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Recording a Zoom Meeting Instructions

This document covers the basics of recording a Zoom meeting. For instructions on starting,
joining, and operating Zoom, refer to the “Zoom Instructions Document.”

Recording a Meeting to the Cloud:

To record a meeting, select “Record” at the bottom of the Zoom screen. You will have two
options for recording:

Record on this Computer Alt+R

Record to the Cloud Alt+C

) cc) b

Record Closed Caption Breakout Rooms

It will usually be best to select “Record to the Cloud.” This is because the computer recording
may be a public computer with limited storage, and because it is difficult to distribute large video
files afterwards.

If you are recording this will be shown in the top left of the screen.

= Zoom Meeting

@ @ Recording...

Once recording, you can pause or stop recording at the bottom of the Zoom screen.

Pause/Stop Recording Closd
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After ending the recording, you will be presented with this message. Select “Yes.”

(:_.'] Zoom

Are you sure you want to stop recording to
the cloud?

If Yes, you will receive an email notification when the cloud recording is

ready.

This message will appear in the top right of your screen after selecting yes from the previous
screen. Zoom will email you a recording of the meeting once it is available. The time it takes for
the recording to become available depends on how long the Zoom recording lasts.

You will receive an email when cloud
recording is available
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You will receive an email from Zoom that should look like this.

Zoom <no-reply@zoom.us> 1:31 PM (0 minutes ago)

. tome »

Hi Jacob Mahaffey (student),
Your cloud recording is now available.

Topic: Jacob Mahaffey (student)'s Zoom Meeting
Date: Feb 15, 2022 10:56 AM Pacific Time (US and Canada)

View Detail Share

You can copy the recording imformation below and share with others

https. zoom,us'rec share NPvaCaua 3KvTSRTIEAEIS FDKLugPSTRIPDx Vamf-iF w6PXIYS4SpPvblke
SxS5uQuAmisQ X-o (Passcode: A2*vgpoE)

000

To access the recording, you will need the link and the accompanying passcode. The passcode
will be needed to access the recording. If you would like to share this recording with others you
will need to send them the link and the passcode.

When you click on the link this is the screen you will be presented with the screen below. Insert
the passcode to watch the recorded Zoom meeting.

zoom THONS - LANS & PRICIH INTACT SALE JOINAMEETING  HOSTAMEETING = SIGH IN SIGN UP, IT'S FREE

Enter the passcode to watch "Jacob Mahaffey (student)'s Zoom Meeting”

Passcode

Watch Recording
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Recording a Meeting to your Computer:

To record a meeting, select “Record” at the bottom of the Zoom screen. You will have two
options for recording:

Record on this Computer Alt+R

Record to the Cloud Alt+C

Closed Caption Breakout Roor

Before recording to your computer please consider:

- If you are using a public or classroom computer, it is highly recommended that you us the
record to the cloud option.
- If you choose to record onto your computer, be wary of the amount of storage space that
you will need. Recorded videos take up large amounts of space. This may also become an
issue when sharing the recording.

If you are recording this will be shown in the top left of the screen.
= Zoom Meeting

O Recording...

You will see this message in the top right of your screen once you stop recording.

The recorded file will be converted to mp4
when the meeting ends
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You need to end the meeting before you can access the recording.

After the meeting is over Zoom will show you where the recording was saved on your computer
like below.

T oo ¥ mes
i &L e A o

T Sort ~ = View ~

« Documents > Zoom v O P Search Zoom

> @ OneDrive - Person Name Date modified

« W This PC 2022-02-17 10.56.44 Jacob Mahaffey (stu..  2/17/2022 10:58 AM

> @l Desktop

> = Documents
> b Downloads
> @) Music

> PN Pictures

> u Videos

> e Windows (C3)

[ T
1 item

Your recorded meetings should be accessible on Windows by opening your “File Explorer” at
the bottom of your desktop screen.
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Selecting “Documents.”

M > ® OneDrive - Person

v [ This P
Bl Deskiop

> = Documents

W

> i Downloads
> @) Music

> N Pictures
ﬂ Videos

B ) I 0 A s BTt L e

e
W

> v Windows (C))

1 item

Once in documents, scroll through your files until you find a file named “Zoom.” Your recording
will be in the Zoom folder. In the Zoom folder you may have multiple folders. Folders will be
labeled by the time and date that the recording took place. The folder below was recorded on
February 17, 2022, at 10:56 AM, and is labeled as so.

Name Date modified

2022-02-17 10.56.44 Jacob Mahaffey (stu.. 2/17/2022 10:58 AM
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Playing the Recorded Video:

To play the recorded video, double click on the .mp4 file that starts with “video.”

s 4 G o I T TR

2022-02-17 10.56.44 Jacob Mahaffey (student)'s Zoom Meeting

@ New- ¥ U &

v « Zoom » 2022-02-1.. S Search 2022-02-17 10.56.44 J... |

> Quick access Name Date modified Type

5 @ OneDrive - Personal audio 117358843541 2/17/2022 10:58 AM M4A File

> I This PC D recordipgconf 2/17/2022 10:58 AM CONF Fi

> @ Network 5| video1173588435.mp4 2/17/2022 10:58 AM MP4 File

Item type: MP4 File
Size: 212 KB
Length: 00:00:11

T M Ll 91 et s A L 1

Jitems  1item selected 212 KB

The video will then play on your default video player. However, you may be prompted to select
a video player to open the recording with.

If so, it is recommended that you choose “Movies & TV.” This is the simplest option.

“ Media Player

Bl Movies & TV

- Photos

! Windows Media Player

Search the Microsoft Store

Choose another app
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Sharing the Recording that you Recorded to your Computer:

To share the Zoom recording with other people, take the same video.mp4 file from above and
email it like you would any other attachment or document.

Receiving a Zoom Recording:

If someone sends you a Zoom recording it will appear in your email like below.

Zoom Recording Inbex

o Jacob Mahaffey (student) <jgmanaffey@me.edu>
tome =

Bl video1173588435.... '

€< Reply ~» Forward

Select the download button to download the Zoom recording to your computer.

video1173588435.mp4

y
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The recording will then appear in your “Downloads” folder. To access this folder open File
Explorer at the bottom of your screen.

Then select “Downloads” which should be on the left side of the newly opened window.

The Zoom recording you downloaded will be within downloads. On this screen, the video is
here.

T Sort ~ = View -~ oo - |
< |
28
™ < > ThisPC > Downfoads v C L Search Downloads rf
y |
o . Name Date modified Type I ?
@l Desktop » ~ Today (2) =

J Downloads # [5] video1173588435.mp4 2/17/2022 11:36 AM MP4 File

= Documents # {5 United States v. Klump_536 F3d 113.D0..  2/17/2022 9:44 AM Microso®

PN Pictures »
188 items

To play the Zoom recording please refer to the same instructions for opening a Zoom recording
on Page 7 of this document.



