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Recording a Narrated PowerPoint Presentation Using Office 2010  

Uploading a PowerPoint File via FTP 
 

This document applies to the following software versions: 

 PowerPoint:  Microsoft Office 2010 for Windows 

 Operating Systems:  Windows Vista and Windows 7 

 Web Browser (used for FTP upload to Extension):  Internet Explorer 8 

 

Recording a Narrated PowerPoint Presentation 

1. Create a PowerPoint slide deck in the same way as if you were going to make a presentation to a 

live audience. 

2. Connect a microphone to your computer or use a built-in microphone (many laptops have built-

in microphones). 

3. Click on the “Slide Show” tab. 
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4. When you are ready to begin recording your presentation, click the “Record Slide Show” button. 

The following dialog box appears:  

 

Keep the two check-boxes checked. 

5. Click the “Start Recording” button. The slide will fill your screen and you’ll see a dialog box in the 

upper left corner. This dialog box lets you advance the slides and pause the presentation. If you 

make a mistake while recording a given slide, you can click the “Repeat” button and begin 

recording that slide again. You can also advance the slides by either clicking the mouse button or 

by clicking the “right” arrow key. Proceed through your presentation slide by slide. 

 

 

 

 

Advance slide Pause 

recording 
Re-record 

slide (pauses 

recording 

first) 
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6. To stop recording before reaching the end of the presentation, hit the “Esc” key on your 

keyboard. Otherwise, recording will stop when you click “advance” after the last slide. In both 

cases, you may need to wait a few moments before PowerPoint exits recording mode. 

After recording, you will notice a small “speaker” icon on each slide that has audio.  

 

Re-Recording a Slide 

If you wish to re-record an individual slide, follow this procedure: 

1. In PowerPoint, find the slide, view it in “Normal” mode, and click on the “Slide Show” tab. 

2. On the “Record Slide Show” button, click on the lower part of the button and specify “Start 

Recording from Current Slide.” 

3. When you are finished, hit the “Esc” button. 

 

 

 

 

Playing Back a Recorded Narration 

To play back a narrated PowerPoint, simply start the presentation; here are two ways: 

 

Click on the “Slide Show” icon at the bottom of the PowerPoint window or… 

 

 

…from the “Slide Show” tab click on either “From Beginning” or “From Current Slide.” 
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The presentation will play automatically with the recorded audio and the saved slide timings. 

 

Uploading PowerPoint Files to Extension via FTP 

The Instructional Technologies Department (ITECH) at UC Irvine Extension will use an application 

called Articulate to publish your narrated PowerPoint to your Moodle course shell in Flash format. This is 

necessary because the largest file size that we can upload into Moodle is 50 MB and PowerPoint 

presentations with recorded audio are often much larger than this. By publishing in Flash, we can reduce 

the file size substantially. 

The following instructions apply to Internet Explorer 8 running on either Windows Vista or 

Windows 7 operating systems. 

1. Start Internet Explorer and go to this URL: ftp://ftp.unx.uci.edu. A login window appears. 

 

 

2. Send an email to itech@unx.uci.edu to request the user name and password. In your email, 

include the name and quarter of the course you will be teaching. 

 

The following window appears: 

 

 
 

ftp://ftp.unx.uci.edu/
mailto:itech@unx.uci.edu
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3. Click on “dropbox.” This window appears: 

 

4. Click “Page” followed by “Open FTP Site in Windows Explorer.” 

 

 

5. You will need to enter your password a second time: 

 

 

 

Click “Allow” if 

this pops up. 
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A Windows Explorer window opens. You can drag your PowerPoint files into this window: 

 

 

 

 

Once you navigate away from the Dropbox window, you will no longer be able to see your file (or other 

files that may have been uploaded). Be patient! The upload process might take a few minutes depending 

on the file size. 

7. Notify Instructional Technologies (ITECH) at itech@unx.uci.edu and let them know that you have 

just uploaded a VOPP and would them to publish it to your course shell. In your email, please 

provide the following information:  

 

a. Quarter and year of the course 

b. Course name and catalog number 

mailto:itech@unx.uci.edu
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c. Lesson number 

d. Date on which the presentation needs to be available to students (usually a Monday) 

e. Name of uploaded file using correct naming convention 

 

Example of the information needed: 

 

Quarter/Year: Fall 2012 

Course Title: Introduction to Horticulture – HORT X412.1 

Lesson Number: 3 

Date: 10/15/2012 

Filename: HORT_X412.1_Introduction to Horticulture_L3_Kim Smith.ppt 

 

If you have several separate presentations for this lesson, you can use sub-labels such as L3a, L3b, etc. 

It’s important to follow this naming convention since we receive many uploaded files and want to make 

sure that we don’t misplace yours. 

 

Regardless of whether this is a new VOPP for a new course or a modified VOPP for an existing course, 

please use this file naming convention. 

 


