
 
 
 
 

Procedure for Recording Video with PPT File 

Prepared by Dr. Jie Han 

 

(This procedure is prepared based on Powerpoint 2016. The procedure may vary with a 

different version of Powerpoint.) 

Before recording, it is recommended to save your ppt file as a different name in case 

you need this file for future use without any video. The ppt file after recording will be 

embedded with recording on each slide.  

To start recording, click the tab “Slide Show” In the ppt file as follows: 

 

Click the little arrow under “Record Slide Show”, it will give you two options as follows: 

 

Select “Start Recording from Beginning …” for the first-time recording and the following 

window will appear: 



 
 
 
 

 

Make sure both checkboxes are checked. Click “Start Recording”, a recording window 

will appear as shown below and the ppt will start the slide show and recording 

immediately.  

 

Now you can start to talk as a typical presentation. Complete talking for each slide and 

then advance to next slide. Do not advance slides while talking; otherwise, some 

voice is lost during slide advancing. When you finish recording, click the x on the 

recording window and the ppt will end the slide show and recording at the same time.  

You may pause your recording by clicking “Pause” on the recording window. During 

your recording, do not switch back to any previous slide because it will erase the 

pre-recorded voice and re-record a new voice on that slide. To meet your need and 

avoid this problem, copy the slide you would like to switch back and paste it as next 

slide.    

If you like to re-record your voice on a specific slide, click the little arrow under “Record 

Slide Show” again, it will give you two options as follows: 

 



 
 
 
 

 

 

This time, chose “Start Recording from Current Slide …” and follow the same steps as 

above. After you record this specific slide, click the x on the recording window and the 

ppt will end the slide show and recording at the same time.  If there is only one slide 

to be re-recorded, make sure the current recording ends before advancing to next 

slide; otherwise, the pre-recorded voice on next slide will be erased. 

When you are done with all the recording, click “File”. The following window will appear 

and select “Export” and then click “Create a Video”. 

 

The window will expand as shown below: 



 
 
 
 

 

Select “Presentation Quality”.  

For next option, select “Use Recorded Timings and Narrations” as shown below 

Then click the “Create Video” button in the following window: 

 



 
 
 
 

A “Save As” window will appear, and select the folder to save to, type a file name, and 

select the file type as “MPEG-4 Video”. Click the “Save” bottom, the ppt starts to convert 

the ppt file into a video file (the conversion time depends on the file size and it may take 

hours to complete the conversion). 

 

Before closing the ppt file, save the file into a ppt file so that you may make 

corrections later if needed.  

After the video is created, watch the whole video to ensure its quality and decide 

whether some slides need to be recorded.  

Do not use different computers and/or microphones for recording on different 

slides because they may create different sound quality.  


