
SET UP THE USB MICROPHONE USING

WINDOWS XP
1.  Plug a USB Microphone into your computer.  
2.  Go to the CONTROL PANEL and select SOUNDS 
and AUDIO DEVICES.
3.  Click the VOICE TAB.
4.  Under Voice Playback select USB Audio Device 
(or the name of your USB headset.)  
5.  Under VOICE RECORDING select USB Audio De-
vice or the name of your USB Mic.
6.  Run the Test Wizard.  This may take a few mo-
ments to initialize.  Read the test paragraph aloud; this 
will set the level of the microphone.
7.  You can skip the Playback test.  Click Finish.
8.  Close Sounds and Audio Devices, and go back to 
your PowerPoint show.

RECORDING A VOICEOVER FOR yOUR POWERPOINT PRESENTATION 
USING MICROSOFT OFFICE 2010.

SET UP THE USB MICROPHONE USING

WINDOWS 7
1.  Plug a USB microphone into your computer.
2.  Go to the CONTROL PANEL.
3. Click HARDWARE AND SOUND, then under 
SOUND, click MANAGE AUDIO DEVICES.
4.  In the SOUND window, click the RECORDING tab.
5.  Double click the USB MICROPHONE icon to ac-
cess the Microphone Properties Window.
6. Now, check the audio levels with the VU Meter un-
der the RECORDING tab. Click LEVELS, begin speak-
ing, and drag the slider left and right to set the gain of 
the microphone.  You will want the meter to peak about 
3/4 of the way up the scale, usually around 70.
7.  Click Ok and exit the CONTROL PANEL.

PREPARING yOUR SLIDESHOW.
1.  Before recording any narration, you might want to save a copy of your original slideshow.  This way, you 
always have a copy you can return to without narration if needed.  
2.  You can do this by opening your slide show and using SAVE AS command. 



RECORD THE SLIDESHOW.
1.  You are now ready to record. Open up your
PowerPoint show.  However, before recording the entire 
show, do a quick test recording, and play it back. For any 
audio level problems, go back to the microphone set-up in 
the CONTROL PANEL.
2.  Click the Slide Show Tab at the top of the tool bar.
3.  Click RECORD SLIDE SHOW, and choose 
Record from Beginning.  Make sure that the “Slide and 
animations timings” and “Narrations and laser pointer” 
boxes are checked.
4.  Take a deep breath and prepare yourself.  When you 
click START RECORDING, the recording begins.
5.  Begin narrating. TIP:  To pause the narration, in the 
Recording shortcut menu, click Pause. To resume your 
narration, click Resume Recording.
6.  To end your slide show recording press ESC. 
7.  The recorded slide show timings are automatically 
saved and the timings appear beneath each slide in the 
Slide Sorter view.

MAC and PC ISSUES
Windows records the narrations as WMA files, which do not open on a MAC without the QuickTime plugin, 
Flip4Mac.  MAC users should download the latest version of Flip4Mac, or they WILL NOT be able to listen to 
the narration on your PowerPoint show.

http://windows.microsoft.com/en-US/windows/products/windows-media-player/wmcomponents

RE-RECORDING.
1.  Listen to your show.  If there is a slide narration you would like to re-record, select the slide in the sorter, 
click RECORD SLIDE SHOW—START RECORDING FROM CURRENT SLIDE.  Redo the narrations on that 
slide.  DO NOT ADVANCE SLIDE, unless you want to re-record the next slide!!  
2. When you are finished press ESC.
3.  Check the new recording.
4.  Repeat on any other slides.

PREPARE SHOW FOR D2L.
1.  When you are finished, you should compress the slide 
show for the D2L.
2.  Click the FILE tab, then INFO.
3.  Click COMPRESS MEDIA and choose either
INTERNET or LOW QUALITy. PowerPoint will now com-
press your files and tell you how much disk space you have 
saved. 
4.  Click save and close PowerPoint.
5. Now save your show as a “PowerPoint Show.”  This type 
of file opens much faster for your students than a standard 
PPTX file.  Your students simply need to download the file 
from D2L and then double-click it.
6.  To do this, do SAVE AS, POWERPOINT SHOW  (.pptsx)

YOU CAN NOW UPLOAD YOUR SHOW LIKE ANY OTHER CONTENT IN D2L.

http://windows.microsoft.com/en-US/windows/products/windows-media-player/wmcomponents

