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Creating Learning Modules for
Online and On-Campus
Delivery
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Workshop Agenda

m Configuring MS Producer

m Importing media into MS Producer

m MS Producer overview

m Creating and editing a MS Producer

project

m Making a “Table of Contents”

m Publishing project
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Configuring MS Producer

Tools — Options — Timeline

Tools | Clip  Play Help B
I =
Capture... Chrl+R E
| Genew Timeine | Soourity |
5 synchronize... i i~ Timeline default duratior:
Reatrange Items On ] A default duration will be assigned to sach item that does not have its own timing informatian
when added to the timeline.
L Microsoft PowerPoint slidss: | 20 = seconds
Presentation Templabes ) j
Images on Slide track: | 20 :’ seconds
[’ Video Transitions Images on Video track: |5_i’ secands
& viden Effects HTML Files on HTML track: IZU i’ seconds
Yideo transitions: I 2 i’ seconds
Add Table of Contents Entry  Chrl+ Presentation templates: [30 j seconds
. : [~ Default kemplate
Timeline Snaps. .. — ) )
Default presentation template used in each new project:
A" Add Timeline Snap Ctrlshife+P [oeraut =

Create Clips

Mormalize Timeline Audio

Audio Levels...

Change “Timeline default durations” to 20
seconds or less.

Options. .. |

[ =

Cancel
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Importing Media

m media includes
Oaudio files (music/narration/etc.)
OHTML files (web pages)
Oimages (pictures)
O PowerPoint slides
Ovideo

m See next slide

Media Folders

[& untitled - Micrasoft Producer for PowerPoint 2003 ol x|

S Fle Edt VYiew Tools Cip Play  Help
‘D=EE|# B X | o - o - | 5 B | B canture ©5 synchvonize &9 Publsh

] Media |o Table of Contents | [&, Preview Presen tation |
Project files
s |
] video
23 Audio > >
<[] Images
(] Slides
[ HmL
| ET] Presentation Templates audio HTML
[ videa Transitions
2 video EFfects
Images Sides
2 » A e B
Video

Double click a folder to open it then import files to project

?‘-b
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Importing Media

e Edit iew Tools Clip Play Help

D || % B o o - 6 BB | Bceptwe 0 Synchronie 68 publicn

=lolx|

E] Media | © Table of Contents | [& Preview F’reaenlalmnl

Project files

[& United
2] video
23 Budic >
B imes Q
-] Sides
= HTHL
J EZ] Presentation Templates Import Audio

[ videa Transitions
& videa Effects

Double click icon to import media for
| 3

project

IS}

[+ show Tmeine

|Ready

IF

Selecting Media

Look in: | I Loft Files B =

loft-email_files

loft-grammar_files

Import opkions:

™ Create clips For video files

File name: I"tulols.wma" “end wma" "fanfare mp3" "\nlm2.j Open
Files of type: IAud\o Files [*.wav. aif,"aift," aifc, " end, % mp3,", ¥ | Carcel |

Control click
on files to
select several
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Media is imported

rosoft Producer for PowerPoint 2003 ol x|
Fle Edt Yew Tools Cip Play Help

O E G ERE v | B | B captwe (2 sunchiorize 60 Publisn

Untitles

&) Media |o Tahle of Contants I [& Preview Presentaﬂnnl

Pioject files
Untitled =
(] videa
e Audio 4
v ] Images D @
] slides
CIHTML
{|EZ] Presentation Templates
[ videa Transitions
x video Effects

end.wma

@l

fanfare.mp3 intro.wma

@ @ » (TR i

inkro2.wma anline_resources.wma [

I + Show Timeline

[Ready V"

IF

| ]

Importing Next Media Type

Intitled - Microsoft Producer for PowerPaint 2003 =] 3]

Fle Edt Wew Iooks Cip Play Help
D@ | % BRX| o o | @ EE| & catwe 2 synchonze () Publish

& Media | @ Table of Cantents | [B, Preview Presentation |

Project files
V& Ontiled
(] ¥ideo

] Audio 4
. 0
a
(] HTI %
Presenfilon Templates Tmport Sides

[ video T@linsitions
£ video Effects

Select next media type to
import for project

> A e e

| * show Timeine

|ready 4
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Producer Screens — Media Tab

[& untitled - Microsoft Producer for PowerPaint 2003 (ol x|
fe Edt Wew ool oip Play b

= B X | v~ o | & | B coptue S synchronize &) publish

) Media |b Takle of Contents | [2, P - Preview Window [

Proreet e Media files for media type

(1] Video
Sledo g
(] Images D @
(] glides
(] HTML
|| 2] Presentation Templates
[ viden Transitions
L video Efferts

Impart Audio end.wmna

> Al e sl's]

- A~ =l

0
E S B MM B D 0 N M M 37 MM v T B

Video E

Transition

o Timelines — each media type has its own

Slide
Audio 2

HTHIL

Template

4+ Hide Timelne < I L

[Ready /

IF

[ ]
Producer Screens — Preview Tab
[&! untitled - Micrasoft Producer for PowerPoint 2003 =Ioi x|
Z Fle Edit Wew Tooks Clip Play Help
‘D2 M| & Be x| oo & copure (25 Synchronize {7 Publish

@ Media' € Table of Contents

=l
‘+ ‘ Q Q ‘ H |- (] 0:00r90.00 020100 0020000 0:0240.00 T0E20 00 070400 00 004000 0:05:20.00 0:0E:00.00 0:01
iideo @ B
Transition [
fudio |
slide Lo Ll
+ wienan: <Quisnmmmmm | Hide timeline for better preview :

Ready ¥
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"~ Producer Screens — Table of

Contents Tab

[& Untitled - Microsoft Producer for PowerPoint 2003

=lof x|

S Ble Edt Wew Took Cip Play Help

0@ m o | B B | B capture 5 Synchronize £ Publish

© Media € Table of Contents Preview Presentation |

Table of contents: Introduction page

Add, change, or delete table of contents entries From the pressntation. Entter information about your presentation and specify an image for the
introduction page of your presertation

ToC Entr [ time | Duration [ ssociate with | =
te:

LoftProme_Slide1 0:00:00 0:00:20 Slide:
[urtitled Preview. .

Add...

Presenter (optional):

Change... |
Introduction page image (aptional):

Delete
[ Browss. .,
=
=1

=D <
emer Description (optional):
== Promote

B e e —— e —— e
Creates intro project screen and the project table of contents
+ Hide Twme\ufjﬂe ‘L|D | L4 |
Ready £
[
[ ]
Intro Project Screen
3 Morth Seattle Community College®:#39;s Loft Writing Center Plus - Microsoft Internet Explorer ;IQILI
| Ble Edt view Favorites Tooks  Help | &
(O - © ARG Pm o @3- 55 JEE B
| s [ ke scctv, netionthefiyoft /NSCC_Loft_filss{Defau bt e

North Seattle Community College's
z Loft Writing Center Plus

Loading, plea
weait...

DEIal}{[o]  This five minute presentation showcases the Loft
Writing Center Plus at North Seattle Community

! College. Located in the heart of campus, the Loft
E Writing Center Plus supports students in their own
Produ learning and fosters success!
for PowerPoint 2003

4 minutes 30 seconds




MS Producer Introduction

T

B Project Table of Contents

4 North Seattle Community College®:#39;s Loft Writing Center Plus - Microsol (ol x|

Fle Edb Wew Favortes Took Help | @

ek - ) - lﬂ lgl _;“|/'7Search ‘i":f:'Favurites 5?<| SEE E i 3

Address [{€] http:j . scctv.netfonthefly/lofMSCC_Loft_files{Defaulthtm | B

ol

q
€] pone [T e

IF

| ]

Table of Contents

m when project is finished, create Table of
Contents and Intro screen

m slides become the table of contents

m intro screen needs
Oa good title
O presenter name (optional but recommended)
Oimage (for added interest while project loads)
O description (to read while project loads)
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B Creating Table of Contents

Untitled -osoft Producer for Powerl
Fie Edit Wiew Tools Clp  Play Help

DEHE| ¢ B X |- [ |y Capture £ Synchronize £ Publish

2003 ;Iglil

Madia € Table of Contents |@ Preview Presenlahml

Table of contents Introduction page
#£dd, change, or delete table of contents entries from the presentation. Enter information about your presentation and specify an image for the
FY—r—— \;:Iruductmn page of your presentation,
itle:

[Urtitled Freview...

LoftPromo_side3 29 slide Add... e —
LoftPromo_sidst 49 slde Change resenter (optional)
LoftPromo_siidet 1 05 slide

ST D225 £ Delete Introduction page image (optional):

Description {optional):

> Demate I Erowse...

<=z Promte
[y ‘ fqa ‘ L2 FUU 004000 0r0T-20.00 00z00.00 00240.00 00320.00 040000 044000 TE05:20.00 MrOET0.00 D0
\ﬂd_eu =]
Begin with 15t slide — click to select then click the Change... button
Slide LoltFromo_Slide1 Lot e JlL. [ e 1]
Audio 2
HTML
Template
4 Hide Timeline: <] [ L
Ready 4

IF

| ]

Add meaningful title

Table ntents Enktr x|

Manne:
| Introducing the Loft|

Bszociate with: ITimeIine I 0:00:00

Ik Zancel |
)
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Titles Added

Ind

led - Microsoft Producer for PowerPoint 2003 ol x|
Ble Edt Mew Took Cip Play Help

DS M| B X | oo | g E | B ceptue B synchronze &) Publish
Media @ Table of Contents |& Preview Presertation |

Table of contents Introduction page
Add, change, or delet table of conkents entriss From the presertation,

Enter information about your presentation and spedify an image For the
TOC Entr [ Time [ Duration [ Associate with | ‘”tl'“fd“(t'u" PERER U
Tntroduding the Loft 0:00:00 0:01:07 Slide Tile:
Loft Lacation 0:01.07 Slice

| introducing the Lot Previev...
fest the Tutors 0:01:23 Slide

Presenter (optional):

Add... | Jean Kent
Inkroduction page image {optional):
Change...
—————— | [ntsifd vorkshopslorkshopsiproduceriLoft Filestiutoring jpg | Browse...
Delete:

Destription (optional):
> Demote

This five minute presenhitation showcases the Loft Writing Center Plus at |~ |
— North Seattle Community College. Located in the heart of campus, the

== Promote Loft Writing Center Plus supports students in their ovn lsarning and
— fosters success!

+
& | & Q|+ > e N 1L R T M M % 1 MM
Video O
Transition LI
+ Hide Timelne | | >
Ready VA

IF

Intro Screen Information

Untitles crosoft Producer for PowerPoint 2003

=13}
P He Edt Vew Toos Cip Play Help
DS ] & B RX|w- o | @ E| & coptws B synchionies
] Media € Table of Cantents ||ﬁ Preview Pvesenlatmml

Publish

Table of contents Introduction page
Add, change, or delste table of contenks entries from the presentation.

Enter information about your presentation and specify an image For the
TOC Enty [Time [ buration [ Assodiats with ‘rft"”.d”[““” P E AT
Tntroducing the Loft 0:00:00 0:01:07 Slide: Title:
Loft Location o0t07 0:00:22 slide [Introducing the Loft Preview. .
Meet the Tutors 0:01:23 00:20 Slids

Presenter (optional):

Add | Jean kent
Change... Introduction page image foptional):
[ ntstfd workshopsiwo ducer|Loft Fileslfutoring.jpg  Browse. ..
Delete

Description (optional):
> Demote

This five minute presenhtation showcases the Loft Writing Center Plus at = |
I m— Marth Seattle Commurity College, Locsked in the heart of campus, the

== Promote Loft Writing Center Plus supports students in their own learning and
— Fosters success!

| & &+ » g TwwE wmE LM T T MR m— — . — -
videa B
Transition ;I
+ Hide Timeline 4 | 2
Ready
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Publishing Project

m supporting files created
O html
oxml
Oand others

m accept the defaults

m See next screens

[& untitled - Microsoft Producer for PowerPoint 2003
| File | Edit Wiew Tools Clip Play  Help

: [ Mew Chrl+ L 5y
Mew Presentation \Wizard, .,
= Open... Ctrl4+0 .
.E & save Project Ctrl+s
Save As... \‘;
Pack and Go... z ‘-}
@ Publish Presentation, .. N Chrl+U .ﬁ
Impart. .. L@ Chrl+I rama_slid
{ Add \eb Link. ..
L Properties £3 v A
2|
1 C\Documents and Settings|Jean Kent, . \faculty-id-jk.MsProducer ol
2 C\Documents and Settings|Jean KentiMy Doc...\it-111.MSProducer .!-
3 Ci\Documents and Settings|Jean Kent\My D...\cit-jean. MSProducer
omo_Slidg
|_ Exit
——T LA I AR IO =000 o0 00:1]

10
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" Publish to My Computer

X

Select a Plapback Site
Chiooge how your presentation will be played back.

ﬁ ' My Computer

Publish your presentation on your computer ar ta a CD. The presentation can then be
played back lacally fram your computer or fram the CD,

" My Network Places

Publish your presentation to a shared netwark lacation. The presentation can then b
played back From the specified location an the nebwarkif security settings allow.

" Web server

Jdd a rews weh server =] | Edi Delete |

Publish your presentation ko a remate server. Files are stored on a Web server and
“wWindows Media files can be streamed from a Windows Media Services server, The
presentation can then be played back aver the Weh,

IF you da not already have a remote server ta post your presentations ko on the Web,

wou can find one that hosts Microsoft Producer-based presentations.
Learm Mare, I

< Back I Next > él Finifsh Cancel

IF

| [ ]
Add file name and location for files
X

Publishing Destination
Enter the file name for your presentation and specify where pou want your

presentation files to be stared

File: name;

Publish files to:

| Ci\Documents and SettingslJean KentiMy Documentsifd workshopsiworksh ﬂ Browse... _

< Back I Next » I Firrish Cancel

11
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Select folder where files will go

Publish the presentation files to the Following Folder:

|5) Metscape_Version ;I
|5 nfo

|5) online_grants
I5) powerpoint 1

|50 Laft Files
|5 swi_tips
|5 widen LI

Folder: | praducer

Make Mew Folder | OK & I Cancel I

IF

Add title, etc. if not done already

New Presen!

Presentation Information

Enter information about the presentation you are creating. This information appears
on the intraduction page while the presentation is loading.

Presenter {optional):

| Jean kent

Introduction pags image {optional):

|C:\Documents and SettingstJean Kent|My Documentsifd waorkshops\warkshops Browse. .. |

Description {optional):

Here is my description

< Back I Next > I Finifsh | Cancel |

12
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Publish Setting

ish Wizard

x|

Publish Setting
Select the seiting you want 1o use for publishing the presentation. The seliing you

choose determines the quality and size of the entire presentation,

settings

Use suggested ;

ﬁ ¥ Use suggested settings {recommended)

Dial-up modem connection at 48Kbps - with Windows Media 8 codecs
Digital media files will be re-encoded.

" Choose publish settings for different audiences

< Back I Mext > I Finishy Cancel

Publish

Publish Wizard x|

Publish Your Presentation -
Click Next ta begin publishing your presentation D)

Publishing presentation, Please wai

Minutes remaining: Please wait, Estimating time. ..

Copying published presentation progress:

List Files to be Published |

Publish ta:

Minutes remaining:

Ct\Documents and Settings|Jzan kentiMy Documentsifd workshopsiworkshopsiproducer

Tip — Click Next button twice to begin

cBack | NemRJ Fiin | [ caneal |

13
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Publishing Progress

Publish Wizard

Publish Your Presentation
Click Newt 1o begin publishing your presentation

x|
=

Publishing presentation, Flease wait. .

List Files to be Published |

Minutes remaining: Please wait, Estimating time. ..

Copying published presentation progress:

Minutes remaining:

Publish ta:

Ct\Documents and Settings|Jzan kentiMy Documentsifd workshopsiworkshopsiproducer

cBack | NemRJ Fiin | [ caneal |

IF

| ]

Presentation Preview

Presentation Preview
“You are how ready o preview wour presentation.

&

Preview presentation For playback in:

> Trtermet Explorer 5.0 or laker for Windows

Internet Explorer 5.2.2 or later for Mac 05 =

MNetscape Navigator 7.0 for Windows

Learn more about how presentations are displayed in different Web brovsers,

< Bach e | [ by |

Cance!
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