
How to Record Audio for a PowerPoint 
Presentation

A step by step guide



• On the main home page select ‘Slide Show’

• Make sure ‘Play Narrations’, ‘Use Timings’, 
‘Show Media Controls’ options are selected



• Select ‘Record Slide Show’ to switch to the recording screen
• You can choose to record audio from the beginning of the presentation or from the 

current slide.



• Click here to record, stop or replay audio



• This symbol let us know that audio has been
recorded and is ready to play.



• After turning on the camera, click this button to 
preview your video.

• This button let us record a video to add to your 
slides. You should click this button to turn on/off 
your camera before starting the audio recording.



• Click through each slide to add audio to any
additional slides.



Converting presentation to a video file

• Pre-recorded presentations will be uploaded to a YouTube
channel. Therefore, after audio recording, PowerPoint 
presentations should be converted into a video file.

• Video file format should be ‘*.mp4’.



• On the main home page, select ‘File’.

Converting presentation to a video file



• Click ‘Export’ and then ‘Create a Video’



• For video quality, Full HD (1080p) is recommended.
• Make sure ‘Use Recorded Timings and Narrations’ 

are selected.
• Click ‘Create Video’



• Select type as *.mp4 and then click ‘Save’.



• Wait for ‘Creating video *.mp4’ progress bar to 
finish



How to Record Audio for a PowerPoint 
Presentation

• If you have any questions, 
please reach out to the 
Organizing Committee.


