
 

 

Making videos with PowerPoint  
 

Open your slideshow. 

From the top menu, choose Slide Show, then Record Slide Show.  

 

A new view will appear that is not yet recording. In the upper right corner you will find the audio and 

video settings; it’s worth running a test round before going for the real thing, to check if the quality 

of the audio is sufficient and everything is in order.  
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The lower right corner has the button for enabling you webcamera, so your students can see your 

face during the presentation. Audio and video are being recorded together, so you will not be able to 

completely take this out, only hide it. While you are recording, you can’t choose where the picture 

from your webcamera appears, however, once the recording is complete, you will be able to move it 

on the editing platform if e.g. it’s blocking a graphic or you want to make the webcam’s picture larger 

on the slide. 

You wouldn’t be alone feeling weird about having your face accompany your presentation, but it is 

easier to hold the attention of your audience if they see a human rather than just a series of static 

slides, so in the grand scheme of things, it’s worth it. 

The buttons to Record, Stop and Replay the recording are in the upper left corner. 

Once you press Record, you have 3 seconds before the recording goes live.  

You can move to the next slide with the arrows on the left and right side. When you use these, the 

recording does not stop, but it halts for a second, so take a breath before you continue speaking. 

 

The recording surface has several drawing tools you can use to highlight things on your slide – click 

on the Pen or Highlighter tools to do this. When you click on these, the cursor will change to a dot or 

a tiny rectangle; use the left mouse button to draw. Use the Eraser tool to clear your drawing. When 

you are using either of these tools during the recording, the movement of your cursor is not being 

recorded. 

Once your recording is complete, exit the recording surface by pressing ESC. Now you will be able to 

edit your recording.  



 

 

 

You can Trim your video by right-clicking on the webcam image.  

 

When you trim a recording, only the part between the red and green markers will be played in your 

video. This is extremely useful if you make a mistake, because you don’t have to re-record the whole 

thing, you can just restart whatever you were going to say on a particular slide, and trim the 

erroneous part in post-production. It is also worth trimming the first and last few seconds of the 

recording.  

 



 

 

 

If you click on the webcam picture and choose the Video Format menu, you get a set of picture 

editing tools such as Crop, Shape or Border. Keep in mind that any changes you want to make to this 

have to be set on each slide individually. 

Saving your video: by default, PowerPoint will save your file as a pptx. We recommend you always 

save your work in this format first, to be able to edit it later. If you want to upload your work in a 

video format for your students, however, also hit… 

Save As: you can choose MP4 format from the drop-down menu here. On the other hand, you will 

get more options if you choose… 

Export: we recommend using the settings ont he picture below. If you set the video quality lower 

than 720p, it will save you storage, ont he other hand, you may no longer be satisfied with its quality, 

so be sure to check before you go any lower. 



 

 

 

Now you just have to be patient for your video to be saved, which takes longer than saving a regular 

slide show. 

Pro tip: set your webcam roughly at eye level: this will provide a more natural, flattering view. The 

webcam of most laptops is typically slightly lower than eye-level, so it will show your face slightly 

from the bottom. 

Happy video-making!  

 


