ZOOM Self-Recording
Instructions



Download and install Zoom

Download Zoom: https://zoom.us/download

Download for IT Admin =

Download Center

Zoom Client for Meetings ‘F :'
The web browser client will download automatically when you start or join your first Zoom ——
meeting, and is also available for manual download here. ?—
L]
F
Download Version 5.1.1 (28546.0628) .




Before Sign in

® Tosign in, use your Zoom Google, @
Facebook account. You can also log
in using SSO.

® If you don't have an account, click
Sign Up Free.

©® If you have a Zoom account but
cannot remember your password,
click Forgot.

Sig n |I1 5ign Up Free
: Email J
Password Forgot? or
Keep me signed in Sign In

e Sign In with 550
G Sign In with Google
f  Signinwith Facebook




Sign In and Start a Meeting

I—.Choose New Meeting 9—‘
<]
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200Mm

Join a Meeting

Version: 5.1.564570.0506

Meetings



Zoom Meeting

Openthe
video

and unmute
yourself

®

Record Closed Caption Reactions Support




Please select
microphone and
speaker accordingto
the equipment you
are using

Test Your Voice by

going to theSetting

Zoom Meeting

Select a Microphone
Same as System

v MacBook Air # 52X (MacBook Air #5E/X)
Soundflower (2ch)

Soundflower (64ch)

! Select a Speaker

Same as System

& MacBook Air#%=2% (MacBook AiripE %)

Soundflower (2ch)
Soundflower (64ch)

Test Speaker & Microphone...
Switch to Phone Audio...

Leave Computer Audio

Audio Settings...

@®

Record



Audio Settin

@ Settings
General
Speaker Test Speaker Built-in Output (Internal Speakers) o
Video
Qutput Level;

Output Volume: Y — ) _ 1 . TeSt your Speaker here

= .
[_.;_l Virtual Background

Microphone Test Mic Built-in Microphane (Internal Microp... <

Recording

e Input Level:
0 Statistics P

Input Volume: % - v G2 Test your Michere
G Feedback

Automatically adjust microphone settings
Accessibility

Join audio by computer when joining a meeting
Mute microphone when joining a meeting

Press and hold SPACE key to temporarily unmute yourself f— 3. Ma ke sure this is off



Video Setting

[ ] Settings

General

Audio

Share Screen

0 Chat

@ Virtual Background

@ Recording

e Camera: FaceTime &iE#l&k (M)
Profile
© 16:9 (Widescreen) () Original ratio ‘ ChOOSE 1 6:9
@ Statistics My Video: Enable HD E
nable HD
Mirror my video
g Feedback
Touch up my appearance
Keyboard Shortcuts Meetings: Always display participant name on their videos

- o Turn off my video when joining a meeting
R Always show video preview dialog when joining a video meeting
Hide non-video participants
Spotlight my video when speaking

Display up to 49 participants per scres n Gallery \




General

i: ;n Virtual Background

[® Recording

a Statistics

O Feedback
Accessibility

Recording Setting

Settings

You can set where
you would like to
store yourvideo

Choose a location to save the recording to after the meeting ends

_ Record a separate audio file for each participant \ i

_ Optimize for 3rd party video editor (@) ¢ Keep thls One ON

[] Add a timestamp to the recording (%) \ JUSt In Case you
have a second

Record video during screen sharing

Store my recordings at: [Users/zinniazhu/Documents/Zoom ¢ Open

30.71 GB remaining

- i _ ~ Please keepthis thought

[_] Place video next to the shared screen in the recording . .
ON for us toedit . You will be able to
your vide see the video after
afterwards you quit the Zoom

application



Slide Preparation

Now we are about tostart

- Step 1:

Open you slide from PowerPoint

- Step 2:

Go back to Zoom and Click Share

Share button



Share YourSlide

@ Basic Advanced Files

V4 ve
Desktop 1 Whiteboard iPhone/iPad via AirPlay iPhone/iPad via Cable
Choose Power =
Point ﬂ
|
WPS Office - JRR3CH1 iE - #iE (21F)

() share computer sound () Optimize Screen Share for Video Clip

wesoind (] Optinln \ . -
f Click Share




Choose this

Adj UStment so you can adjust the size of yourimage
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Adjustment

WFE O LfFIX B f#E

Slide here
Bigger

ZOOM.pptx
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Slide here 2

Smaller
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Click other area of the image and youcan
move it to the location required

-

Click onthe
right under
corner you
can adjust
the size of
yourimage



Please avoid overlap

W Stop Share
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Please avoidoverlap

W Stop Share
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Start Recording

L B zooM.pptx E & - - % all rd
= upt ROR 9 _ Mute Stop Video v c Anrotata

| m Stop Share

® = ann AR = o = o

1R MEmFE - HROOE - - ST B T U S 4rX X @ = Record on this Computer

[EB 7 Record to the Cloud - T : S .
1 Closed Capton StartRecording

Disable Attendee Annotation When al | Set

Show Names of Annotators

rest Hide Video Panel

Hide Floating Meeting Controls

Press Record

Optimize Screen Share for Video Clip

Live on Custom Live Streaming Service % and you Can Start
the presentation
s = recording

Test

TEST
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End Recording

& Wwpsoffice kP IR HO %8
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Share

Test
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Chat

Pause Recording

Stop Recording ? En d Reco rd i ng
Closed Caption Whe n aI I Done

Disable Attendee Annotation

Show Names of Annotators

Hide Video Panel

Hide Floating Meeting Controls

. Press Stop

- Recording
= to finish the
recording

Optimize Screen Share for Video Clip

Live on Custom Live Streaming Service

B g D& ——O + 87% o



Turn off Zoom andEnd Meeting

Step 1
Click Stop Share
F% EHETZi‘V . i
=

TEST

Step 2
Click to End meeting



. . You can choose whereto
Flnd the VIdeo 2 save file and click SAVE

==

After you end the meeting It
will take some time to
produce the video

o . |

L] Zoom - LR RS

BHRBREAATURRIE ' The folder will pop out
automatically

o 2020-05-26 23.36.12 FMME's Zoom Meating 1820881403

s Bm e me %

|
44% |
HE L iR B i, zoom TR AR AL T M B i i

|

RFENRBERE:
% /Users/zinniazhu/Documents/Zoom/2020-05-26 23.36.12... <
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video we need.
Please send the video file to us
through Email.
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Note: If you have severaltakes You
can find it in otherfolders

Other folders suppose be in the upper
level of the pop out folder

W 2020-05-26 21.21.46 FRME's Zoom Meeting 1530469448

 =0m By % 0 ]
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. 19 2020-05-26 20.38.50 CAST- CIST._ersansl Meeting Room 6815374248 » playback.mdu
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B 2020-05.25 20.88.47 CAST- CI5T_ ersonal Meeting Room 8915374246 » = room 0.mpd
W 2020-05-2621.13.18 EMMM's Toom Mesting 1527871346

B 2020-05-26 21.21.48 EMEN's Toom Mesting 1580468448
N 2020-05-2623.36.12 - MMM's Zoom Mecting 1826881403 E



