Instructions for embedding audio in ppt for windows PC
1. Select the drop down tab for Audio on the Insert tab 
[image: ]
2. A box will appear with controls to record the audio (play, stop, record). [image: ]
3. To record 
a. Select the circle to start recording
b. Square to stop the recording
c. Triangle to replay the recording
d. To re-record, select the circle. This will overwrite the previous recording.
e. Select OK, when recording is finished.
4. For post-modifications, right-click on the icon 
[image: ]
a. The option Trim – enables cutting the recording in the beginning or at the end
b. Style- enables the audio to be played in the background. We highly recommend the NO Style option.

image1.png
Audi Presentation’ - PowerPoint

Design  Tansons  Animations  SideShow  Review  View  Format  Playback  Q Tell me what youwant to do. thinnibr £, Share
= g = = | F ~ ™ =

B EEE e B OB M as x| t3 A B @) QD L.

1 Record Audio...

Click tqﬁégld title

ol EN PRFISRpESS g 5o TUN AR Fi by
> | <« > w4

Siide 1of1 (2

Notes Wicomments | [B 55 B T RN H





image2.png
Design  Tanshions  Animations _ SideShow  Review  View Ml me what you want t tinnibe |, Share

= b=l L, B & o L D

New  Table Photo SmartArt Chart Comment Header Date& Slide Object Video Audio Screen
Side~ Album - & Footer Time Number ~+ Recording
Slides | Tables Images lustrations Add-ins Links Comments Text Symbols Media -~
1

Record Sound [

Name: [Recorded Sound
Total sound length: 0
.

ok Cancel

Click to add title

Click to add subtitle

sidetor1 (2 Notes Wcomments | [E| 83 B @ + 1% [





image3.png
Presentation]

Design  Tanshions  Animations  SideShow  Review  View  Foumat  Playback tinnibe | 2, Share

. — . = m——
B D ld o B O B gl ase EIl A B @) O L.

)

="

>

Oty

o)
X% cut
L
B Copy
> ‘ 1% Paste Options: !

&0

b Breview

B ChangePicture

BringtoFront | »

% SendtoBack  »

Save Media as

Soveseicure Click to add subtitle

%1 Size and Position.

&y Format Picture.

Click to add title

sidetor1 (2 Notes Wcomments | [E| 83 B @ 1% E3





