
Adding Audio to your Poster

Step 1: Open your poster in .pptx format or export your .pdf file as a 
.pptx file



Step 2: go to Insert tab



Step 3: Select Audio and you 
will have 2 options to choose 
from, “Audio on My PC” and 
“Record Audio”



Option 1: 
“Audio on My PC”

Or
Pre-recorded Audio



Step 4: Select the file location of your 
pre-recorded audio file, select the 
appropriate file, click Insert



Step 5: Click the play 
button to check your audio 
is working correctly



Step 6: Move audio icon to a 
location on your poster of 
your choosing and Save your 
file.



Option 2: 
“Record Audio”



Step 4: When you are ready to start 
recording your audio, press the 
record icon (red target).



Step 5: When you are finished 
talking, press the stop icon (red 
square), then click OK



Step 6: Move audio icon to a 
location on your poster of 
your choosing. Check your 
audio by clicking the Play 
button and Save your file. 
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