
Step by step instructions to record your Camera and 
PowerPoint slide show. 

1. Open the following application on your computer to start your video recording; 

Camera – Windows PC  

 

i. Change the setting on the right-
hand side to video. 

ii. Do a test record to check the 
camera shot and sound.  

iii. The recording can be found in 
your user folder under 
Pictures/Camera Roll 

iv. If the test recording is good, set 
your Camera app to record and 
open your PowerPoint 
presentation. 

Photo Booth – Apple Mac 

 

i. Change the setting on the 
bottom left-hand side to movie. 

ii. Do a test record to check the 
camera shot and sound.  You 
can do this by clicking on your 
recording in the bar below. 

iii. If the test recording is good, set 
Photo Booth to record and open 
your PowerPoint presentation. 

2. With your PowerPoint presentation open, on the Slide Show tab, click Record from 
Beginning 

 



3. In the Record Slide Show box, check the following boxes for your recording, and 
click Start Recording. 

 

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

 

• Go to the next slide:   

Please DO NOT use the  
• Pause the recording:   
• Re-record the current slide:   

Note - If you need to re-record presentation, please go back to the beginning of 
these instructions. 

 

5. To use ink, eraser, or the laser pointer in your recording, right-click the slide, 
click Pointer options, and pick your tool: 
• Laser Pointer 
• Pen 
• Highlighter 
• Eraser (This option is greyed out unless you have previously added ink to some 
 slides.) 

To change the colour of the ink, click Ink Colour. 



 

6. To end your recording, right-click the final slide, and click End Show. 

 



Tip: 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. 

 

In this process, what you record is embedded in each slide, and the recording can be 
played back in Slide Show.  

 

7. Preview your recorded slide show 

On the Slide Show tab, click From Beginning or From Current Slide. 

During playback, your animations, inking actions, laser pointer, audio and video play 
in sync. 

 

 

 

 

 

 



8. To save your show, click File, then Save As, then change the filetype to PowerPoint 
Show (.ppsx). 

 

9. You will need to upload all three files to the Dropbox link sent to your email. 

i. Your original PowerPoint (.pptx) file 
ii. Your recorded PowerPoint Show file (.ppsx) 
iii. The recorded Video file.  On a Windows PC, The recording can be found in 

your user folder under Pictures/Camera Roll.  On an Apple Mac, you can right-
click on your recorded video and export the file ready for uploading 

 

Recording tips 
• Do a test record in your Camera App (Windows PC) Photobooth App (Apple Mac) 

beforehand. Play it back to ensure that you are happy with the way the camera 
looks and that the audio is clear. 

• DO NOT make reference to the fact that your presentation is recorded.  It will be 
played as if it is being presented live. 

• Where possible, record your presentation in the same outfit, in the same location 
as you will be for the Q&A during the virtual event. 

 


