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HOW TO RECORD A SLIDE SHOW 
 

All presenters must record the slide show and submit it as a video file. This article explains how to record a 
slide show with narration and slide timing on Microsoft PowerPoint. Please refer to the description of the 
version you are using in the list below. If you need more information, you can find it at the following link: 
(https://support.office.com/en-us/article/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-

b1e7-e47d8741161c#OfficeVersion=Office_365) 

 

1. Microsoft 365 for Windows 
 ① Turn on the Recording tab of the ribbon: On the File tab of the ribbon, click Options. In the Options 
dialog box, click the Customize Ribbon tab on the left. Then, in the right-hand box that lists the available 
ribbon tabs, select the Recording check box. Click OK. 

 

 

② To get ready to record, select Record Slide Show on either the Recording tab or the Slide Show tab 
of the ribbon.  

- Clicking the upper half of the button starts you on the current slide. 
- Clicking the lower half of the button gives you the option to start from the beginning or from the 

current slide. 
- The Clear command deletes narrations or timings, so be careful when you use it. Clear is grayed 
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out unless you have previously recorded some slides. 

 

 
③ The slide show opens in the Recording window (which looks similar to Presenter view), with buttons 

at the top left for starting, pausing, and stopping the recording. Click the round, red button (or press R on 
your keyboard) when you are ready to start the recording. A three-second countdown ensues, then the 
recording begins. 

- The current slide is shown in the main pane of the Recording window. 
- You can stop the recording any time by pressing Alt+S on your keyboard. 
- Navigation arrows on either side of the current slide allow you to move to the previous and next 

slides. 
- PowerPoint for Microsoft 365 automatically records the time you spend on each slide, including 

any Animate text or objects steps that occur, and the use of any triggers on each slide. 
- You can record audio or video narration as you run through your presentation. The buttons at the 

lower-right corner of the window allow you to toggle on or off the microphone, camera, and 
camera preview: 

 

If you use the pen, highlighter, or eraser, PowerPoint records those actions for playback also. 

 

If you re-record your narration (including audio and ink), PowerPoint erases your previously 
recorded narration (including audio and ink) before you start recording again on the same slide. 
You can also re-record by going to Slide Show > Record Slide Show. 

 
④ You can pick a pointer tool (pen, eraser, or highlighter) from the array of tools just below the current 

slide. There are also color selection boxes for changing the color of the ink. (Eraser is grayed out unless 
you have previously added ink to some slides.) 
 
⑤ To end your recording, select the square Stop button (or press S on your keyboard). 
When you finish recording your narration, a small picture appears in the lower-right corner of the 

recorded slides. The picture is an audio icon, or, if the web camera was on during the recording, a still 
image from the webcam. 



 

3 
 

 

- The recorded slide show timing is automatically saved. (In Slide Sorter view, the timings are 
listed beneath each slide.) 

 
⑥ On the File menu, select Save to ensure all your recent work has been saved in PowerPoint 

presentation format (.pptx). Then, Click File > Export > Create a Video. (Or, on the Recording tab of the 
ribbon, click Export to Video.) 

- In the first drop-down box under the Create a Video heading, select the video quality you want, 
which pertains to the resolution of the finished video. The appropriate quality should be selected 
so that the final video file does not exceed 500 MB. 

- Click Create Video to save the video file. In the File name box, enter a file name for the video, 
browse for the folder that will contain this file, and then click Save. 

 

2. PowerPoint 2013-2019 for Windows 
 ① With your presentation open, on the Slide Show tab, click Record Slide Show. 

- Clicking the upper half of the button starts you on the current slide. 
- Clicking the lower half of the button gives you the option to start from the beginning or from the 

current slide. 
- The Clear command deletes narrations or timings, so be careful when you use it. Clear is grayed 

out unless you have previously recorded some slides. 

 

 
② In the Record Slide Show box, check or clear the boxes for your recording, and click Start Recording. 
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- Slide and animation timings: PowerPoint automatically records the time you spend on each slide, 
including any animation steps that occur, and the use of any triggers on each slide. 

- Narrations, ink, and laser pointer: Record your voice as you run through your presentation. If 
you use the pen, highlighter, eraser, or laser pointer, PowerPoint records those for playback as 
well. 

 
③ At the top left corner of the window is the Recording toolbar, which you can use to: 

 
- Go to the next slide:  
- Pause the recording:  
- Re-record the current slide:  

 
④ To use ink, eraser, or the laser pointer in your recording, right-click the slide, click Pointer options, and 
pick your tool. 
 
⑤ To end your recording, right-click the final slide, and click End Show. 
When you finish recording your narration, a sound icon appears in the lower-right corner of each slide that 

has narration. 
The recorded slide show timings are automatically saved. Timings are shown in Slide Sorter view just 
beneath each slide. 

 

 
⑥ On the File menu, select Save to ensure all your recent work has been saved in PowerPoint 

presentation format (.pptx). Then, Click File > Export > Create a Video. (Or, on the Recording tab of the 
ribbon, click Export to Video.) 

- In the first drop-down box under the Create a Video heading, select the video quality you want, 
which pertains to the resolution of the finished video. The appropriate quality should be selected 
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so that the final video file does not exceed 500 MB. 
- Click Create Video to save the video file. In the File name box, enter a file name for the video, 

browse for the folder that will contain this file, and then click Save. 
 

3. PowerPoint 2010 for Windows 

 ① On the Slide Show tab, in the Set Up group, click Record Slide Show   

 ② Select one of the following: 
- Start Recording from Beginning 
- Start Recording from Current Slide 

 ③ In the Record Slide Show dialog box, select the Narrations and laser pointer check box, and if 
appropriate, select or clear the Slide and animation timings check box. 
 ④ Click Start Recording. 

- To pause the narration, in the Recording shortcut menu, click Pause. To resume your narration, 
click Resume Recording. 

- Press and hold Ctrl, and then click and drag the left mouse button to point to the contents on the 
slide that you want to draw attention to. 

- To move to the next slide, release Ctrl, and then click the left mouse button. 
 ⑤ To end your slide show recording, right-click the slide, and then click End Show. 
 ⑥ On the File menu, select Save to ensure all your recent work has been saved in PowerPoint 
presentation format (.pptx). Then, On the File menu, click Save & Send. Under Save & Send, click 
Create a video. 

- To display all video quality and size options, under Create a video, click the Computer & HD 
Displays down arrow. The appropriate quality should be selected so that the final video file does 
not exceed 500 MB. 

- Click the Don't Use Recorded Timings and Narrations down arrow, and choose an option. If 
you didn't record and time voice narration and laser pointer movements, click Don't Use 
Recorded Timings and Narration. If you recorded and timed narration and pointer movements, 
click Use Recorded Timings and Narrations. 

- Click Create Video to save the video file. In the File name box, enter a file name for the video, 
browse for the folder that will contain this file, and then click Save. 

 

4. macOS 
 ① Click the Slide Show tab, select the slide where you want the recording to begin, and then click 
Record Slide Show. 
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② During recording, use Ctrl+click to access the recording commands that let you navigate through the 
slides, change cursors, or trigger screen blackouts or whiteouts.  

 
③ Click End Show to stop recording. 
④ A Save dialog box appears. Click Yes to save your recording, or No if you want to record it again. 

- Saving overwrites anything you've previously recorded. If you want to record another slide show 
with the same set of slides, save your presentation file with a different name. 

 ⑤ Click Play from Start to preview your recording. 
 ⑥ Select File > Export. 

 

- Don't use Save As, because it doesn't offer video options. 
 ⑦ Open the File Format list and select the video format MP4. 
 ⑧ Select the video Quality you want: Presentation Quality, Internet Quality, or Low Quality. The 
appropriate quality should be selected so that the final video file does not exceed 500 MB. 
 ⑨ If you have recorded timings and want to use them in the video you create from your presentation, 
make sure the box next to Use Recorded Timings and Narrations is checked. You can also choose to set 
the amount of time the video will spend on each slide if you don't have a set timing. 
 ⑩ When you've made all your selections, choose Export. 
 


