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Introduction 
Narrating slides is easier than you might think. With just a computer and a microphone you can 

provide ñthe missing audioò to help clarify and explain the content of your slide deck. Narration is one 

of PowerPoint's least used and most misunderstood features. Many people try narration within 

PowerPoint only to get frustrated and give up. Most PowerPoint narration problems stem from outside 

PowerPoint - from loose microphone cables, incorrect Multimedia settings in the Windows Control 

Panel, a microphone set to a very low volume, or even a muted microphone. Providing some audio 

commentary in your presentations is helpful for students who view the presentations outside of class or 

in a web browser. Students will appreciate the extra effort you put in enhancing the presentations. 

 

Before You Record 
To record narrations from within PowerPoint, you will need a 

sound card and a decent microphone (connected via USB or the 

microphone line-in jack on the computer). However, before you 

do anything, even before you launch PowerPoint, open the 

Windows Sound Recorder (StartĄProgramsĄAccessoriesĄ 

EntertainmentĄSound Recorder or enter sndrec32.exe in the 

StartĄRun dialog box) and try recording something. The most 

common problem faced by many is that the microphone 

settings are not optimal. If Sound Recorder is able to record 

your voice, then you should not have any problems recording 

your narrations in PowerPoint. Use the EditĄAudio 

Properties option in the Sound Recorder to adjust the microphone volume. 

 

If Sound Recorder fails to record, you may need to open your Play/Record Control Properties.  

1) Double click the small speaker icon to the right of your Windows taskbar ï down by the clock. 

This will open your Master Volume settings.  

2) Choose OptionsĄProperties from the menu. 

3) Select the Recording radio button and click the OK button. 

4) Increase the volume on the microphone. If your resultant Microphone options box is de-

selected, select that option. Click the X in the upper right corner to close the dialog when 

finished. 

 

If that still doesn't help, check if your microphone cable is properly connected to the computer.  

 

It is also a good idea to prepare some sort of script ahead of time. You may not want to have the entire 

narration scripted, but at a minimum have a list of key points for each slide written down. Adding the 

narration to the slides is very similar to lecturing in the classroom with the presentation up on the wall 

behind you. Just like it is never a good idea to read directly from the slides in a face-to-face class, it is 

not a good idea to read the slides word-for-word in a narrated presentation. Prepare some (all) of the 

audio commentary ahead of time in written form; you may also need to provide this for students who 

are hard of hearing if the audio commentary is vital to understanding of the slide deck. 

 

TIP:  Windows has a Sound Hardware Test Wizard that you can use to test the microphone on your 

computer. Access the wizard through StartĄSettingsĄControl PanelĄSounds and Audio Devices. 

Click the Voice tab and then Test Hardwareé button. Follow the on screen prompts to run the wizard. 

Figure 1: The Windows Sound Recorder. 
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Narrating Slides 
Once you verify that your computer is ready to record your voice, open PowerPoint and begin the 

narration process. Work with a practice file for the first narration so you can learn about the procedure.  

When you record your voice using PowerPoint, it creates a speaker icon on the slide that plays your 

narration on demand.  

 

1) Move to the first slide in the presentation where you want 

narration to begin. 

2) On the Slide Show tab, in the Set Up group, click Record 

Narration .  The Record Narration dialog box appears. 

a. If needed, click the Set Microphone Levelé button 

to check to see if the microphone is working. 

3) Click the OK button in the Record Narration dialog box to 

begin recording. 

4) The presentation launches in full screen mode.  

5) Narrate each slide and click the mouse to move to the next slide. Make sure you allow enough 

time for the narration to complete on each slide. This also gives your viewers a chance to read 

the text and study any images. To pause or resume the narration, right-click the slide, and then 

on the shortcut menu, click either Pause Narration or Resume Narration. 

6) At the end of the presentation (recording), PowerPoint asks if you want to save the slide 

timings (your automatic clicks to advance slides). Click the Save button. Congratulations - 

you've just completed your first narration!   

7) A little moveable sound icon appears in the lower right corner of every narrated slide. When 

the slide show runs in Slide Show mode (full screen), the narration and slides play 

automatically. 
 

A PowerPoint presentation with audio narration is in an uncompressed format and is likely to be quite 

large. For viewing on the web (Blackboard), or distributing to students, add the presentation to your 

authorSTREAM account and distribute from there or embed into Blackboard (see the related sections).  
 

Rerecording Narration on Selected Slides 
If you feel you need to rerecord the narration on certain slides, follow these steps: 

1) Go to the particular slide for which you want to re-record your narration. 

2) On the Slide Show tab, in the Set Up group, click Record Narration .   

3) Click the OK button in the Record Narration dialog box. 

4) Click the Current Slide button when prompted. 

5) Record the narration for that slide and press the Escape key ï do not click to advance slides! 

6) Click the Save button to save slide timings. 

7) Rerecord each slide separately so that you don't go to another slide by mistake. 

Figure 2: The Set Up group on the Slide Show 
tab. 

Figure 3: At the end of the narration, decide whether or not to save the slide timings.  
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Uploading a Narrated Presentation to authorSTREAM 
authorSTREAM is an online presentation sharing site that not only allows you to upload your 

PowerPoint presentations online for free, but also allows you to share them with your friends, students 

or co-workers across the globe. authorSTREAM is a great online community that gives you access to 

numerous presentations on varied subjects uploaded by community members. 

 

authorSTREAM will take your existing PowerPoint presentations and convert them into the web 

friendly Flash format. This makes the presentations viewable in any web browser and allows for easy 

embedding of content into other web sites (e.g., Blackboard, your blog, or a wiki space). 

 

Creating an Account on authorSTREAM 
Registration with authorSTREAM is all free. All you need to do is:  

1) Visit the authorStream site at www.authorstream.com and click on the link marked óJoin Nowô 

made available on the homepage.  

2) Enter your first name, last name and a valid email address.  

3) Enter your unique name for authorSTREAM to be used as User ID.  

4) Choose a password for your account. 

5) Click the Register button. 

6) Check the email address you registered with for the welcome email. 

 

Signing in is the initial step to access your authorSTREAM user account. To sign in, click on the link 

marked óSign Inô made available on the homepage. Submit your email (you had signed up with) and 

password. Click on the Submit button. 

 

Adding a Presentation to Your Account 
1) Login to authorSTREAM and click the óUpload PowerPointô link made available to you all 

pages.  

2) Click the From Desktop button and browse to select the presentation to be uploaded.  

3) Enter the title  description of the presentation and any tags or the keywords used to describe and 

search your presentation. If you are entering more than one tag, separate them with a comma or 

space. Choose a Category  from the drop down list and mark your presentations as ñPrivateò 

by checking the box (see Figure 4). This ensures that your presentation will be seen only by the 

people whom you hand pick or when you embed it into another web site.  

4) Click the Upload Now button and authorSTREAM begins the conversion process.  

Figure 4: Fill in the details about each uploaded presentation. 

http://www.authorstream.com/
http://www.authorstream.com/
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Once your presentation has been added successfully, and has been converted, it is added to Your 

Presentations list visible on the home page after you log into your account. An email is also sent to 

you on successful conversion with a direct link to the presentation. 

 

To share the narrated presentation with students, peers and others, you have two choices: 

1) Share from within your authorSTREAM account using the tools available. 

2) Embed the presentation into your course(s) in Blackboard. 

 

If you need any assistance working within authorSTREAM contact one of the TIS Technology 

Trainers or see the extensive authorSTREAM Help pages at the following link: 

http://www.authorstream.com/Help.aspx  

 

 

Embedding a Narrated Presentation into Blackboard 
Since many instructors already add PowerPoint presentations into their courses in Blackboard, adding 

a narrated presentation is a great way to engage learners in Blackboard. If the audio is vital to 

understanding of the presentation, you should also add a text version (transcript) of the narration 

alongside the embedded presentation for those students who may be hard of hearing. The steps to 

embedding authorSTREAM presentations into Blackboard are as follows: 

 

1) Log in to your authorSTREAM account and locate the specific narrated presentation you want 

to embed into Blackboard. 

2) Copy the line of ñembedò code located near the presentation (right-click it and choose Copy) or 

click the Custom Embed link to further customize the embedded presentation player (also 

called a wrapper).  

3) Log in to the course in Blackboard where you want to embed the presentation. 

4) Navigate to the location in the course where you want to place the presentation and create a 

new item (add a title to the item). 

5) Click the Toggle HTML Source Mode button found in the tools above the text box. 

6) Paste in the embed code by right-clicking inside the text box and choosing Paste (see Figure 6). 

7) If necessary, turn on the Track Views and set date and time restrictions for the presentation 

availability in your course. 

8) Click the Submit button. 

9) View the embedded presentation from the student perspective. 

 

If you want to provide directions, questions, or guidance to students with regard to the embedded 

video, simply add in a new item above, or below, the embedded video with all the details. Do not add 

in any text in the same item that contains the embed code. 

 

Figure 5: Copy the line of embed code to insert the presentation into other sites.  

http://www.authorstream.com/Help.aspx
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Effective Uses of Narration in Presentations 
Adding narration to a slide show is especially helpful in the following situations: 

 When you want to deliver course materials online. You can record class ñlecturesò, so that 
students taking an online course or students who simply miss class can enjoy the complete 

classroom experience. 

 When the content of your presentations needs further explanation. 

 When you want to create a self-running slide show presentation. This is useful when you have a 

scripted set of information that you want to provide to your audience, and your plan is to 

engage them in discussion after the slide show. 

 When you want to include other voices in your presentation. On selected slides, you can record 

a speech by, or an interview with, a person who canôt be present for the presentation. 

 

TIP:  Contact one of the TIS Technology Trainers if you have any trouble recording narration, 

uploading the presentation to authorSTREAM, or embedding it into your course in Blackboard. 

Figure 6: Paste the embed code into the HTML view of an item in Blackboard. 



  Narrating Slides & Adding YouTube Videos to PowerPoint 

St. Joseph’s College  
Technology & Information Services 
   

8 

Adding YouTube Videos to PowerPoint Presentations 
Have you ever wanted to show a YouTube video in PowerPoint? Do you currently just link to it from 

within the presentation? Not very ñelegantò that way is it? 

 

If you are willing to provide a little extra effort, you can embed a YouTube video directly into a slide 

in PowerPoint. The video does not reside in your presentation; just the code for the embedded flash 

player. This is a great solution for the classroom teacher who wants to show a combination of 

PowerPoint presentations and videos from YouTube in a face-to-face class. 

 

The best way to get started is to watch the video found at the link here. The video is specific to 

embedding YouTube videos in PowerPoint 2007. The exact steps are summarized below. 

 

1) Go to YouTube and find a video to embed. Copy 

the URL from the box available on the right side of 

the video (see Figure 7). 

2) In PowerPoint 2007, show the Developer tab on the 

Ribbon (Office buttonĄPowerPoint Options 

buttonĄcheck the box to Show the Developer tab 

and click the OK button). 

3) On the Developer tab, in the Controls group, click the More Controls option. 

4) Scroll down and choose the ñShockwave Flash Objectò. 

5) Click and drag on the PowerPoint slide to add the Flash object placeholder. Drag a fairly large 

rectangle on the slide so the video fits nicely inside it. Picture the size of the video as displayed 

on the YouTube web site. 

6) Right click the object placeholder and select Properties. 

7) Click once inside the Movie property and paste in the YouTube URL using Ctrl+V or right-

click and Paste (see Figure 8).  

8) In the URL, delete ñwatch?ò and change the ñ=ò sign to a forward slash  ù  (see Figure 9). 

 

Figure 7: Copy the embed code next to the YouTube 
video. 

http://www.youtube.com/watch?v=hChq5drjQl4
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9) Click the small x in the upper right corner to close the Properties window and run the 

presentation full screen to see the video. 

 

 

Keep in mind the following: 

1) The video needs to be present in YouTube at the moment you need to view it in the 

presentation. This is true whether you linked to the video or embedded it. 

2) You need an Internet connection to view the video in front of the audience. Again, this is true 

whether linked or embedded. If you design a presentation to be viewed off campus, (e.g., a 

conference or meeting) you may want to check ahead of time to verify that you will have 

connectivity. 

3) In the slide that contains the embedded video, add in a text box with the video URL in the event 

the embedded component does not work during the live presentation. You can always just click 

the link to watch it instead. When you paste the URL into a the text box in the slide make sure 

you tap the space bar, or press the Enter key, at the end of the URL to make it clickable. 

4) This method is not recommended if you intend to post the presentation into Blackboard. Post 

the presentation, without the embedded videos, as a PDF into Blackboard. Then, add in 

separate content items (with the embed code from YouTube for the actual movie player) so 

students can watch the videos separate from the PDF. Contact a TIS trainer if you would like 

further explanation or a demo of these steps. 

 

 

 

Figure 8: Paste the YouTube URL into the Movie property. Figure 9: Edit the code so the video plays in the slide. 
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