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Recording a Presentation in Zoom

IMPORTANT: It is recommended that you use your Bard Email account when logging in to Zoom to
access all the options available with our Zoom license.

Record your presentation

1. Once you've started your Zoom meeting, click the Record button in the toolbar to record your
meeting or presentation.
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You have the choice of Record on this Computer or Record to the Cloud. Record on this
Computer lets you save the recording files to your hard drive. Record to the Cloud lets you save
the recording to Zoom cloud space.

Record on this Computer

Record to the Cloud
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2. Recording indicators appear in the upper left hand corner of the window. You can pause and

stop the recording here. Your participants will hear an audio clip stating when the recording is
started, paused or stopped.

Start/Pause and Stop buttons also appear in the toolbar.
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NOTE: There are no options to turn on captions during a Zoom meeting/recording session.
However, Zoom does save a transcript of the recording which can then be viewed and edited in
the Zoom cloud. See Record to the Cloud below for more details.

3. After you stop your meeting/presentation, you’ll see a window confirming your recording is being
produced. Leave this window alone unless you want to stop converting the recording. This may
take some time depending on the length of your meeting.

@

@‘ A Convert Meeting Recording

You have a recording that needs to be converted before viewing.

| 34%

k Stop Converting

Record on This Computer

If you chose Record on This Computer, you'll then be asked where you want the recordings to be
saved on your hard drive. Browse to the folder you want the file saved and click OK. (You might want to
create a folder ahead of time to put the files in.) There will be three files:

1 Mame

|8| audio_only.mda
E playback.m3u

E,;i zoom_Dmpd

e The mp4 version of your recording is the one you will use for playback and or sharing.
e (You should rename the mp4 file something more recognizable.)

e There is NO transcript file provided. The mp4 file is simply a playback of your recorded Zoom
meeting.
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Record to the Cloud

1. If you chose Record to the Cloud, you will get an email about your files letting you know that
your cloud recording is available. A short time later, you also receive a separate email letting
you know that the audio transcript for the recording is available. These emails include links to
view your recording and transcript.

Zoom <no-reply@zoom.us> 11:43 AM (11 minutes ago) 5“3 k
tome -

Hi Karen
The audio transcript of your meeting recording is now available.

Topic: Karen 's Zoom Meeting
Date: Jul 6, 2020 11:36 AM Eastern Time (US and Canada)

These files are available to view, download, and edit on the recording detail page:
https-//bard zoom us/recording/detail?meeting_id=jQzl

To share the recording with the integrated audio transcript:
https://bard zoom. us/rec/share/s5 VnCE
| (Access Password: 2 )

Included in the email are links to the Zoom cloud.
e The first link will enable you to view, download and edit your recording.
e The second link is to share your recording with the integrated transcript.This recording

with transcript is ONLY available to be viewed in the Zoom cloud.

To share the recording with someone, you can send them the second link.

2. To edit the recording, click on the first link. (If you misplace or
can’t find the email with these links, you can always login to B d
Zoom directly by clicking on the red Login button in the ar

Bard Zoom Portal. htips://bard.zoom.us/ )

Zoom Video Conferencing

Start a meeting (Sign in with your Bard Account)

For meeting scheduling, setup, and other features:
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Whether you login using the Zoom portal or you click on the first link in the email, you will be
brought to Zoom’s website, your account, and the recording you want to edit. On the left menu
there is a Recordings button and if you click on it you will see all the recordings you have saved
to the Zoom cloud.

B

SOLUTIONS PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~
Fraile My Recordings - Karen s Zoom Meeting
Meetings .
< Karen 's Zoom Meeting » & Share
‘Webinars Jul 6, 2020 11:36 AM Eastern Time (US and Canada) 1D: 997 6114 3158

This recording will be deleted automatically in 60 days.
3 total views « O total downloads Recording Analytics

Settings
Account Profile o Recording 1 e
3files 2 MB
Repotts # Download (3 files) || ¢ Copy shareable link |
Shared screen with speaker view 2MB
Audio only 212 KB
Attend Live Training
Audio transcript 135B

Video Tutorials

e To edit your recording transcript, click on the video file. (1)
On the right hand side of the screen click the pencil icon next to any part of the transcript you'd
like to edit. Make your corrections in the text box that opens and then click Save.

Audio Transcript Audio Transcript
Q Q
@ Karen @ Karen Homan
00:06 This is a training on Google [B 00:06 [ tnis is a training on Google Drives.|
Drives. ;
Cancel
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Embedding the Transcript

The transcript is automatically embedded within the audio and video file, but is hidden by
default. To see the transcript embedded in the audio or video file:

1. Open the audio or video file
2. Click the Play button.
3. Click the CC icon at the bottom right of the screen.

Note: The text displays on top of the video, similar to closed captioning.

e To download your recording files, click Download. (2)
You'll be asked to save three files, the transcript, the mp4 of the video and an audio m4a file.
Click on the Save button to save these files. (You might want to create a folder ahead of time to
save the files to.)

Opening GMT20200706-153638_Karen-|

You have chosen to open:
H i\ GMT20200706-153659_Karen-

which is: VTT file (155 bytes)
from: https://ssrweb.zoom.us

[ What should Firefox do with this file?

transcriptovtt ' X )

Ltranscript.vtt

ngan with | Applications\notepad.exe (default) ~

(®)!Save File

Live Training

Audio transcript

hMMonbno .

You have chosen to open:
B GMT20200706-153659 Karen-

which is: MPEG-4 Video (2.0 MB)
from: https://ssrweb.zoom.us

| 640x360.mp4

B
I What should Firefox do with this file?
(O Openwith | Movies & TV (default) ~

(@) Save File

[ Do this automatically for files like this from now on.

OK Cancel

Q GMT20200706-153659_Karen- .mda /

which is: MPEG-4 Video (212 KEB)
from: https://ssrwebzoom.us

You have chosen to open:

What should Firefox do with this file?
O Open with | Movies & TV (default) v
(®) Save File

[be this automatically for files like this from now on.

0K Cancel

e To get a sharable link to the file, click Copy sharable link. (3)

This link can then be shared in an email or posted in an LMS to be viewed.

e To delete the recording click on the trashcan icon next to the Copy Shareable link icon.

IMPORTANT: Please note that cloud recordings will be deleted automatically after they have
been stored in the cloud for 60 days due to storage constraints. It is therefore recommended
that you download the files for safekeeping.
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Merging a Video File with the Transcript in Google

One of the ways to merge a video file that includes the transcript as captions is to do this in Google

Drive. You begin by downloading your files from the Zoom cloud.

See Record to the Cloud section above. Download your recording files to your computer, then upload

them to Google Drive. Keep them together in a folder.

They will look similar to this:

Name 4

I n GMT20200527-164705_Using-Goog_1920x1080.mp4

GMT20200527-164705_Using-Goog.m4a

B GMT20200527-164705_Using-Goog.transcript.vit

1. In Google Drive, select the mp4 file (NOT m4a) and then click on the three dots menu in the
upper right corner of the Drive window or right-click on the file and select Manage Caption

Tracks.
L Drive Q ® @ Bard
My Drive > o & © o H ®
l— New
Name M (-I-) Open with >&
Priority L
L]
E GMT20200527-164705_Using-Goog_1920x1080.mp4 +  Add to workspace »
» My Drive L ]
_ #%  Add shortcut to Drive [ ]
» Shared drives GMT20200527-164705_Using-Goog.mda ak s @
Move 1o ™
&
B  GMT20200527-164705_Using-Goog.transcript.vtt Add to Starred [ ]

2% Shared with me w Filbeas iz »
/. Rename ']

® Recent 4

L}

¥r  Stared () View details '
B Manage caption tracks

[  Trash
£0) Manage versions
-

2. Click Add New Caption Tracks in the next window.

Captions

© 10D NEW CAPTION TRACKS
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3. Find the transcript file in Google Drive and click Select in the lower left corner of the window. (It
should have the word transcript in it.)

Select a captions file

Google Drive Upload

transcript Q

Name Owner

B GMT20200527-164705_Using-Goog.transcript.vtt _ me

4. Click Upload to sync the files.

5. Then you can click to preview the video and download the video with text added.
Issues:

e The caption file must be less than 2 MB.
e you cannot edit the transcript afterwards.
e If the caption file is longer than the source video, they won't be able to auto-sync.

e Relies heavily on network availability.
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