














NOTE: Only the person who starts the screenshare/pdf can move the slides 

PDF Controls 

As a PDF presenter, you'll have the following controls: 

1. Moving the slides next or going back to the previous slide by clicking the"<" & ">" arrows to

navigate through different slides.

2. The preview slides option can be used to preview all the slides, directly navigate to another

slide if needed, & click on "hide preview" in case you are done with previewing the slides.

3. Fullscreen mode and navigation of slides can be done in maximized mode as well.
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To play video or audio clips in a session: 

1) Share a Browser Tab and select Share Sound (Works for video and audio. If you're 

converting from PPTX to on line format, you may have to re-embed your media - See instructions 

below)

• In order to play an audio or video clip via screen share, you'll need to have it in a browser

tab.

• These could be built into your slides or you can just drag an audio file from your

desktop into your browser and screenshare that tab with audio.

• Here's how a screenshare looks in Edge Browser when sharing a local audio file:

• 

Want Embedded media (Video or audio) in your slides? 

NOTE: If you need an audio or video clip embedded in your presentation, you'll need to 

present those slides from a browser tab, not from desktop PowerPoint software, or 

the attendees won't be able to hear. 

It's easy to upload PPTX files to PowerPoint Online, Google Slides, or other tools.

However, if you already have audio or video embedded in a PPTX, those media files

will need to be re-embedded online. (see link below for tips)

Presenting Video & Audio Clips



How to convert PowerPoint presentations to a format that can be shared from an online 

browser tab: 

1. Choose an online platform & convert your existing PowerPoint:

• For Google Slides: Upload to Google Drive, then open with Google Slides

• For PowerPoint Online: Upload to OneDrive, then open in PowerPoint Online

• For Prezi: Import your PowerPoint directly into Prezi

• For Canva: Upload your PowerPoint and convert it to a Canva presentation

2. Adjust formatting and animations if needed

3. Embed or Re-embed any audio or video files

a. How to embed an audio or video file in Google Slides, PowerPoint Online, or Canva?

4. Click the Share button to set a shareable link

• Open the link in your browser

• Enter presentation mode if needed

• Share your screen during the online meeting

• use the Share Browser Tab option and check the Share Sound checkbox

Audio & Video settings 

• Click on the last button to change your AV settings
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Select your camera or mic input in the popup window 






















