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PowerPoint 2016 
 

If you are using PowerPoint 2016, you can turn on Recording tab to add narration to your existing 

PowerPoint 2016. HereΩs how: 

1. Open your PowerPoint 

2. Go to File > Options > Customize Ribbon 

 
3. Main Tabs > Select Recording > Click OK 
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4. The recording tab will show up at your PowerPoint application 

 
5. You can choose Record Slide Show, which allows you to record your voice over the slides. 
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6. If you want to insert the screenshot content to the slides, choose Screenshot option. The 

available active window thumbnail will show up. Or you can choose Screen Clipping to select the 

area you want to capture. This will be still image inserted into the individual slide.  

 

7. Screen Recording allows you record your computer screen as a video file inserted into the slide. 
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8. Save as Show allows you to keep your existing PPT file animation and when your students open 

the .pptx file, it will automatically play as slide show. 

 

9. Or you can save the PPT file as a video, but you will lose all interactive features. 
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10. Insert a new slide into your PPT, and choose Apps and Quizzes. This feature will allow you to add 

instant questions to help students better understand the slide content. Once you click Apps and 

Quizzes button, you will be able to choose apps you need.  

 

This is the partial of screen capture of available apps. The frequently used apps are Multiple Choice Quiz, 

True False Quiz and Multiple Response Poll. Choose as you need.  
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Previous version of PowerPoint 
If you couldnΩt turn on the recording tab, you might be use older version of PowerPoint. You can still 

record narration into the slides by following these steps:  

1. Open your PowerPoint 

2. Find Insert tab > Audio > Record Audio 
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Once you finish your recording, thereΩs a video icon in your slides that students could click on it to listen 

to your narration.  


