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RECORDING A POWERPOINT PRESENTATION 
You can record a PowerPoint presentation adding audio and video as desired. When you are finished, the recording can 

be viewed in PowerPoint or can be exported to a MP4 file for upload to other applications and video hosting services. 

PREPARING TO RECORD YOUR PRESENTATION 

1. Create your PowerPoint presentation and save it as you usually would. 

2. Ensure that you have a microphone connected to your laptop and a webcam if you wish to add video. 

RECORDING YOUR PRESENTATION 

3. With your PowerPoint presentation open in editing mode, select the Slide Show tab. 

 

4. In the Set Up group, select Play Narrations and 

Use Timings if not already selected. 

5. Click Record Slide Show. 

6. In the Record Slide Show dropdown, click Clear 

if you need to remove timings or narrations 

that already exist in the presentation.  

7. Select Record from Beginning. 

 

 

 

8. In the recording window that opens, click the settings icon 

at the top right of the window to verify that the correct 

microphone and camera are selected. 

9. If you do not wish to record your camera, you can turn it off 

by clicking the camera icon at the bottom right of the 

window. (See image below.) 
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10. Click the Record button at the top right of the page to trigger a countdown and 

begin recording your presentation.  

11. While recording, you can perform the following actions. 

• Navigate through your presentation using the arrow button to the right of the slide. NOTE: You can only 

move forward while recording. For best results, pause speaking while the presentation moves to the next 

slide. 

• Access your Notes at the top center of the window. 

• Annotate slides using the tools and color palette at the bottom of the window. 

• Stop or pause the recording at any time using the controls in the upper left corner. 

• Close the recording window by pressing the escape (Esc) key.  

12. Click Stop when you have completed the recording. 

RE-RECORDING YOUR PRESENTATION 

RE-RECORD A SINGLE SLIDE 

You can clear the recording for a single slide by going to the specific slide. 

Click the “X” toward the top right of the window and choose “Clear 

Recordings on Current Slide.”  

Click Record to re-record the narration for the specific slide and then click 

Stop. 

RE-RECORD THE ENTIRE PRESENTATION  

If you wish to start over, click the “X” and choose “Clear Recordings on All Slides.” 

Start your recording again. 
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EXPORTING YOUR RECORDING TO MP4 

While your recording can be played in PowerPoint, you may wish to export it to a video file that can be played 

independently of PowerPoint on individual computers and through video hosting services. To convert your presentation 

to an MP4 file, do the following. 

1. In the File tab, click Export. 

2. Click Create a Video. 

 

3. Select the video quality that works best for how you plan to use the recording: Ultra HD (4K), Full HD, HD, or 

Standard. 

4. Choose Use Recorded Timings and Narrations. (If any slide does not have timing, it will use the default number 

of “Seconds spent on each slide.” 

5. Click Create Video.  

6. When prompted, specify the location where the video file should be saved. 

7. A progress bar will appear in PowerPoint at the bottom of the screen. The processing time will depend on the 

length of the presentation and the quality type selected.  

 

If you find your finished file is too large to upload to a streaming platform or cloud application, try reducing the 

quality and process it again. (A 5-minute video in Full HD will be about 100 MB.) 
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