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Introduction  
In PowerPoint, you have the option to record narration along with your 

PowerPoint Presentation.  This document will provide step-by-step  

instruction on recording narration in a PowerPoint Presentation.  

Recording Narration  
1. Plug in the Microphone. 

2. Click the Slide Show tab on the Ribbon. 

3. In the Set Up group, click Record Narration. The Record Narration dialog box will open  

(Fig 1). 

4. In the Record Narration dialog box, click the Set Microphone Level... button (Fig 1, 1) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. The Microphone Check dialog box will appear (Fig 2, 1). 

6. You will see a meter. Begin to speak and a bar will jump across the meter showing the sound 

level. You should see mostly green in the meter. Use the slider to adjust the microphoneôs  

sensitivity so that the level is as high as possible without showing any red (Fig 2, 1). 
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If the microphone is not working, make sure the microphone cable is properly connected to the 

back of your sound card and make sure you've installed the latest compatible drivers for your 

sound card. You may visit the site of the manufacturer and look for a Download or Drivers 

section there. 

 

7. Click the OK button. You will return to the Record Narration dialog box. 

8. Click OK. 

9. Begin to talk into the microphone. Everything you say will be recorded. 

10. Move to the next slide in the presentation and continue to record your narration for each slide. 

11. When you are done, press the ESC key on your keyboard. You will be prompted to save the  

presentation. 

12. Click the Save button (Fig 3, 1). 

13. Run your slide show. The narrations will be included. 

 

 

 

 

 

 

 

 

 

 

 

 

 


