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Adding Narration to PowerPoint 
Adding narration to Microsoft PowerPoint is quite straightforward. Ideally, you will have a headset 
with a microphone but if you haven’t got one, your Windows laptop or MacBook will suffice. 

This is only a brief guide, if you need more details about the various versions of PowerPoint on 
Windows or Mac, you can find them here… Record a slide show with narration and slide timings 

Once you have built your presentation slides and have a good idea of what you want to say on each 
slide, you should be ready to go. 

Getting started (find a quiet spot) 
Click on the slide where you would like to start your narration and then on the PowerPoint ribbon, 
choose the Slide Show toolbar and then the Record Slide Show button. This will take you to the 
narration interface. 

 

1. In the settings menu choose your microphone and camera 
2. Turn your in-picture image off or on as desired. Make sure your microphone is not muted 
3. Click the Record button to start narrating 

 

 

To start your recoding press the R key on the keyboard, to pause press I, to stop press S and to 
replay press V. Use the spacebar or arrow keys to move to the next slide without stopping the 
narration, however, you can pause (with the I key) at any time. 

https://support.office.com/en-gb/article/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c#OfficeVersion=Office_365
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Practice a few recordings to start with so that you can test your microphone and become familiar with 
the controls. When you are ready to start, on the PowerPoint ribbon, under the recording button, click 
the down arrow and choose to Clear your narration from all slides. 

You can re-record any slide without having to start from the beginning. Just go to the slide you would 
like to edit and click record again. PowerPoint will overwrite the recording on that slide 

Once you have finished recording, save the PowerPoint in the normal way. 
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