Audio & Productivity Tools

Al Voiceovers, Music, Presentations & Smart Summarization

A practical guide to Al-powered voiceovers and music generation, Al presentation tools,
document/meeting summarization, and the essential audio & productivity Al tool stack.

A Study Guide for Al Learners
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1. Al for Voiceovers and Music Generation

Text-to-Speech (TTS) tools convert written text into natural-sounding human speech, while Al music
generators create original songs or background tracks from text prompts. These tools are
transforming content creation for videos, podcasts, ads, and audiobooks.

Text-to-Speech (Voiceovers)

. Choose a voice that matches your content's tone (calm narrator, energetic host, professional
announcer).

o Use punctuation deliberately — commas and periods control pacing and pauses in the
generated speech.

. Many tools support emotion/style tags to make speech sound excited, sad, or serious.

o Voice cloning lets you create a custom voice from a short sample recording (use responsibly

and with consent).

"Cenerate a warm friendly femal e voiceover reading this script at a nbderate pace,
with a short pause after each sentence."

Al Music Generation

. Describe genre, mood, tempo, and instruments for the best results.
o Reference a use case (background music for a vlog, upbeat jingle for an ad) to guide the style.
. Some tools can aenerate full sonas with Ivrics and vocals from a simple text promot.

"Create an upbeat, 90 BPM Il o-fi hip-hop instrumental track, perfect for a
study/ productivity video, with soft piano and vinyl crackle texture."



2. Al for Presentations

Tools like Gamma and Beautiful.ai turn a simple topic or outline into a fully designed presentation,
handling layout, design, and even icons automatically — saving hours of manual slide design.

How to Get the Best Results

o Start with a clear topic and target audience (e.g. 'investor pitch' vs 'internal team update").

o Provide key talking points or an outline — the more structure you give, the less the Al has to
guess.

. Specify tone and visual style (minimal, corporate, colorful, playful).

. Review and edit the auto-generated content — treat the Al's draft as a strong starting point, not

a final product.

"Create a 10-slide investor pitch deck for a sustainable packagi ng startup,
prof essi onal and clean style, including problem solution, market size, business
nodel , and team slides."

These tools are great for speed, but always double-check facts, numbers, and branding before presenting.



3. Summarizing Documents and Meetings

Al can drastically cut down time spent reading long reports or reviewing meeting recordings by
extracting the key points, decisions, and action items automatically.

Document Summarization

o Ask for a specific format: bullet points, executive summary, or key-takeaways list.
o Specify length constraints (e.g. 'summarize in under 200 words').
o For verv lona documents. break them into sections and summarize each. then combine.

"Summarize this 20-page report into 5 key bullet points, focused on financial risks
and opportunities."

Meeting Summarization

. Many tools (e.g. built into Zoom, Google Meet, or standalone apps) auto-transcribe and
summarize meetings.

. Ask specifically for action items with owners and deadlines, not just a general summary.

. Use Al to aenerate follow-up emails directly from the meetina transcript.

"Fromthis neeting transcript, extract: 1) key decisions nade, 2) action itens with
owners, 3) open questions for next tinme."



4. Tool Stack: ElevenLabs, Suno Al, Gamma

ElevenLabs Text-to-Speech / Voice CloHigyly realistic voices, multilingual, voimeoeonarg, audiobooks, podcasts, dubbing
Suno Al Al Music Generation Full songs with lyrics and vocals fromBexkgroommsmusic, jingles, creative music projects
Gamma Al Presentations Instant deck generation from a topic dpitaktlotecks, reports, quick professional presentations

Common workflow: draft your content, generate a voiceover in ElevenLabs, add a background track from
Suno Al, and put together a supporting presentation in Gamma — all in one afternoon.



5. Practice Exercises

. 1. Write a TTS prompt specifying voice tone, pacing, and emotion for a 30-second ad script.

o 2. Write a music generation prompt describing genre, mood, tempo, and use case.

. 3. Write a prompt to generate a 5-slide presentation outline on a topic of your choice.

. 4. Write a summarization prompt that extracts action items with owners from a meeting
transcript.

o 5. Try combining a voiceover script with a Gamma-generated presentation for a mini project.



6. Quick-Reference Cheat Sheet

Voiceover (TTS) voice tone, pacing, emotion, punctuation for pauses
Music Generation genre, mood, tempo (BPM), instruments, use case
Al Presentation topic, audience, outline/talking points, visual style
Document Summary format (bullets/summary), length limit, focus area
Meeting Summary decisions, action items with owners, open questions

These tools can save hours of manual work every week — the key is learning to give them clear,
specific direction, just like with text and image generation.



