
Preparation of PDF files (Windows PowerPoint 2016) 
※ PDF can be prepared similarly with Mac 

 
① Prepare presentation slides using PowerPoint (refer to below for number of slides, 

file size and aspect ratio). 
Number of slides: up to approx. 10 slides. 
File size: within 100MB 
Aspect ratio: 4:3 or 16:9 

     ※ Animations cannot be inserted into PDF 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

Please add explanatory descriptions in slides to allow for  
the understanding of slides without oral explanation. 

 
  



②  From the file tab, click on [Save as], change the file type to PDF (*.pdf) and 
[Save].  

 
 
 
 
 
 
 
③  Right click on the created PDF file and select [Properties]to display file size. 

Please confirm that the file size is within 100MB.  
 
④  Please upload your PDF file on the website below by March 5th (Fri.). 

https://jsbba2.bioweb.ne.jp/jsbba2021_upload/ 
   

Login to the website by filling in your online registration number and email address. 
When you click on [Select file] and upload your presentation file, the file type (PDF 
or MP4) will be checked automatically. Upload will be completed when the [Save] 
button is clicked.  
You may upload your PDF file as many times as you like by March 5th. The most 
recently uploaded file will be selected as the presentation file. 

 
 
 
 
 
 
 
  



Preparation of MP4 files (Windows PowerPoint 2016) 
 
Specifications for the MP4 file which contains the PowerPoint slides with audio are below. 

Number of slides: up to approx. 10 slides. 
Play time: within 10 min. 
File size: within 100MB 
Aspect ratio: 4:3 or 16:9 

 
①  Select [Start] > [Settings] > [System] > [Sound] and confirm that the input device is 

set as your microphone you wish to use. 
 
②  From the slide show tab, click on [Record slide show]. 
 
 
 
 
 
 
 
 
 
 
③ The view will be switched to the slide show record view. Your microphone and 

webcam can be switched on/off by clicking the icon on the right bottom corner. The 
size of your file can be reduced by switching the webcam off (when the webcam is 
turned on, your face will be displayed to the right of the slide show). When you click 
on the laser pointer icon, a red dot will be displayed on your monitor. Please point to 
details you wish to emphasize while presenting.  

 
 
 
 
 
 
 
 
 
 
 
 

カメラon/off

レーザーポインター



④ Click on the [Record] button to start recording and stop by clicking on the [Stop] 
button. You can review your recording by clicking on the [Play] button. Clicking on 
the [Clear] button will delete your recording (per slide), shall you wish to restart your 
recording.  
You can move on to your next slide by clicking the button on your right. Please record 
your presentation in a similar manner. Slides with audio recordings will be displayed 
the audio icon (    ). 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
⑤ After you record audio on all slides, create the MP4 file. 

From the file tab, click on [Export] > [Create video] and select your resolution. 
HD720p is selected for the example below (Please make sure that the file size is 
within 100MB when you select your resolution. Refer to Step ⑦ below on how to 
check the size of your file).  

 
 
 
 
 
 
 
 
 
 
 
 
 
  

記録・停止・再生
ボタン

次のスライドへ



⑥ Confirm that the menu below is set to [Use recorded timing and narrations] and click 
on [Create video]. Conversion of your file to a video file may take some time. Creation 
of the video file will be completed when the status bar is 100%. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
⑦ Right click the created MP4 file and select [Properties] to display the size of your file. 

Please confirm that the file is within 100MB.  
 
⑧  Please upload your MP4 file on the website below by March 5th (Fri.). 

https://jsbba2.bioweb.ne.jp/jsbba2021_upload/ 
 

Login to the website by filling in your online registration number and email address. 
When you click on [Select file] and upload your presentation file, the file type (PDF 
or MP4) will be checked automatically. Upload will be completed when the [Save] 
button is clicked.  
You may upload your MP4 file as many times as you like by March 5th. The most 
recently uploaded file will be selected as the presentation file. 

 
 
 
 
 
 
 
 
 
 
  



Preparation of MP4 file for Mac users 

(PowerPoint for Mac 16.46） 

 
Steps are mostly similar to Windows for Mac users, but there are some differences. Please 
create your MP4 file in the following steps. 
 
①  From [System settings] > [Security and privacy], enable your microphone on 

PowerPoint (place a checkmark on Microsoft PowerPoint).  
※Audio will not be recorded if you do not follow this step. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
② Select [Record slide show]. 
 
 
 
 
 
 
 
 
 
 
 
 
  



③ The view will be switched to the slide show record view. Please select the pointer by 
clicking the icon on the left bottom corner. When you click on the record button (the 
red circle on the top of the screen), recording will start after a 3 second countdown.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  ※ The message below may be displayed when this is your first time you make a 

recording. To reduce file size, please do not enable your webcam. 
 
 
 
  



⑤  After you record your audio, select [Export]. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
⑥ Select your resolution so that the file size is within 100MB, and click on [Export] to 

create your MP4 file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



⑦ The size of your file can be displayed by right clicking on your file or by selecting 
[File] > [Show item info]. Please confirm that the size of your file is within 100MB.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
⑧  Please upload your MP4 file on the website below by March 5th (Fri.). 

https://jsbba2.bioweb.ne.jp/jsbba2021_upload/ 
 

Login to the website by filling in your online registration number and email address. 
When you click on [Select file] and upload your presentation file, the file type (PDF 
or MP4) will be checked automatically. Upload will be completed when the [Save] 
button is clicked.  
You may upload your MP4 file as many times as you like by March 5th. The most 
recently uploaded file will be selected as the presentation file. 
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