HOW TO RECORD
PRESENTATIONS

For playback during virtual meetings



TIPS FOR SPEAKER/PRESENTER

* Set your web cam up at eye height. Use books or boxes to lift laptop
camera or create a shelf.

* Check lighting, background and clothing.

* Mute anything else in your office that rings, beeps or buzzes so you
don't distract yourself or others in the audience.

* Logout of email or any other program that could pop up
notifications on your screen



WHO IS RECORDING?

* Presenter?
- Staff Member?



SPEAKERS WHO RECORD
THEMSELVES

PowerPoint
(or use professional A/V company)



RECORDINGWITH POWERPOINT

1. Open Presentation
2. Click “Slide Show” Ribbon

3. Click “Record Slide Show"
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RECORDINGWITH POWERPOINT

4. You will see

Presenter view.
That's ok.

5. Make sure you see
your camera/video in
the lower right
corner

6. hit “record”
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RECORDINGWITH POWERPOINT

7. Wait for 3 second countdown

8. Present as normal. Use Arrow icons to advance.
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RECORDINGWITH POWERPOINT

9. Atend: Hit “Stop”

10. Close presentation
mode and go back
to main screen
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RECORDINGWITH POWERPOINT

11. Go to “File” ribbon

12.Save As (Choose location)
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RECORDINGWITH POWERPOINT

13. File Name: last name_presentation title
"Diamond_HowToRecordZoomMeetings”

14.MPEG-4 Video (*mpy) N B> esko

2_McBeth_ABCs of PT
PowerPoint Presentation (*.pptx)

15."SAVE"

Paint Show (*.ppsx)
erPoint Macro-Enabled Sho




WHAT THE FINAL PRODUCT LOOKS LIKE

RECORDING WITH ZOOM

Computer Audio

4. Testing speaker and microphone
(if needed)

a) Test Speaker
b) Test Microphone

Join with Computer Audio

Speak and pause, do you hear a replay? Speaker and microphone looks good



MEETINGS TEAM
RECORDS SPEAKER

Zoom



RECORDINGWITH ZOOM

1. Send speaker zoom meeting link

2. ForSpeaker: Open Zoom link via email

3. “Join with Computer Audio”

) Choose ONE of the audio conference options




RECORDINGWITH ZOOM

4. Testing speaker and microphone
(if needed)
a) TestSpeaker
b) Test Microphone

Speak and pause, do you hear a replay?

Compuler Audio

Join with Computer Audic

Speaker and microphone looks good




RECORDINGWITH ZOOM

5. Stop Video (Recorder only!!)
6. Video Settings

Select a Camera
v USB Video Device

Choose Virtual Background

Video Settings...
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RECORDINGWITH ZOOM

7. Video Options (Recorder Only)

8. Hide non-video partici

My Video: Enable HD
() Mirrar my video
Touch un my appearance
Meetings: | Always display participant names on their video

| Turn off my video when joining meeting

W dialag when joining a video meeting

Share Screen

D Chat
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@
Recarding
2

Prafile



RECORDINGWITH ZOOM

0 Settings

General

Local Recording  Location: \\ccofsOl\usersdata\ded1d1\Doc| | Open | Change

9. Recording Options e

@ Audio Choose a location for recorded files when the meeting ends

[ Record a separate audio file for each participant who speaks

10. Record Video When Screen ) share screen O e et i 0
. 0 ca
Sharing/

@ Virtual 8ackground

Place Video next to....
B rrotite
0 statistics
0 reeavack

O Keyboard Shortcuts

Record video during screen sharing

& rlace video next 1o the shared screen in the recording

Accessibility




RECORDINGWITH ZOOM

11.Participants
12.Rename Speaker (if needed)

13.Click on More/Rename

Speaker: Darryl Diamond, CMP or Darryl A. Diamond,
MD, PhD.




RECORDINGWITH ZOOM

14.FOR SPEAKER
a) Open Powerpoint/Keynote/
presentation
a) Gointo presentation mode
b) Share Screen (Zoom)

c) Select the actual
presentation/show




PRO TIP: MOVEYOUR CONTROL PANEL

If using multiple screens, you can move the Zoom recording over
the slides themselves (on the screen that doesn’t have the
webcam) and use the slide presenter view (with notes) on the
screen that does have the webcam

The ABC’s of
Physical Therapy

after Breast Cancer j¥..8

BREAST CANCER\, ossasdisiinsisshineeesd Wellngs
COORDINATED CARE \§2!umbia, MD




RECORDINGWITH ZOOM

15. Mute Audio
(Recorder only)
15."Record”

16.For Speaker: Take a
Breath and then begin




RECORDINGWITH ZOOM

18.Stop Recording

e
Chat

19.End Meeting

Breakout Rooms
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Stop Recording

At v b

Disable participants annotation

Show Names of Annotators

Hide Video Panel
Hide Floating Meeting Controls _trl+ Alt+Shift+|

Share computer sound

Optimize . “are for Full-screen Video Clip



RECORDINGWITH ZOOM

2 7oom - Comerting the meeting recording

a Convert Meeting Recording

You have a recording that needs to be converted befare viewing,
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Stop Converting




RECORDINGWITH ZOOM
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WHAT THE FINAL PRODUCT LOOKS LIKE
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