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Tips and instructions for recording your presentation with audio for 

MS PowerPoint 2010, 2013 und 2016 

Here you will find a quick guide and helpful information for adding recorded audio to your presentation. 

1. Sound: Test your recording microphone beforehand. We recommend using a headset or
earphones with microphone so that all viewers can hear you well.
Please note: sound corrections can only be slightly optimized by us afterwards. 

2. Please open your prepared PowerPoint presentation. Go to the „Slide Show“ tab and click
„Record Slide Show“.
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3. A selection window now opens. Click on “Record from the beginning…”. If you want to make
corrections later, click on the corresponding slide and there on "Record from current slide ...".

4. The recording window opens. Make sure your microphone is set to high volume and that you
have all the necessary notes on hand.
You are ready? Then click on "Start recording".
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5. The PPT is started and a recording field with a red frame appears at the top left. Start giving
your presentation now. Click to the next slide as usual. You can use the mouse as a pointer, it
will be visible in the recording. You can pause the recording at any time. As soon as you are
finished with the presentation, press „Escape“ on your keyboard.

6. You can see from the loudspeaker symbol that there are recordings for the slides.
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7. You can play back the recording directly on the slide..

8. Once you are finished, save the file with your presentation number and name in the MPEG4 video
format (*.mp4): presentationnumber_firstname_surname.mp4 (for example 01.1_John Smith).
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9. Transmission of the video recording to STEINERLIVE.COM
10. Open the following link to upload your video file:

o Link: https://steinerlive.cloud/sharing/2n5GWAx6m
11. Enter your full name in the field and select the video. Make sure the file is named as follows: 

presentationnumber_firstname_surname.mp4 (for example 01.1_John Smith).

12. Clicking on “Upload” will upload your video file.

https://steinerlive.cloud/sharing/iX6ELKgVg
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13. As soon as the green tick appears, the file has been uploaded successfully and you can close
the window.




