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Office Mix 
Screen Recording guide 

Introduction 
Office Mix’s Screen Recording option allows you to record anything on your 

computer screen with accompanying audio. 

Before you get started 
 Plan where the recording should appear in your presentation and insert a blank slide. 

 Ensure that what you intend to record does not breach copyright (e.g. images, video, 
published text). 

 If you are recording sound, make sure that you are in a quiet place with little background 
noise, and that you are unlikely to be disturbed. 

Set up 
1. Open the application you would like to record. 

2. Go to PowerPoint and your blank slide. 

3. Open the Mix tab.  

4. Click Screen Recording. 

5. PowerPoint is minimised, your screen is grayed out and the recording dock appears. 

 

Recording dock functions: 

 Record: start recording the screen. 

 Pause: pause the recording to resume momentarily. 

 Stop: finish recording (and a timer below). 

 Select Area: choose a specific area of the screen to record. 

 Audio: turn audio recording on (highlighted in pink) or off. 

 Record Pointer: turn recording of the mouse cursor on (highlighted in pink) or off. 

 Pin/Collapse the Dock: show or hide the dock while recording. 

 

6. Adjust the Select Area, Audio, Record Pointer and Pin settings as necessary.  
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Recording 
 Tip: Do a short test recording first to ensure that your microphone is working correctly. 

7. Click Record. 

 Tip: If the dock does not disappear, and it is in the recording area, it will be included in the 

recording. Click the Pin to collapse the dock. You can get it back by hovering the mouse at 

the edge of the screen where the dock disappeared. 

8. Conduct your recording, making sure that everything you want to record is in the selected 
area (if applicable). 

9. Click Pause to stop and then resume the recording at any time. 

10. When finished, click Stop or  + Shift + Q. 

11. The recording appears on your slide. 

Editing 
12. Right-click on the video and choose Trim.  

13. Move the green slider to the point at which you 
would like the video to start. 

14. Move the red slider to the point at which you would 
like the video to end. 

15. Click OK. 

16. You can also use standard PowerPoint features to 
edit video formatting (colour, size, position, etc.). 

 Tip: If you only want a video of a single screen 

recording, right-click on the video and choose Save 

Media As…. Save the file to your computer.  


