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Create an introduction video to send to your students 

Step 1: Create your PowerPoint slides to: 

(a) introduce yourself; 

(b) create rapport, a warm presence: 

(c) prompt them to think about what they want from working with you;  

(d) explain the career guidance/coaching process and a few “ground rules”; 

 

 

For example: 

 

Step 2: Save your slides as a PowerPoint Presentation (.pptx) 

This is important because if you want to make changes later, you will have a copy of the original 

slides.  

 

Step 3: Record your PowerPoint Slideshow  

This provides you with different options, such as to record ‘audio only’ (you need a microphone) or a 

‘talking head’ video (you need a web cam/camera). Please note that if you are using a laptop, you will 

more than likely have an inbuilt camera and microphone which does make things easier. If not, ensure 

that your camera and your microphone are working. 
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To record … see highlighted section below: 

 
Choose to ‘Record from Beginning’… 

 

Step 4: Next, you will be presented with the following screen where you record the slide show.   

Click the record button when you are ready to begin recording. You will be provided with a count 

down before recording begins (3, 2, 1). 

 

 

This is where the ‘talking head’ video will appear if your camera is 

switched on. 

However, you can choose to have this switched on/off.  
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Note, you have the option to remove the ‘talking video’ from any (or all) of the slides later or before 

you export to a movie file. 

The symbol to the left of the video icon which looks like a microphone is  used to switch the audio 

on/off. 

Once you are ready, you can begin recording and you use the ‘advance slide’ arrow to navigate 

through the presentation (see below): 

 

Step 5: When you get to the end of the recording, press STOP. Your video/audio narration and 

timings will be saved unless you decide that you are unhappy and need to record again. You always 

have the option to clear the existing recordings. You are given the option to do this at the end. Finally, 

close the window (the smaller ‘x’ in the top right corner). 
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Step 6: The recordings will now be part of your slideshow presentation and you can view by watching 

your presentation in the usual way (‘Play Slideshow’ from beginning and preview all the timings and 

recordings).  

 

If you are unhappy with your recording you can choose to ‘clear the recordings’ and start again (see 

below): 

 

As you can see (above) the timings are displayed on your recorded show.  

 

Step 7: You are now ready to ‘export’ your PPT presentation into a movie file (MP4). 

Select File/Export/Create a Video (there are different options for file size, and it depends what you 

are going to do). The medium file size works well. The movie file will be too big for email. However, 

you have different options available. For example, you can send it using a service such as 

‘WeTransfer’ (https://wetransfer.com/) where you are able to upload files (as long as they do not 

exceed 2GB for the free service). Delegates can download your file(s) and they don’t need to be 

signed up to ‘WeTransfer’ themselves. You use email addresses to send a link and they can download 

the file(s). Alternatively, you could try Dropbox or some other cloud-based service. However, a really 

good solution is to set yourself up with a YouTube account and then once you have uploaded your 

movie file to your YouTube account you can include this link in your invitation to delegates.  

 

 

 

 

https://wetransfer.com/
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Make sure that you select ‘Use Recorded Timings and Narrations’ and then click ‘Create Video’. 

 

Your presentation slides will be transformed into a video file (MP4) and will be saved wherever you 

have selected to save to. Remember, you will have two files: the original ppt. slides and the movie file 

mp4. The more video and/or graphics you have included, the bigger the file size. 

 

 

 

 


