SR T
- .;\;_(’ﬁ 2 Vﬁk‘#z‘;
gy XL =

== ooy BOU Guide to recording presentations in Zoom

1) Getting started

Signi

ngin

Go to http://zoom.us and click on Sign In or
create an account.

You can use the "email" and "password" that
you have created by setting up a zoom
account or use your Google (Gmail or Google
App) or Facebook account to sign in with.

If you do NOT have the Zoom app installed, go
to zoom.us and select "Host a Meeting" to
start the installation.

If you DO have the App installed- search for
and open it
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2) Setup - recording settings

#BOUsci23 — Guide to recording in Zoom

© Zoom

Click the settings menu
in the zoom application

3) Start a new meeting

Click here

New Meeting + Il

pe s

Schedule Share screen

My Meeting

12:00 - 13:00 | NOW

Meeting ID: 974 6971 3766

© Settings
General

O Video

Audio

O Share Screen

Q o

@ Background & Filters
e Profile
@ statistics
O Keyboard Shortcuts

ﬂ Accessibility

Local Recording

Store my recording at: |C:\Users\rburrelNDocuments\Zo| [ Open | [ Change |

13 GB remaining.

() choose a location for recorded files when the meeting e
(7) Record a separate audio file for each participant who spi
() optimize for 3rd party video editor ()

(7) Add a timestamp to the recording @

Record video during screen sharing

Place video next to the shared screen in the recordi

temporary recording files

Set where you
wish the
recording files
to be saved

Untick

BRITISH ORNITHOLOGISTS’ UNION
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*  BOU| 2) Setup —audio and camera

If you have not set this B o
to happen
automatically, check
and connect your audio

Join with Computer Audio

a n d ca m e ra Meeting Topic: Ryan Burrell's Personal Meeting Room
Host: Ryan Burrell () Automatically join audio by comput{ilivhen joining a meeting
Passcode: 6Tz9Ha
Numeric Passcode: 004632
. . . . (Telephone/Room Systems)
O by CIlel ng the ICONnS In Invite Link: hitps:/z00m.us/}/76213689507pwd=CmpscVhQZUZOVEr
the bottom Ieft Participant ID: 265254 Test Spea ker
. " and
. Test your microphone and | m . h
q 1
speaker by using the up — : Microphone
arrow on the Join audio Join Audio and
button or clicking the link Start Video

in the connect audio
window. l l
'0Y vt
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~ BOU 3) Setup - rename

Participants (1)

Rename yourself if @ o o o (2D D

needed by clicking the

“Participants” icon on Click

the bottom menu More>
then

To remove the rename

participants window just
click the button again

Invite Mute All
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“ BOU | 4) Setup — virtual background

Add a virtual background if you wish by clicking the up arrow
next to Start/Stop video

© Settings
General
Video
Audio

Share Screen

fzj Chat

ind & Filters

i Shortcuts

ity

Virtual Backgrounds Video Filters

R
%

) I have a green screen @D (_] Mirror my video

i

dd ir

Add image or
why not use
the
conference
background
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e 5) Setup — sharing presentation ,
BOU | 5) Setup EP | E Select the
| i - window for
Screen 1 Screen 2 Nhiteboard yo u r
presentation
¥ Share computer sound Optimize Screen Sharing for Video Clip m
Tick share
» ” computer
Opelj the Scrgen share mgnu sound
by clicking the icon, or pressing
Alt+S
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B el BOU 5) Setup — sharing presentation

Start your presentation as yg\; #BOU2021 - Sample Slide

normal in your slide software.

You can move your video out 16:9 Aspect ratio
of the way but note that it will
be shown in the top right-

hand corner of your slides. Keep it simple

Be colour-blind-aware
— see presenter
guidelines
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" BOU 5) Setup - start recording and start presenting (good luck!)

Move your cursor to reveal

the zoom toolbar and click a‘m-wu #BOU2021 - Samp|e Slide

“..More” then “Record”.

Depending on your account 16:9 Aspect ratio
you may also see “Record to
Computer” or “Record to

cloud”. Click the “Record to Keep it simple
Computer”.

Be colour-blind-aware
— see presenter

6) Stop recording S L -
guidelines b Y

When you have finished,

either navigate back to the
toolbar or press “Alt+R” to R T Sy g
stop the recording
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~ BOU 5) End meeting and sharing your recording

Once you have stopped recording then please end the
meeting. The zoom window will close, and the convert
recording window (right) will open. Please let this complete.

Once complete, navigate to your recording files. Please watch
the entire presentation through and check the following:

1) Is the audio and visual clear and understandable
throughout?

2) Are you within the time limit set?

3) Areyou happy with the content?

If you answer yes to all three, then please send the “playback”
file to the BOU conference team via Leila Walker
leilawalker@bou.org.uk

) Zoom Cloud Meetings -

200m

0 Convert Meeting Recording

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

2% =

Stop Converting

o (ol -
() [J « z00m » 2014-12-15 190003 sidan crosbie’s z00m meeting T83S7... v [ 4 |[ Search 2014-12-15 1 oidon cros... P
Organize v Include in library v Share with v Play all New folder = 1 @

¢ Favorites ke
| B Desktop 2] audio_only
| 18 Downloads B playback

. Recent Places B zoom 0 \
| o tibraries

3 Documents d h
| o Music Se n t e
‘ = Pictures .

o zoom_0.mp4 file

& Homegroup

l 3 items.
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