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Recording Tips for Microsoft PowerPoint:   

• Only versions 2016-2019 of Microsoft PowerPoint will have the video recording feature. If 

you do not have a camera option for recording, please place a professional photo of you in 

the bottom righthand corner of your slides throughout your presentation.  

  

• Recordings are added to the presentation on a per-slide basis, so if you want to change a 

recording, you only have to re-record the affected slide or slides. Also, you can rearrange the 

order of slides after recording without having to re-record anything. This also means it's easy 

to pause for a break while recording a presentation.  

• PowerPoint doesn't record audio or video during transitions between slides, so don't speak 

while advancing the slide. Also, include a brief buffer of silence at the beginning and the end 

of each slide to make the transitions smooth and ensure that you don't cut off audible 

narration while transitioning from one slide to the next.  

• You can't record narration in PowerPoint for the web. Use a desktop version of PowerPoint 

to record your narration.  

• Use video preview to make sure everything is set up correctly before recording.  

• Before you get too far down the road of recording your presentation, make sure your audio 

and video sound and look the way you expect.  

• You can’t go back to previous slides while PowerPoint is recording. 

SUMMARY (detailed instructions follow):  

Step 1: Open Software.  

Step 2: Prepare for Your Recording.   

Step 3: Record Your Presentation. 

Step 4: Review Your Recorded Presentation. 

Step 5: Save Your Recording. 

Step 6: Submit Your Video. 

 

*If you have any questions or need assistance with your recording, please contact Lizzy Herrera 

at narba.herrera@gmail.com    



2 of 5 

  

Step 1: Open Software.  

Open your presentation with Microsoft PowerPoint on your desktop and select “Slide Show”  

“Record Slide Show” “Set Up”  “Record from Beginning”.   

 
  

Step 2: Prepare for Your Recording.  

If you need to change your microphone or camera settings, select the “Setting” dropdown 

button in the top righthand corner of the screen.   
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Step 3: Record Your Presentation.  

When you are ready, select the red button labeled record. Recording will begin after a 3 second 

countdown. You may use the mouse or the arrows on your keyboard to progress through your 

presentation. Wait at least 5 seconds at the beginning and end of your presentation.  

 
  

  

a. During recording. You can preview your recording at any time by clicking “Stop”  

“Replay”. If during your presentation you wish to re-record a slide, hit the square “Stop” 

button in the top left-hand corner then click the “Clear” dropdown button in the top 

righthand corner. Select  

“Clear Recordings on Current Slide” and select the red “Record” button to begin 

recording again.  
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Step 4: Review Your Recorded Presentation.  

To preview your recording, go to “Record Slide Show” and select “Record from Beginning”. You 

will now have the option to click the “Replay” button and PowerPoint will play through your 

entire presentation.   

 

  

Step 5: Save Your Recording.  

Once you are satisfied with your recording, click “File”  “Export”  “Create a Video”. With 

the default settings, click the “Create Video” button. Save your recording using the following 

format: Block#_Last Name_Presentation Title.mp4 and PowerPoint will begin exporting your 

recording as a mp4 video file. This will take a few minutes.     
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Step 6: Submit Your Video.  

Send the link to your video file to narba.herrera@gmail.com. The file will be too large to attach, 

so you may use whichever cloud service you prefer (GoogleDrive, Box, OneDrive, DropBox, 

etc.).  

  

If you have any questions or need assistance with your recording, please contact Lizzy Herrera 

at narba.herrera@gmail.com   

              


