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BEFORE WE START

OPEN POWERPOINT 

ON YOUR COMPUTER

LOG INTO YOUR 

GMAIL (EMAIL) IF YOU 

HAVE ONE 







YOUR RECORDED VIDEO QUALITY AND EFFECTS WILL BE 

AFFECTED BY

 Your version of Windows / MacOS or other operating system

 Your version of Microsoft Office (PowerPoint) software

 Your microphone and soundcard quality

 Your webcam quality and available lighting (if showing yourself)

 Your internet speed (if recording on Zoom or other online program)

 The internet speed of the viewer trying to access it on LMS (student)



It is ideal to have the Office 
365 version of PowerPoint 
to directly create a video from 

your recorded PowerPoint

You can download it and other 
Microsoft Office products for 

free from 
https://www.microsoft.com/en-

us/education/products/office

https://www.microsoft.com/en-us/education/products/office










TIPS FOR VOICE RECORDING

 Recordings are added to the presentation on a per-slide basis - to change a 

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

 You can rearrange the order of slides after recording.

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

speak while advancing the slide. 

 Include a very tiny gap of silence at the beginning and the end of each slide to ensure that 

your voice doesn’t get cut off while transitioning from one slide to the next.

 Your mouse-clicks, key-press sounds will be heard on recording, unless you use an 

external microphone close to your mouth

 Tip – minimise use of such clicks

 PREVIEW - 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.



DEMONSTRATION OF 

RECORDING ON PPT 

(OFFICE 365)



A SIMPLE STEP-BY-STEP GUIDE TO RECORDING WITH PPT ON 

OFFICE 365

 https://support.office.com/en-us/article/record-a-slide-show-

with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-

e47d8741161c

Google classroom

Class code : 75mqvv2

https://support.office.com/en-us/article/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c


 Office 365 (paid version, on Windows)

 Others 

a) Use Zoom

b) Use a video recorder (e.g. QuickTime on Mac), and record 
yourself over the ppt show*

 note – it won’t be easy to correct recording on each slide this 
way, needs to be done like a real lecture



SOME FREE SCREEN RECORDER / VIDEO EDITOR SOFTWARE

 Activepresenter

 Screencast-o-matic

 Screencast.com

 Flashback express



SAVING YOUR RECORDED 

PPT AS VIDEO



FIRST – SAVE YOUR PRESENTATION AFTER RECORDING

 Save your (recorded) PowerPoint lecture as a presentation 

(.pptx or .ppt) file by clicking ‘save’

 If you like, save it as a PowerPoint show too (.ppsx)









 Choose desired folder to save the video 

 Leave save format as MPEG-4 (default)

 The video creation process can take up to several hours 

depending on the length of the video and the complexity of the 

presentation

 For a long video, until saving is done, make sure there is power 

supply and your machine won’t shut down

When you save as 

MPEG-4 the file type 

will be MP4



YOU CAN TRACK THE PROGRESS OF THE VIDEO CREATION BY 

LOOKING AT THE STATUS BAR AT THE BOTTOM OF YOUR SCREEN



DEMONSTRATION OF 

SAVING RECORDED 

PPT AS A VIDEO



COMPRESSING THE VIDEO (REDUCING FILE SIZE)

 New LMS ≤ 200mb per file

 Videos get larger when they

 are longer

 contain videos embedded (including yourself)

 contain many animations

 Format = .mp4



METHODS TO REDUCE VIDEO SIZE

 YouTube*

 Video compression software

 Handbrake*

 Split presentation (before or after recording but before saving as a 

video file)



USING YOUTUBE TO REDUCE VIDEO FILE SIZE

 You need to have a Gmail address

 That will give you a YouTube link

 By clicking on that, you will go to Youtube

 Then you need to create your own YouTube channel / account

 On normal  Youtube account you can only upload a video that is 15 minutes 
long

 You need to VERIFY your Youtube account

 Can upload a video that is 12 hours long or 128GB in size!



Emails 

























DEMONSTRATION 

USING YOUTUBE FOR 

VIDEO COMPRESSION



https://support.google.com/youtube/troubleshooter/

2888402?visit_id=637267563314749006-

610275633&rd=1

https://support.google.com/youtube/troubleshooter/2888402?visit_id=637267563314749006-610275633&rd=1


https://support.google.com/youtube/answer/57407?hl=en-GB

INSTRUCTIONS ON HOW TO UPLOAD VIDEOS TO YOUTUBE

https://support.google.com/youtube/answer/57407?hl=en-GB


UPLOADING A LECTURE WILL TAKE SOME TIME















BEFORE COMPRESSION ON YOUTUBE AND AFTER

VIDEO FILE 218 MB VIDEO FILE 40.9 MB





PPT ON OFFICE 

2019













PPT ON OFFICE 

2016











PPT ON OFFICE 

2013







PPT ON OFFICE 

2010













PPT ON OFFICE 

2007

PPT ON OFFICE 

2007











Right 

click







WHEN USING 

PPT 2003 OR 

2007

Shows amount of 
recording time 
available based on free 
space on your 
computer. 

LINK NARRATION -
separate audio file, 
don’t click



PPT ON OFFICE 

XP











Do not let the 
technology beat you

Do test recordings 
to get used to it


