
Portfolio Instructions 
 

In this series of documents, you will find the steps needed to configure 
PowerPoint’s proper file type, properly record a narrated lecture in PowerPoint, 
and ensure that audio is embedded into your presentation. 

 

Please review the documents that follow in this order: 

1. Adjusting Default ‘Save As’ Settings in PowerPoint 
2. PowerPoint Narration Instructions: Microsoft Office 2013 (if using PC) 
3. PowerPoint Narration Instructions: Microsoft Office for Mac 2011 (if using Mac) 
4. Multimedia Check for PowerPoint 



Setting Default ‘Save As’ Settings in PowerPoint 
 

Checking and setting the default ‘Save As’ settings as a PowerPoint Presentation (PPTX) addresses an issue 
where users cannot embed audio with their PowerPoint Presentations. 

To check and set the default do the following: 

For PC: 

1. Open PowerPoint 2013. 
2. Click the FILE tab at the top-left corner of the window. 

 

   

3. Click Options in the column at the left side of the window to open a new PowerPoint Options 
window. 

 

  

 

 



  

4. Click the Save option to choose settings for saving documents. 

  

  

5. Click the drop-down menu to the right of Save files in this format, then click the PowerPoint 
Presentation option. 

  

6. Click the OK button at the bottom of the window to apply your changes and close the window. 

For Mac:  

1. Open PowerPoint in Office for 2011. 
2. Click the PowerPoint tab at the top-left corner of the window, and select Preferences. 

 

   



3. Click Save in the PowerPoint Preferences window, and check to be sure that PowerPoint 
Presentation (.pptx) is selected, and click OK. 

 

 

  

 

 

 



Record a slide show with narration for PowerPoint: Office 2013 for PC 
 

Notes 

• To do this, your computer must be equipped with a sound card, microphone, and speakers.  
These are common hardware items that are available on most desktop and laptop computers.  
Make sure that you aren't running any other sound recording applications, such as Speech 
Recognition. 

• As a best practice, record your first slide’s Narrated Audio, save the entire presentation as 
outlined below, and perform a Multimedia Clip check to make sure audio is embedded. (See 
section entitled, ‘Checking for Multimedia in PowerPoint Presentations’) 

1. With your completed and saved presentation open, on the Slide Show tab, click the Record Slide 
Show down arrow. 

 

2. Choose one: 
o Start Recording from Beginning  
o Start recording from Current Slide  
o Clear  

Caution:   Clear is grayed out unless you have previously recorded some slides. Be careful when 
choosing Clear, as you can permanently delete your narrations or timings. 

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

 



 

Tips:  More about these options: 

o Slide and animation timings: PowerPoint automatically records the time you spend on 
each slide, including the times of animation steps and the use of any triggers on each 
slide.  

 

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

 

o Go to the next slide -  
o Pause the recording -  
o Re-record the current slide -  

Important:   If you re-record your narration, PowerPoint will erase your previously recorded 
narration before you start recording again on the same slide.  

You can also re-record by going to the Slide Show tab > Record Slide Show.  

5.  On the File tab, select Save As. 

 

 

 

 

 

 

 

 

 

 

 



6. Select a folder under Recent Folders or select Browse, pick a path and file folder, and then name 
the file.  
 

7. In the Save as type list, make sure that PPTX (PowerPoint Presentation) is selected.  This will 
ensure the audio saves with your presentation. (If PPTX is not selected as a default, see the 
section entitled, ‘Setting Default ‘Save As’ Settings in PowerPoint’ to change the setting.) 
 

8. Select Save. 



Record a slide show with narration for PowerPoint: Office for Mac 2011 
Notes    

• To do this, your computer must be equipped with a sound card, microphone, and speakers.  
These are common hardware items that are available on most desktop and laptop computers.  
Make sure that you aren't running any other sound recording applications, such as Speech 
Recognition. 

• As a best practice, record your first slide’s Narrated Audio, save the entire presentation as 
outlined below, and perform a Multimedia Clip check to make sure audio is embedded. (See 
section entitled, ‘Checking for Multimedia in PowerPoint Presentations’) 

Record a presentation  

1. In the navigation pane, click the slide that you want to start with. 

How to select slides in the navigation pane  

a. On the View menu, click Normal. 

b. In the top of the navigation pane, click the Slides   tab, and then click a slide. 

Depending on the width of the navigation pane, you will either see the and 

 named tabs or the Slides  and Outline  icon tabs. 

2. On the Slide Show tab, under Presenter Tools, click Record Slide Show.  

 

3. The recording automatically starts when you enter presenter view; however, you can pause and 
then restart the recording when you need to. Do any of the following: 

To  Do this  

Pause the recording  Click    

Continue the recording  Click    

Reset the recording for the current 
slide  Click    

Advance to the next or previous slide  Click  

  



4. When you reach the last slide or exit presenter view, PowerPoint prompts you to save the 
timings. 

 

Tips    

a. In slide sorter view you can see the timing for each slide.  

b. An audio icon appears in the lower-right corner of each slide that has narration. 
However, this icon is not visible to the audience during a slide show. 

Change the narration on a slide  

When you change the narration for a single slide, the timing is also updated. 

1. In the navigation pane, select the slide for which you want to change the narration. 

How to select slides in the navigation pane  

a. On the View menu, click Normal. 

b. In the top of the navigation pane, click the Slides   tab, and then click a 

slide. Depending on the width of the navigation pane, you will either see the 

and  named tabs or the Slides  and Outline  icon tabs. 

2. On the Slide Show tab, under Presenter Tools, click Record Slide Show.  

 

3. When you are finished recording, click Exit Show or press ESC . 

4. When prompted to save the timings, click Yes. 

Note   To delete the narration from a slide, select the audio icon on the slide, and then press 
DELETE. 

To save the completed presentation  

From the File tab at the top left, select ‘Save As’, name the presentation, select the destination for the file 
to save to, and select the format (PPTX).  Saving in this format will ensure that the audio embedded and 
saved with the presentation. (If PPTX is not selected as a default, see the section entitled, ‘Setting Default 
‘Save As’ Settings in PowerPoint’ to change the setting.) 



Checking for Multimedia in PowerPoint Presentations 
 

These instructions outline a method to check that multimedia (recorded audio) is embedded in your 
narrated PowerPoint file.   

For PC: 

• Right-Click the saved PPTX file and select ‘Properties’. 
 

 
 
 
 



 
 
 

• Click the ‘Details’ tab, scroll down, and check the number that is next to ‘Multimedia Clips’.  This 
number should match the number of slides in the presentation that have Narrated Audio. 

 

 

 

 

 



For Mac: 

• After presentation is saved in PowerPoint, click on the ‘File’ menu in the upper-left hand corner 
and select ‘Properties’. 

 

 

• This opens a ‘Properties’ dialog box.  Select the ‘Statistics’ tab, and check the number that is next 
to ‘Multimedia Clips’.  This number should match the number of slides in the presentation that 
have Narrated Audio. 
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