Narrating within PowerPoint: Linked Sound Files
1. To narrate within PowerPoint, go to Slide Sorter view and select the slide in which you would like to begin narration.

2. In the ‘Slide Show’ menu, choose ‘Record Narration.’  This will open the ‘Record Narration’ dialog box.

3. Before you choose the ‘Record’ option, you might want to check out some options.  Make sure that the Input Device (usually built-in Audio) and the Input Source (usually the internal microphone) are appropriately set. 

4. Link Narrations—Be sure to check this box if you would like to link your sound files rather than embed.  This option also allows you to later directly open the recorded sound files and edit them in a sound editor--in the process fooling PowerPoint into believing that they are the same files you recorded within PowerPoint.
5. Test your microphone--try a test run.  Many internal microphones pick up a lot of background noise.  Identify where your computer’s mic is and get up close and personal with your computer.

6. Now, finally, click the ‘Record’ button.

7. Narrate as per your script (if you have created one), moving forward to the next slide using your mouse button or space bar.  Complete the narrations for all your slides.  

8. When you are done, press the ‘Escape’ button on your keyboard.

9. PowerPoint will ask you if you want to save the timing with each slide.  Click ‘Yes’ to accept.

10. Congratulations!  You’ve just completed your first narration! 

Re-recording Narration:
Go to the particular slide for which you want to re-record your narration.  Choose ‘Slide Show’ | ‘Record Narration.’
Record the narration for that slide and press ‘Escape’--remember never press the spacebar!  Do each slide separately so that you don’t go to another slide by mistake.

Edit Your Narration:
When recording your narrations into PowerPoint as a ‘rough cut’ and choosing to link the narration sequences, save these linked files in the same folder as the actual presentation, since keeping all elements of the presentation in a single folder is very helpful when you want to transport the presentation to another system.

If you are not happy with the way your narration sounds, or if you used your narration as a stop-gap or temporary measure, then replacing the narration files with edited or new sound files is possible, although you have to be certain that the new files are not longer in length than the original ones.  The edited files have to be named identically to the original files.

You can also choose to record your narrations at CD quality within PowerPoint and then edit all files in a sound editor to reduce the quality on a per narration basis.

Each slide with a narration has a small speaker icon, which you can right-click and choose options in the resultant menu to further fine-tune important aspects.
Instructions courtesy Emily CoBabe-Ammann
Narrating within PowerPoint: Embedded Sound Files


Another option for narrated PowerPoint presentations is using embedded audio files in the associated slides.

PowerPoint only supports this approach with audio files that have been saved in the ‘.WAV’ format (PowerPoint does its own compression of WAV files, apparently not the same as MP3 compression).

Embedding is controlled by an option (under ‘Tools’ | ‘General’) that determines the maximum size of files that may be embedded.  I have that limit set to 2000 KB (size before compression).

On a PC, my procedure for embedding narration with slides is the following:

Record the individual audio files, one per slide (hopefully, these are already in WAV format or you’ll need to re-export them in WAV format).

(optional) Once per audio file, use an audio editing program with the WAV file to reduce background noise or add another track such as music

In PowerPoint, for each slide:



Select ‘Insert’ | ‘Movies and Sounds’ | ‘Sounds from file’


Choose the appropriate audio file for the slide



Click ‘Yes’ on the dialog box that asks ‘Do you want this sound to play automatically when the 


slide opens?’

If you also have animation (objects appearing at different times) within any slide, use the ‘Custom Animation’ feature on the slide to make the animated objects come in at the time you want them to.

For audio editing, I use the freeware program ‘Audacity.’  When using this, I modify the WAV export to save as 4 bit WAV instead of 16 bit WAV in order to reduce the file size.
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