
• Make sure the Microsoft Teams app is downloaded to your computer rather than
just joining via the web. This ensures a more stable connection.

• Record/test in the location you plan to record your webinar.

• If you have an external microphone or headset (that is not built into your
computer) please have that ready and connected to test the audio, as it will
most likely be a higher quality sound than your built-in computer microphone.
Even a pair of wired apple earbuds are preferable.

How To Record a CME Presentation Through Microsoft Teams

1. Click the Meet Now button under the Calendar tab (you can be the only person in the meeting):

2. Once you’re in the meeting, make sure that your microphone is turned on.

 Microphone Microphone 
 off on

Best Practices for  
Remote CME Recording
Through Microsoft Teams



3. Share your PowerPoint presentation on screen.

a. To share your screen, click the
Open Share Tray icon on the far right
of the tool bar:

b. Then click on the PowerPoint that you wish to share:

4. Once you’ve ensured your microphone is on and working properly and your presentation is ready, you can begin recording.

5. At the top of the Teams window, there will be several icons. Fourth from the left, you will see an icon with three dots that looks
like “…” click this button and a dropdown menu will appear:

6. Third from the bottom, there is a button to “start recording.” Click this button to begin recording:

A red indicator light will appear at the  
top left of the window to indicate that 
you are recording: 

7. Begin your presentation as you would if you were presenting at a conference, grand rounds, or any other setting.

8. Once you are done giving your presentation and want to stop recording, go to the top of the Teams window, click the button
with the three dots:

 The dropdown menu will appear again and click “stop recording”: 

9. Teams will then begin processing and encoding your video file. You will receive an email when the process is complete and 
instructions on how to download the video file.

10. Once your video file is ready, download it and save to your OneDrive folder (reach out if you need instructions on how to 
upload to OneDrive).
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