Rl—"|'ﬂ};’l‘r${" Recond Shd . - -
Beginning furrent Slide  Online = Show ~ wilh Coach | Slide Show Siide | Timings Show~ | . Py Namations | Show Mexdia Controls Use Presenter View
Start Shae Show Rehearse Sel Uip W Monstors
- 18 15 14 13- 112 1 9 2 For g i a4
.
k3
- [ Make sure [Play Narrations] and [Use Timings] are checked




4-2 . Recording confirmation for each slide

Display the slide you want to check and click the Narration Icon at the bottom right to
display the playback menu. Click the [Play] button to play the recorded voice.

* The playback here is audio only, and no animation is displayed.
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5. To redo the recording, go to P.12 [Re-recording].

If there are no problems after checking, proceed to P.14 [Creating / saving a video

filel.
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- Re-recording

* When re-recording all slides

Follow the same procedure to record from the beginning.

* The contents of the first recording will be overwritten. We recommend recording in a

separate file.

= When re-recording each slide
1. Select the slide you want to re-record

Select the [Slideshow] tab and click [Record Slideshow W¥].
Click [From Current Slide].

Click [Start Recording]. * Recording will start immediately.

a H» W DN

Please re-record the corresponding page.
* When to end re-recording
When the recording end, click the recording stop button [Xx] on the upper left of the

slide show screen or [Tab menu] >> [End slide show] on the lower left.,

* Please note that if you proceed to the next slide, the audio on
the next slide will also be overwritten.

Be sure to save the recording when you have finished recording.

Play the slide show again and check the audio, timing, etc.
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- Creation and save video files

1. Click [File]

1. Click [File]

Um.

=l
Paste NEW = B I U S abAV. aj & A
v Slide v B ~ : S
Clipboard [ Slides Font

- T S R B I S U i B O 4 S

&

2. Click [Export] >> [Create Video].

3. Change the quality of the presentation video to HD (720p) (1280x720).
4 . Make sure that [Use recorded timing and narration] is set.
5

Click [Create Video].

Export

- I i
~ Adobe PDF £ER Create a Video
s Save your presentation as a video that you can burm 1o a disc, upload to the web, or email
®  Includes all recorded timings, narrations, ink strokes, and |
Create PDF/XPS Document ®  Preserves animations, transitions, and media

3. Change the quality of presentation
video to [HD (720p, 1280 x 720)]

Create a Video

——  HD (720p)
E]]

Medium file size and moderate quality (1280 x T20)

D Use Recorded Timings and Narrations

2. Create Video

]l Slides without timings will use the default duration (set below). This option includes ink and laser pointer gestures.

Package Presentation for CO Seconds spent on each slides | 05.00
Create Handouts CM?C 4, Use recording timing and narration ]
Video

F‘g Change File Type

5. Click [Create
Video]

12



6. Select an arbitrary save location, check that the file type is [MPEG-4 Video
(.mp4)], and click [Save].

7. Click [Save] to display the bar at the bottom. Please wait until the save is

completed.

— = T * This PC * Documents * Test - QO Search Test
Organize = MNew folder - ﬂ
2 Mame Diate modifed |_.".':-." Saze
s Quick Bocess
I Desktop o . . . .
$ Downloads # Confirm that the file type (extension) is (mp4) ]
| Documents &
= Pictures A 3

%

File namd | Presentation].mpd e

Save as typg MPEG-4 Video (*.mpd) o
Authors: |Add an author Tags: Add atag
~ Hide Folders Tools ~ e

* After saving is completed, play the video data from the beginning and check the

operating status of audio and video.
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@ Video creation with Zoom recording

* Installation of Zoom

* When using this method, it is not possible to record or re-record each slide. If you

want to make corrections, please record again from the beginning.

If [Zoom] is not installed, please install [Zoom]. If you have already installed

it, proceed to P.21 [Checking Audio].

1. Please access the URL below or search for “Zoom Download Center” and download

[Zoom Client for Meetings]. (This is the screen as of July 2020)

Zoom download URL :https://zoom. us/downloadic|ient 4meeting

Download Center Download for IT adins +

Zoom client for meetings

The web browser client is automatically downloaded the first time you start or join a Zoom
mieeting. You can also download it manually from here.

download Version 5.5.4 (13142.0301

2. [Double—click] the downloaded file to start installing the app. (Usually, it is saved
in the [Download Folder].)

14


https://zoom.us/download#client_4meeting

3. Installation is complete when the sign-up screen is displayed.

= 7oom Cloud Meetings

200m

Join a Meeting

Sign In

4 . If you already have an account, please sign in (log in).

If you do not have an
account, please sign up (create an account).

/f ) If you do not have an
Sign In 4 account, please sign up
[ I ] LY Sign In with 550

...... or G Sign In with Google

Keep me sigred in w f Sign In with Facebook -

If you do not have an
account, please sign up
(B Sign Up Free Ar,

5. Login is complete when the home screen is displayed. Proceed to P.21 [Checking audio].

New Meeting ~ Join
No upeaming meetings today
Schedule Share screen

15



- Sign up (get a free account)

1. Please enter your birthday.

BEEDIZHIC, HEBZERBLTSIESEL.

COF—FIFREINEEA

2. Enter your email address and click [Sign Up].

mply 7y S

TERAA-ILTFTFLR

{ )

Zoom[ZreCAPTCHATHEZEZNTUVET. Tz, TS5/ 2—m
. =ET-

FTICFhI ESEETIN? U1 12,

3. A confirmation email will be sent to the registered email address.

200MmM vvz-—sa>- TFAVICENTE ST/ SUEEMETE B> Y Y Py THRECY

[CA—JLEEELFELE,

ZoomZRAIA T BIC(d. A—)JLADIEED D77 UwILE
g»O

A—LOENELEE(E,

BN A—ILEEEE
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4 . Open the email you received from Zoom and click [Active Account].
(The Zoom home page will be launched.)

Z200Mm

A
e

Zoom \NDH A Ty TH 0N ESTEN
=

FHho +EE S TFROAS RS
Jw O LTA—ILFRLADEMELTL

FE oy
Jo bt

PO TRFPHI -

5. When the screen below is displayed, select [No] and click [Continue].
* This screen may not be displayed.

FEEUZTZF 18887999666 V-2~ Hii—|

zoom YU1-23% - S FAVHCBNTE  S-FATEBRETE »  HAAY YAV Py THRETCT

Are you signing up on behalf of a school?

@ | O vz

T P
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6. Enter your “Last Name”, “First Name”, and “Password” and click [Continue].

1 FHoMER---- 2 PEEEH---- 3 Z—F1200FAR

ZoomB kDT

crlicsE (- 7Y MR ENE L. SiTBICEEEEA
ALTIAT—FEIFRELTIZEW,

(% )

43

A=

JIRAD—PaEEET 3

T}

(/2D FET,
l &3 |

7. The invitation screen is displayed. Click [Skip steps].

B
o

PREA=EPLEFLUX D,

fPREREE L CEROZocom PO FEERLEL LS |
IRFIBEF T SOTE A ?

name@domain.com
name@domain.com

name@domain.com

A > —JL=1ahl

FhiFOARy hTi>ESD [ %<
=t A reCAPTCHA
TS T — - B FAIRET

l FWREIFVIITS '

8. You have created a free account.

9. Start [Zoom] and sign in.
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- Confirmation of audio

1. Start [Zoom] and sign in.

2. Click [Settings] (gear icon) at the top right of the home screen.

) Zoom — m}

o= @® =) w3 e°
hi—A Frryh =t EEESE a -

[Setting] i Eo

FiR=—T12Y -

Arza—IL BEEOHEE -

SHETEENTLEI—TIGEDFEEA

2. Select [Audio], check that the input microphone is recognized, and adjust the

microphone level.

General

Test Speaker AE —h— (2- USB Audio Deviee) -

Output Level:
Volume: L & o)

O Lhare Screen Use separate audio device to play ringtone simultaneously

O Chat Microph

. Test Mic [ 44 (2 USE Audio Device) - I
= | Background & Filters
Input Level: ||
Recording Vickume: o o— 4]

Profile Automatically adjust microphone volume

Check the microphone ]

— I

Adjust the microphone level ]

Suppress background noise Learn more

[ =

©

D Sratistics O Auo

D Feedback Low (faint background noises
Medium tag

G Keyboard Shortouts High {typing, dog

Accessibility Music and Professional Audio

Show in-meeting option te “Tum On Original Seund™ (B

Ringtones Default | @

Advanoed
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- Recording

1. Please make sure that [Presentation Material (PowerPoint)] is running in
advance.
2. Start [Zoom] and click [New Meeting].

New Meeting ~

Ne upcaming meetings today

Schedule Share screen

3. If a popup appears, click [Test Computer Audio] to test the speaker and microphone.

JE1—5—TA—F1AICEN

- LE_ —a —
:l.-"t -l-_)ﬁ_ A—TAADT AR

AE—D— ¢V IBRIFTY

AE—h—  AE—5— (UsB PnP Audio Device)

J49: 44 (Use PP Audio Device)

| IAE1-F-TA-F1AREN |

() Z=T429 \OEMEC. BENCI E1—9—TA—T 1AL
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4 . If a pop-up appears again, click [Join Audio on Computer].

l A 1—5—TA—F1AICEM l

1 1—5- A—T1ADTAN

I—TINOENEIC, BEWCOVE 1—5—TA—T 1A TSN

5. Make sure that Microphone is on and Video is off.

Q Zoom =-F1u7 - O b4

Microphone
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6. Click [Share Screen].

& Zoom Meeting

@

7. Select [Presentation Material (PowerPoint)] and click [Share].

& Select a window or an application that you want to share

Basic Advanced Files

Sereen Whiteboard

- SN L
C Google G Se H
Select
PowerPoint
Click [Share]
Hold Ctrl 1o sélect multple windows
Share sound Owptimize for video dip [ m
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8. Select [Slide Show] on the PowerPoint screen and click [From Beginning].

Stop ©
Presentation] - PowerPoint B Stop Share

AutoSave (@ Off) ll).- C_J B =

File Home Imsert Transitiens  Animations | Slide Shew |Review View Help  Acrobat

I%r e .@- I g Tl ﬂ [~ L_© | Use Timings 2 Monitor: | Autornatic - Always Use Subtities
From From Present Customn Shide Rehearse SetUp Hide Rehearse Record Shide . s
Play Narratl ' trok L enter View tithe Segtings ~
Beginning| urvent Slide | Online~  Show ~ with Coach | Slide Show Siide Timnine - Show ~ + Play Namations ~| Show Media Controls ~ Use Presenter View E’Sub itle Settings
Start Slide Show Fuehearse Set Up Manitors Captions & Subtitles
LIS [T 1 14 130021011 0 -1 E] & P 7 LN 4 [ | io2 1 o [ | 23 4 £ i & [E AR - T L ] n 12813

Start From Beginning (F5)
Start the show from the first

(X}

9. From the bar at the top of the screen, select [More] and click [Record].
* Recording will start.

Record

1 0. Please give a lecture to the microphone while advancing the slide.

S Arrance
\ { = I

- 0

Paragraph Diarmnnig

-1 - b -8 070 -8 5 -0 -4 3 < b g-1-1 oo a -0 -6

xThe recording time is not displayed. Please manage the time using a stopwatch etc.
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- To end recording

1. When recording is complete up to the last slide, click [Details] >> [Stop
Recording] from the bar at the top of the screen on the screen of the last slide.
(Recording video/audio ends)

- Arrange

Recording

& Zoom Meeting

©

End Meeting for All

Leave Leave Meeting
Meeting

24



- GConvert to video and save

1. When the meeting is over, it will be automatically converted and saved as video data.

Convert ng the :1'||:'|:'||r|!;| recond ng

o Convert Meeting Recording

¥ou have a recording that needs to be converted before viewing.

3% =

Stop Converting

2. You can check the save destination of the converted video data by selecting
[Settings] (gear mark) at the top right of the Zoom home screen and selecting [Recording]
>> [Local Recording].

oS =)
Home Chat Meatings Contacts

00

Mew Meeting ~ J

Ne upcoming meetings today

Schedule Share screen
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General
Lecal Recording
Video . I .
Store my recording at | CAUsers\hrn\Documents\Zoom Open Change
E_I-I_:] Audio s
D Share Screen Choase a bocation for recorded files when the meeting ends
D Record a separate audio file for each participant who speaks
Chat
Optimize for 3rd party video editor @'
|2) Background & Filters add a timestamp to the recording (D)
[ @ Recording Record video during screen sharing
Flace video next to the shared screen in the recording

B e

G Statistics

() reedback

Q Keyboard Shortouts
Accessibility

Keep temporary recording files (3)

3. After the conversion is completed, play the video data and check the audio and
timing. Please check and if there are no problems, you are done.

- When to redo the recording

Since it will be video data, if you want to correct it, please record again from the beginning.
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