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Export a PowerPoint Presentation as a Video for Xibo \k//’

This document explains how to export a PowerPoint presentation (.ppt) as a video (.mp4) so it can
be used in Xibo digital signage software at Fort Hays State University.

e Prior to using this guide, you should have a PowerPoint presentation already created.

e To view other Xibo user guides, go to the Xibo section under Training Resources on the Technical
Training page at www.fhsu.edu/technology/training.

For assistance or training using these procedures, contact Sarah Taggart, IT Development Coordinator at 785-628-4999.
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Set PowerPoint Slide Transition Timings

After creating your PowerPoint presentation, follow these steps to set Transition Timings and set the slides to
advance automatically. You can use the same Timing for all slides, or set different Timings for each slide.

Use the Same Timing for All Slides

1. Open your PowerPoint presentation.
2. Inthe left navigation bar, click on a slide to select it.

3. Choose a Transition for that slide:

a. Click the Transitions tab in the ribbon.
b. Select a Transition from the options available.
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4. Repeat Steps 2 - 3 for each additional slide.

5. On the right side of the Transitions ribbon, you will see Timing options. These need to be updated so

that your slides will automatically advance without the click of a mouse:
<Ji) Sound: |[Me Sound]

~| | Advance Slide
@ Duration:

F n Mouse Click

023 Apply To All
Timing

a. Uncheck the box next to On Mouse Click (this makes the
slides advance automatically).

Uncheck the box next to After.

After: Enter the number of minutes/seconds you want that slide to remain on the screen.
d. Duration: The number of seconds it will take for the Transition to complete; adjust if needed.
NOTE: A shorter Duration makes a slide advance faster; larger makes it advance slower.

e. Click Apply to All. This will apply the selected Timing options to all slides in the presentation.

6. Make sure to save your PowerPoint file when finished.

Set Different Timings for Each Slide

1. Open your PowerPoint presentation.
2. Inthe left navigation bar, click on a slide to select it.

3. Choose a Transition for that slide:
a. Click the Transitions tab in the ribbon.
b. Select a Transition from the options available.
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4. On the right side of the Transitions ribbon, you will see Timing options. These need to be updated so
that your slides will automatically advance without the click of a mouse (after the specified time):

a. Uncheck the box next to On Mouse Click (this makes

'(]E‘]Sound: [No Sound] ~ | Advance Slide
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the slides advance automatically). () Duration: | B e
Check the box next to After. R applyTo Al f'ter: (00:10.00 7 |

After. Enter the number of minutes/seconds you want
that slide to remain on the screen.

Timing

d. Duration: The number of seconds it will take for the Transition to complete; adjust if needed.
NOTE: A shorter Duration makes a slide advance faster; larger makes it advance slower.

5. Repeat Steps 2 - 4 for each additional slide. Make sure to save your PowerPoint file when finished.
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Export the PowerPoint Presentation as a Video

After setting the Transition Timings for your presentation, follow these steps to export the PowerPoint
presentation (.ppt) as a video (.mp4) file.

1. If needed, open your PowerPoint presentation.

2. Click File > Export > Create a Video.

Create a Video
Export your presentation as a video that you can share with others
" Includes all recorded timings, narrations, ink strokes, and laser pointer gestures

3. Select the following:  Preserves animations, ransitons, and meia
a. Full HD (1080p)
b.  Select a Timing option:

Learn more

Full HD (1080p) .

Large file size and full high quality (1920 x 1080)

° To use the SAME T|m|ng for a” [':\'1 ii:;ltduesseml:;:uosr:::a-:r:fl:ug::::?a:lj::toszluw.Anynarratlunswwll be omitted from the video. ¥
slides: Select Don’t Use Recorded —femesmipeadelsn
Timings and Narrations, and enter E3
the desired Seconds spent on each | Vi
slide.

Create a Video

o To use DIFFERENT TiminNgGs fOr @aCH | = e scses mings enstors mesveses ans e o e
slide: Select Use Recorded Timings L”“”““””
and Narrations. Seconds spent on
eaCh Slide WI” be Overridden by the E::;:I;\S:::izzjndfun high quality (1920 x 1080) -
Timings set per slide. |EE Uoe Recarded Trings and Narration:

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

Seconds spent on each slide: | 03.00

4. Click Create Video. (I

Create
Video

5. Browse to select the file location where you wish to save the exported video.

6. Save as type should be MPEG-4 Video (*.mp4). File name: | PPT to Video for Xibo.mp4 v
Save as type: | MPEG-4 Video (*.mp4) v
7. Click EXpOFt. Authors: Tags: Add atag
Tools - ﬁ Cancel

8. This will not close your PowerPoint presentation. The status bar at the bottom of the application will
display progress as the file is being exported to MP4.

Exporting: PPT to Video forXibo.mp4 Bl | % =—Notes [ &8 ‘?|

9. Once it is completed, a notification will pop up confirming the video was o exporiedsureesY

Click here ta view the video and share
exported successfully.

with others,

Exported: PPT to Video for Xibo.mp4 o

10. The exported .mp4 file can now be imported into Xibo. For step-by-step instructions for using Xibo,
see the Xibo Basic User Guide.
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