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POWERPOINT PRESENTATION FORMAT

Please note that all MCEC meeting rooms are equipped with 16:9 aspect ratio (widescreen)
screens. Before creating your presentation check that the slide size is set to 16:9 ratio. This is
to ensure your PowerPoint presentation looks its best and fills the entire screen.

Presentation title Presentation title

Subtitle Subtitle

16:9 ratio presentation on 16:9 screen 4:3 ratio presentation on 16:9 screen
To change the slide size: O 5  a
1. Select the Design tab of the toolbar ribbon. o P
2. Select Slide Size near the far-right end of the [ sanderdan |
toolbar.

[] widescreen (16:9)

3. Select Widescreen (16:9).

Custom Slide Size.

When saving your PowerPoint presentation ensure you save all associated files with it. Place all
the fonts and files you have linked to your presentation in the one folder, which can then be
transferred to USB or laptop for transport.

It is highly recommended that all files are downloaded and embedded into your presentation
prior to coming onsite. Where possible, do not use internet links or YouTube.

Embedded media files
Preferred formats for embedding media files into presentations are:

Video: .mp4, .wmv, .mpg, .avi

o 16:9 widescreen aspect ratio

e 1920x1080 resolution (1080p)

e Export videos in H.264 codec at 50fps (frames per second)

Audio: .mp3, .mp4, .wav
Images: .jpeg, .png, .gif, .bmp
e 1920x1080 resolution (1080p)

PowerPoint Options

Embedded fonts

Please also embed fonts '|n your General E Customize how documents are saved.
. . . . Proofing

presentation by navigating to File > == T

Options) then SeleCt Save' Language Save files in this format: PowerPoint Presentation X

At the bottom Of the Window, Ease of Access Save AutoRecover information every | 10 2| minutes

13 ] ] ” Advanced Keep the last AutoRecovered version if | close without saving

CheCk“ Embed fonts ]n the f,';lle ’ Ciitoe Rl AutoRecover file location:

then Em bed all CharaCterS . e e [] Don't show the Backstage when opening or saving files with keyboard shortcuts
Quick Access laolbar [] Show additional places for saving, even if sign-in may be required.
Add-ins [ Save to Computer by default
Trust Center Default local file location:

Default personal templates location:

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office
Dacument Cache.

Learn more

Server drafts location:

Preserve fidelity when sharing this presentation: I!:j Presentation

[ Embed fonts in the file G ]

Embed only the characters used in the presentation (best for reducing file size)

O ?Embed all characters (best for editing by other people)
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