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WEST TEXAS A&M UNIVERSITY.

DOWNLOAD, SAVE, AND SHARE ZOOM RECORDINGS

Classroom recordings stored in the Zoom Cloud will be available for 60 days before they are automatically deleted. This
time frame is necessary so that all classes can use the Zoom Cloud for class recordings throughout the semester.

If you would like to keep your class recording for longer than 60 days, download the video from the Zoom Cloud before
the 60-day expiration and store your video in OneDrive. You can download, save, and share a video link or a video folder
from your OneDrive account to a course in WTClass.

Benefits of Saving and Sharing Recordings from OneDrive:

e Your videos will be saved for an unlimited time—as long as you are at the university.

e You can easily share videos and video folders with students via a link in your course.

e Your videos can be captioned using the auto-caption option in OneDrive.

e Your students will be able to play video at any level of internet service, as OneDrive video files play via Adaptive
Bit Rate (ABR).

DIRECTIONS

Part 1: Download a Zoom Cloud Recording

Part 2: Save a Recording to OneDrive

Part 3: Share Recording from OneDrive

Part 4: Add a Recording link to WTClass

Part 5: Add a Recordings Folder (Playlist) to WTClass
Part 6: Auto-Caption Your Videos in OneDrive

DOWNLOAD A ZOOM CLOUD RECORDING

1. Enter your course in WTClass.

2. Click on the Class Recordings or Zoom link in your course menu. This will open a list of your Zoom recordings
that are in the Zoom cloud.

3. Select the Cloud Recordings tab (A) and then select the Topic for the course date you want to view (B).

Z00m

Your current Time Zone and Language are (GMT-05:00) Central Time (US and Canada), English £

All My Zoom Meetings

Upcoming Meetings PreviousMeetings  Personal Meeting Room Cloud Recordings

from | Selectdate to  2022-09-1% Searchby ID m Export

Delete All

Topic f D Start Time

DEV_ITS_1000




4. Click the Download link under the Recording thumbnail image.

Course Recordings = Recording Details

DEV_ITS_1000

Aug 11, 2022 11:54 AM Central Time (US and Canada)

Share Download Share

5. Your saved video file should be saved and located in your “Downloads” folder.

NOTE:

1. If after you select “Download,” you get the following message, “Only the host can download this recording.
Please sign in to your Zoom account to download if you are the host,” go to the top corner of the screen and
choose “Sign In.” This will open up your Zoom account page, but you will not use the page at this point.

Zool | l SOLUTIONS « PLANS & PRICING CONTACT SALES RESOURCES» JOIN HOST SIGN IN m

Only the host can download this recording. Please sign in to your Zoom account to download if you are the host. (200)

2. Once you have signed into Zoom, go back to the WTClass Zoom Cloud Recordings page. Select the title of the

recording that you want to download, and choose “Download.” Your video file should be saved and located in
your “Downloads” folder.

SAVE A RECORDING TO YOUR ONEDRIVE ACCOUNT

Save your recorded Zoom file to your OneDrive account so that you have full access and control over the file. It will
remain in your OneDrive account as long as you want it there. To save to your OneDrive account, follow these steps:

1. Inyour preferred browser, go to https://onedrive.live.com. Click on the “Sign In” button in the top right of
the screen.

2. Enter your full WT Email address in the Sign in box.

BS Microsoft
Sign in
Ewiamuedy

Mo account? Create one
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3. Select the option for “Work or School account created by your IT department.” If requested a second time,
select “Work or School account created by your IT department” again.

BY Microsoft

We need a little more help

Work or scho

Created by yo

Personal account
;2‘. Created by you

Tired of seeing this? Rename your personal Microsoft

account

4. Enter your full WT email address and Single Sign On password.

NEW WORLD. NEW WAY. WEST TEXAS A&M
UNIVERSIT Ya

ALWAYS WT.

e 24

n Besources and ol related

e

Signin

5. Once inside the web version of OneDrive, create a folder to save your course Zoom recording files. NOTE: To
keep your recordings organized, be sure to create a separate folder for each of your courses.

6. To create a folder, select the “+ New” button and then select “Folder.”

Wr OneDrive jo
* T Upload i3 syne  #1 Automate
B3 My files Folder
@ Recent B¢ Word dooument
d*  Shared B Excel workbook
@ Recyde bin @ PowerPoint presentation
! ) Mod
Shared libraries @} OneNote notebook
to Submit Augu
. Bi| Forms for Excel
r |5 Augui
- ® i
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7. Enter atitle for the folder, and click “Create.” Be sure to create a folder for each class for which you have
made Zoom recordings.

Create a folder X

| IDS-2340 |

8. Click on the title of the folder you previously created. Select the “Upload” button and choose the “Files”
option.

wr OneDrive

T Upload ¥ & Share @ Copy link
B3 My files Files
“0)  Recent My files > IDS. Folder
& Shared
& Recyce bin N Name ™

9. Select the Zoom recording file that includes a number (the size of the recorded screen) and then select
“Open.” Most often, these files can be found in the Downloads folder.

@ File Upload x
« v P ; » This PC » Downloads ~ [«] -+ Search Downloads
Organize + New folder =~ @ @
R A Mame Dste modified Type Size A
B 3D Objects ~ Today (1)
[ Desktop |&| GMT20220811-165454 Recording_1648x928  9/19/2022 5:20 AM P4 File 9,735 KB

4| Documents
- b Downloads

» v

File name: ~| [AnFiles -

I| Open |I Cancel
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10. Your saved Zoom recording file will appear in the course folder you created in OneDrive.

/O -
N — o
T Upload ¥ & Share @ Copylink a3 Syne 4 Download #2 Auto

B1 My files

YO Recent My files > IDS-2340

£ Shared

S 0 Name~ / Modified ¥ Modified By ~

[ GMT20220811-165454_Recording_1648x9...  Afew seconds ago

11. Rename the file to something more distinguishable. Do this by clicking on the three dots that appear when
moving your mouse over the file and selecting, “Rename.”

. Preview
My files > 1DS-2340
Share
@ [0 Name~ Copy link lodified
® [+ GMT20220811-165454 Recordi... |&» _ @ Manageaccess
Download
Delete
Maove to
Copy to
Automate >
Version history
Details
12. Your file will show up with the new name.
My files > IDS-2340
@ [0 Name~ Modified ~
@ [+] “Week 01 Lecture .mp4 [E= Afew seconds ago

SHARE YOUR ONEDRIVE ZOOM RECORDING

1. Inyour preferred browser, go to https://onedrive.live.com.

2. Click on the “Sign In” button.
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3. Enter your full WT Email address in the Sign in box.

BY Microsoft
Sign in
Ewitamuedy

M account? Create ong

4. Select the option “Work or School account created by your IT department.” If requested a second time,
select “Work or School account created by your IT department” again.

B Microsoft

We need a little more help

It looks like this email is used with more than cne
account from Micrasoft. Which one do you want to
use?

Work or school account
Created by your IT de

R Personal account

Created by you

Rename your persenal Microsoft

5.

NEW WORLD. NEW WAY,

ALWAYS WT.

6. Find the folder that you created for your course Zoom recordings.

7. Click on the three dots that appear when moving your mouse over the file, and select “Share.”

Preview

© [0 nNamev Copy link lodifie

My files > 1DS-2340

(] (] “Week 01 Lecture .mp4 Manage access

Y

Download

Delete

Move to
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8. Select the “Anyone with the link can view” link.

Send link X

Week 01 Lecture .mp4

Anyone with the link can view >

Message..

Copy link

Anyone with the link can view > | Copy |

9. Switch the setting for “Block download” and then select the “Apply” button.

Link settings X
Week 01 Lecture .mpd

Who would you like this link to work for? Learn more

Anyone with the link v
People in wtamu.edu with the link
People with existing access

Spedific people

Other settings

2R Can view e
[F Set expiration date X

g Set password

© Block download o
Apply Cancel |

10. Select the “Copy” button.

Link to 'Week 01 Lecture .mp4' copied

| https://wtamu- my.zharepoim.ccm,«':v:,«’g,«'perzonal,«'kl

Anyone with the link can view-only @ »
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ADD A RECORDING LINK TO WTCLASS

1. Open your WTClass Course.

2. Inyour content area, click “Build Content”.

DEV_ITS_1000 Lessons

Lessons
DEV_ITS 1000

Home Page
e Build Content v Assessments v Tools v Partner Content v
Syllabus

Calendar

AV

Class Recordings

Chapter 1 PowerPoint

Lessons

. |

3. From the Build Content drop-down menu, click “Web Link”. The “Create Web Link” page will open so that you
can provide a name and link to the video.

DEV_ITS_1000 Lessons  Create Web Link S R G v @D @

Create Web Link
DEV_ITS_1000
AWeb Tink 15 a shortctt to a Web resource. Add a Web Link to a Content Area to provide o quick access point to relevant materials. More Help

Home Page ®
Syllabus [ ]
Calendar [ ] ndicates a required field.
Class Recordings @
WEB LINK INFORMATION

[ ]

Ll Name

o I J

- e
URL

My Grades

send Email

Course M [[] This link is to a Tool Provider. What's 3 Tool Provider?

Click Submit to proceed. Cancel

Smarthinking Tutoring

Tools

4. Inthe “Web Link Information” space, create a name/title for your video and paste the OneDrive link into the
URL box. Click “Submit.”

WEB LINK INFORMATION
+ Name
Week 01 Lecture
* URL j
pZsxZrfGQPKBXjZBBZaTMVBKTSkcKNDfXgPe=rahUaQ

Fore

1ple. http://www.myschool.edu/

[ This link is to a Tool Provider. What's a Tool Provider?

Click Submit to proceed. Cancel ||
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5. The Web Link to your OneDrive recording will appear at the bottom of the page. Click just to the left of the web
link item and you will be able to drag the video link to where you want it.

DEV_ITS_1000 Lessons

Success: Week 01 Lecture created.

DEV_ITS_1000
Home Page Lessons

Syllabus

Sl Build Content v  Assessments ¥  Tools v  Partner Content v

Class Recordings

Lessens

A¥

.?:’%j Week 01 Lecture

Chapter 1 PowerPoint

My Grades
Send Email

Course Mess;

Smarthinking Tutoring

ADD A RECORDINGS FOLDER (PLAYLIST) TO WTCLASS
To add a link to a folder in WTClass that holds all of your Zoom course recordings, follow these steps:

1. Invyour preferred browser, go to https://onedrive.live.com. Click on the “Sign In” button in the top right of
the screen.

2. Enter your full WT Email address in the Sign in box.

BS Microsoft
Sign in
@wtamuedu

Mo account? Create one

3. Select the option for “Work or School account created by your IT department.” If requested a second time,
select “Work or School account created by your IT department” again.

B Microsoft

We need a little more help

It looks like this email is used with more than one
account from Micrasoft. Which one do you want to
use?

Woark or school account

ﬁ Created by your IT department
Personal account

i({ Created by you

Tired of seeing this? Rename your personal Microsoft
account.
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4.

5.

WTAMU

Enter your full WT email address and Single Sign On password.

NEW WORLD. NEW WAY.

ALWAYS WT.

In your OneDrive files, find the folder that you want to share. Click on the three dots that appear when

Fign in

moving your mouse over the folder name and choose “Share.”

My files

0

MName ~

Attachments

Desktop

Documents

IDS-2340

|2 Share @ Copylink £ Request files + Download [i] Delete

Copy link lodified By ~
Request files
Manage access

Download

Delete

B

Maove to
Copy to
Rename

Automate >
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6. Click on the “Anyone with the link can view” option.

Send link X
1D5-2340

Anyone with the link can view >

| R~
Message..

Copy link

Anyone with the link can view > | Copy |

7. Select the option to block downloads and then click “Apply.”

Link settings X
IDS-2340

‘Who would you like this link to work for? Learn more

Anyone with the link v
People in wtamu.edu with the link

People with existing access
Specific people

Other settings

& Can view e
Set expiration date

g Set password

e Block download o

i

8. Copy the link to the folder by clicking “Copy.”

Link to 'IDS-2340' copied
| https:/fwtamu0-my.sharepoint.com/:f:/g/personal/kl |

Anyone with the link can view-only @ >

9. Open your WTClass Course.
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10. From the Build Content drop-down menu, click “Web Link”.

DEV_ITS_1000 Lessons

Lessons
DEV_ITS_1000

Home Page

Build Content v Assessments v Tools v

Chapter 1 PowerPoint ~ A¥

Partner Content v
Syllabus

Calendar
Class Recordings

Lessons

DEV_ITs_1000 Lessons  Create Web Link S R G wovees @D @

Create Web Link
DEV_ITS_1000
TWEB IS G SROFIEIFES D Web resource. Add @ Web Link to a Content Area to provide a quick occess point to relevant materiais. More Help

Home Page ®
Syllabus ®
Calendar ® ndicates a required field.
Class Recordings ®
WEB LINK INFORMATION

®

® Name

o IEINT ]

—e
URL

My Grades
Sl EE For example, http://ww.myschool.edu/

Course Messages @ ] This link is to a Tool Provider. What's a Tool Provider?

Click submit to proceed. Concel

Smarthinking Tutoring

Tools

12. In the “Web Link Information” space, create a name/title for your recordings folder and paste the OneDrive
link into the URL box. Click “Submit.”

WEB LINK INFORMATION

Name

ID5-2340

URL

\amQ5GDCeBEBTSrgRHdtsPTVYZV16B6W2e=NMpLNSO f

For example, http://www.myschool.edus

[] This link is to a Tool Provider. What's a Tool Provider?

DESCRIPTION

Text
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

B I YU & Paragraph ~ | Arial v 10pt v

iii
<
]
4
=
¢
I
4
Pal

Click Submit to proceed. Cancel
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13. The Web Link to your OneDrive recordings folder will appear at the bottom of the page. Click just to the left
of the web link item and you will be able to drag the video link folder to where you want it.

Success: IDS-2340 created.

Lessons

Build Content v Assessments v Tools v Partner Content v

Chapter 1 PowerPoint ~ A¥

i
z
(=9
%

Send Email

Course Messages @

Smarthinking Tutoring

I ng 1DS-2340

Tools

14. When students click on the link to the folder, it will take them directly to a listing of the folder’s contents
within OneDrive. Students can view any of the videos within this folder (including videos you add later to
this folder) by clicking on the title of the video.

. IDS-2340
O [ Name~ Modified ~
[#] “Week 07 Lecture .mp4 P
[»] “Week 02 Lecture.mp4 P
[»] “Week 03 Lecture.mp4 P

AUTO-CAPTION YOUR VIDEOS IN ONEDRIVE
To auto-caption your stored videos in OneDrive, follow these steps:

1. Inyour preferred browser, go to https://onedrive.live.com. Click on the “Sign In” button in the top right of
the screen.

2. Enter your full WT Email address in the Sign in box.

=' Microsoft
Sign in
Ewtamuedu

Mo account? Create one
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3. Select the option for “Work or School account created by your IT department.” If requested a second time,
select “Work or School account created by your IT department” again.

4.

BY Microsoft

We need a little more help

It looks like this email is used w

Work or school account

ﬁ Created by your IT department
Personal account

;2‘. Created by you

Tired of seeing this? Rename your personal Microsoft

account

Enter your full WT email address and Single Sign On password.

NEW WORLD. NEW WAY.

ALWAYS WT.

prvacy dacept as off
prvacy laws

Srwtarru e

arenrannnnrsl

Sign in

5. Once inside your OneDrive account, find the video that you want captioned. Click on the title of the video to

WTAMU

open the video.

My files > IDS-2340 &

D Name ¥
(] [+] “Week 01 Lecture .mp4 =
s "Week 02 Lecture.mpd

O [+] “Week 03 Lecture.mpd &

Modified ~

9 hours ago

About an hour ago

About an hour ago

Download, Save, and Share Zoom Recordings
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6. The video will open. In the top right corner of the video, click on the “Video Settings” option.

| Share @ Copylink - +| Week 01 Lecture mp4 ® [ X

Video settings =

About video

Comments

7. The Video Settings box will open. Click on the small arrow next to “Transcript and captions.”

Video settings X

Changes to video settings will apply for all viewers. Only users with edit access can
see this panel. Learn more &=F

> [ Thumbnail

() About video D On
>ﬁscript and captions ©

= Chapters ,:.::] Off

(] Comments m On

? %’J Noise suppression O
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8. The “Transcripts and captions” menu will drop down. Click on “Generate.”

Video settings X

Changes to video settings will apply for all viewers. Only users with edit access can
see this panel. Learn more =7

> A Thumbnail

[*] About video m On

~ [E Transcript and captions (O

Generate Upload

— Chapters @ Off
Comments o Cn

(Il
> %’) Moise suppression ()

9. A pop-up box will appear to verify the language for the captions. English will likely be the default. If not, find
“English (United States)” in the “Spoken language” box. Click “Generate.”

Generate X
Microsoft can generate a transcript and
captions for supported languages. To start,

select the language spoken in this video.

Spoken language

| -]
e

10. You will see a message under the “Transcript and captions” heading that tells you that the captions are
being generated. Once available, the caption and transcript file will appear there, under the “Transcript and
captions” heading.

11. Once the captions are available, students can view the captions by opening the video from the provided link,
and then choosing “CC” at the bottom right corner of the video.

NOTE: For more information about who specifically has access to video files in OneDrive and how much access they
have, please visit Microsoft’s Share OneDrive files and folders page.
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