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Office Mix 
Slide recording guide 

Introduction 
Office Mix’s Slide Recording option allows you to record voice, webcam and inking 

over a PowerPoint presentation. 

Before you get started 
Consider the following before recording your PowerPoint presentation: 

 Is there anything you need to change about the presentation to make it suitable for 
recording?  
For example:  

 does it rely on something that happens in a lecture theatre?  

 does it include information that might become outdated soon?  

 is copyrighted content included? 

 Are you happy with the presentation visually?  
For example:  

 will all of the text be readable if watched on a mobile phone, i.e. 18 point or larger?  

 is there text that you could include verbally rather than on screen?  

 would a new template improve the aesthetics? 

 Where will you be adding content as you go?  
For example:  

 have you decided where you will be drawing/highlighting (‘inking’)?  

 will you need blank space for inking?  

 would adding animations help you as you talk through the presentation? 

 Are you recording in a quiet space?  
For example:  

 is there any background noise that could be distracting?  

 is your phone liable to ring?  

 is it likely someone will knock on the door or enter the room? 

 What about the webcam (if applicable)?  
For example: 

 are you in the centre of the frame, and is there anything distracting behind you?  

 is the light (window, lamp) in front of you rather than behind you? 

 will you be able to look at the webcam frequently, or do you need to concentrate on 
the presentation and your notes? 
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Set up 
1. Open PowerPoint 2013. 

2. Open the presentation that you would like to use. 

3. Open the Mix tab.  

4. Click Slide Recording. 

5. The Slide Recording screen appears. 

6. Navigate to the slide you would like to record if necessary. (You can record one slide at a 
time, or the whole presentation at once.) 

7. Audio 

a. Choose your microphone from the drop-down list. If 
the microphone you want to use doesn’t appear, click 
the Microphone Options… link.  

b. Watch the levels bar (under the drop-down list) to see 
if the audio is being picked up. 
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8. Video 

a. Select your webcam from the drop-down list. 

b. Choose to record the webcam at low resolution 
(Thumbnail) or high resolution (Full Screen).  

c. Check the webcam preview window. 

d. OR choose No camera if you will not be recording 
yourself. 

9. Slide Notes: click to view your notes (these will not appear 
in the recording).  

10. Inking: choose the pen width and colour you prefer (hover over to see keyboard commands 
to quickly change width and colour while recording).  

Recording 
11. When you are ready, click the Record button.  

12. The full-screen recording workspace will appear.  

13. The dashed line around the slide shows the area that is being recorded. 
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You have a number of options during a recording: 

 Top ribbon, from left to right: 

 Pause the recording to resume shortly 

 Stop the recording  

 Keep track of the recording length (under the Stop button) 

 Go back one slide (not available during recording) 

 Go back one animation (not available during recording) 

 Go forward one animation 

 Go forward one slide 

 Preview recording (not available during recording) 

 Edit recording (not available during recording) 

 Show or hide slide notes 

 Leave or enter full screen mode 

 Close the recording screen 

 Side ribbon: inking tools (note that Eraser automatically deletes ALL inking 
on a slide).  

Post-production 
14. Click the Stop button when finished.  

15. Click Preview Slide Recording to watch it back.  

16. Trimming:  

a. Click Edit Slide Recording. 

b. Choose Trim Slide Recording.*  

c. Move the green slider to the point at which you would like the recording to start. 

d. Move the red slider to the point at which you would like the recording to end. 

e. Click OK.  

*Note: there is a bug that may show you the webcam recording (or a blank screen if there is no webcam) 

rather than the slide recording. The audio is included either way, so listen to make sure you have the right 

start and end points. Trimming this recording will also trim the slide recording at the same places.  
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17. Deleting: Click Preview Slide Recording. To delete the recording for this slide, click Delete 
Slide Recording. To delete the recordings for every slide in the presentation, click Delete 
All Recordings. 

18. Click Close to return to the normal PowerPoint screen. 

See the Publishing guide for the next steps. 


