
Exploring 
Office Mix 

Task:
___  Navigate through various features of MS 
PowerPoint-Office Mix

Equipment needed: Computer, Microsoft Power point 2013  & 
above
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Are	you	ready!

Let	us	start	by	selecting	a	beautiful	 cover	
picture!	

Just	click	the	‘Insert’	tab	within	
PowerPoint	to	add	your	own	photo	
or	an	online	image.	

Office	Mix



Getting	started:	Let	us	try	creating	a	basic	recording

Click	Record

Is	your	MIX	tab	missing?		Go	here.
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Use the button to advance through slides, and      to advance 
through animation when recording.

When the recording is finished, the audio/video is split and is 
inserted on each slide.

You can move the audio/video position on the slide.

You can re-record any slide or combination of slides.

Here are some tips 
for you to 
remember while 
doing the 
recording:
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Click	Quizzes Videos Apps

How	about		creating	and	inserting	a	quiz?
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Click	Screen Recording

Next,	Let	us	try	recording	a	screen	capture
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Click	Upload to Mix

Good	Job,	It	is	time	to	upload	&	Share	your	Mix
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Congratulations!
You can do more with Office Mix, from that ribbon, you click buttons to integrate 
quizzes and videos into the PowerPoint, record narration or video, add whiteboard-like 
drawings, and essentially turn what might have been a static series of slides into a full-on 
multimedia lesson.

woohoo!


