
Procedures for Recording a PowerPoint show in Zoom, and saving the video to your computer 

Dare we say it, this may be the easiest and fastest way to record a PowerPoint show and save it to video 
for upload to Canvas or other streaming service.  There is but one caveat:  Be prepared.  Have your 
PowerPoint ready to go the moment you hit “Start Record” in Zoom.  There is no editing of the 
recording.  So it might be advisable to rehearse your show in advance.   

Here are the procedures, assuming Zoom is installed in your Canvas course.  If it is not, you will need to 
go to zoom.us on the web and start a new meeting from there.  

• Click “Zoom” in the Canvas course menu.   
• Select “Personal Meeting Room”—it is the quickest way to go. 

 
 

• Copy the Invitation, and send it to your students (using the Canvas Inbox/recommended).   
• Edit the meeting so that recordings do not start automatically.  (See next illustration) 
• Click “Start this meeting” 

 
 

• If the Zoom app is installed, you will be prompted to “Open Zoom Meetings.”  If it is not 
installed, install it; it happens very quickly. 

• The meeting opens.  When you move your mouse to the bottom of the meeting frame you 
expose the “Record” controls; just note that for now.  

 
 

• Open your PowerPoint.   
• Select “Share” (see green icon in previous illustration).   
• When the “Share” window opens, you will be able to “Select a window or an application that 

you want to share.”  You could select the desktop, but why not just share the PowerPoint?   
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• In the next illustration, you see a PowerPoint being shared in Zoom.  Note the video window of 
yourself in the upper right hand corner; you can resize it or position it wherever you wish.  

 
 

• When you move the mouse over the green ID bar, you expose various important commands.   
 
If you have sound or a video recording in your PowerPoint, select “Share Computer sound” from 
the More command.  When you are ready to record, choose “Record on this computer” to begin 
recording.  (See next illustration)

 
 

• And now…  present! 
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• When you are finished, click “Stop Share” 

 
 

• And “Stop Recording”  
 
You will be notified that “The recorded file will 
be converted to mp4 when the meeting ends.” 
 

• End the meeting. 
• Wait for the recording to be converted (you will see a visible progress bar).  This may take 

considerable time depending on the length of your presentation.   
• Save the recording—noting carefully where you are saving it, because you will need to access 

the recording later to upload to Canvas or other streaming solution.    

 

Final Note:  It is important that you consider rehearsing your presentation before you record it, as there 
is no editing when the recording is made.  Before you start recording, make sure your microphone is in 
good working order and is being heard.  Woe unto thee if you complete a recording and discover that no 
sound was captured.   

P.S.  If you do wish to edit your video, there is a free editing solution on the web, DaVinci Resolve, which 
resides on your computer and can accomplish very basic cuts and transitions.  You might want to 
explore it separately! 
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