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Workshop Agenda

Configuring MS Producer
Importing media into MS Producer
MS Producer overview
Creating and editing a MS Producer 
project
Making a “Table of Contents”
Publishing project

Configuring MS Producer
Tools → Options → Timeline

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

media includes
audio files (music/narration/etc.)
HTML files (web pages)
images (pictures)
PowerPoint slides
video

see next slide

Media Folders

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

Double click icon to import media for project

Selecting Media

Control click
on files to 
select several
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Media is imported

Importing Next Media Type

Select next media type to 
import for project
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Producer Screens – Media Tab

Preview Window

Timelines – each media type has its own

Media files for media type

Producer Screens – Preview Tab

Hide timeline for better preview
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Producer Screens – Table of 
Contents Tab

Creates intro project screen and the project table of contents

Intro Project Screen

Title

Image

Description
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Project Table of Contents

Table of Contents

when project is finished, create Table of 
Contents and Intro screen
slides become the table of contents
intro screen needs

a good title
presenter name (optional but recommended)
image (for added interest while project loads)
description (to read while project loads)
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Creating Table of Contents

Begin with 1st slide – click to select then click the Change… button

Add meaningful title
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Titles Added

Intro Screen Information
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Publishing Project

supporting files created
html
xml
and others

accept the defaults
see next screens

File → Publish Presentation…
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Publish to My Computer

Add file name and location for files
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Select folder where files will go

Add title, etc. if not done already
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Publish Setting

Use suggested 
settings

Publish

Tip – Click Next button twice to begin
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Publishing Progress

Presentation Preview


