
5 STEPS TO RECORD YOUR PRESENTATION 
 
If you use Zoom: 
 

1) After signing up and downloading the app on your computer, click on “new meeting”. 
2) You can click on “test speaker and microphone” to see if the audio is working fine and then click on 

“join with computer audio”. 
3) At the bottom of the screen, click on “record” to start your recording. 
4) To share your screen or a PowerPoint presentation, click on “share screen” at the bottom of the 

screen. 
5) When you finish your recording, click on “stop recording” at the bottom of the screen, then click on 

“end” and the file of your recording will be saved in your computer. 
 
If you use PowerPoint: 
 

1) Open your PowerPoint presentation, go to “Slideshow” in the menu bar at the top of the screen and 
click “Record Slideshow”. 

2) You will then be taken to the ‘pre-recording’ stage where you will be able to adjust your 
microphone, camera (top right-hand corner) 

3) Click “Record” (top left-hand corner); use arrows on either side of the slide to move between slides.  
4) Once you have finished your presentation, click “Stop” (top left corner). 
5) If presentation is ready to upload/send, go to “File”, “Export” on the left hand side of the screen, 

“Create a Video”, and in the first drop down tab select “Standard (480p)” and the “Create Video,” 
ensure that “MPEG-4 Video” is selected and click “Save” in bottom right corner. 
 
 

 
If you would like further instructions in addition to the above steps, you may watch one of the following 
video tutorials: 
 
Zoom (English): https://www.youtube.com/watch?v=xHH5JEsa6B4&ab_channel=MiamiDadeCollege 
Zoom (Italian): https://www.youtube.com/watch?v=g7FpEGaKLCc&ab_channel=Ti.Gi.Congress 
 
PowerPoint (English): https://www.youtube.com/watch?v=UdeRJpIxCF0&ab_channel=GCFLearnFree.org 
PowerPoint (Italian): https://www.youtube.com/watch?v=kjTe3j_uO7I&ab_channel=KIROe-Learning-Universit%C3%A0diPavia 
 
 
 
These two platforms are not the only one you can use to record and upload videos, so feel free to use any 
other platform if you think it’s best for you. AAIS does not prefer or endorse any particular platform but is 
presenting two that are widely available and more easily used; remember that the video recording is not 
to be longer than 15 minutes.  


