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WEST TEXAS A&M UNIVERSITY.

RECORDING CLASSROOM LECTURES FOR STUDENT ACCESS

All classrooms are setup for recording class lectures using Zoom. In order for your Zoom class recordings
to automatically populate in your course in WTClass, you must schedule your Zoom class sessions inside
of the course in WTClass. Complete the following steps to setup your face to face course for classroom
capture:
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START OF SEMESTER — PRE-SETUP OF CLASS ZOOM MEETINGS

By default, a link to Zoom Meetings are not within WTClass courses.

1. Loginto WTClass and open the course where you would like to
add Zoom. In the top left of the Course Menu, hover over + 20195P-HIST-1301

2. From the pop-up window, choose Tool Link. Home Page

Syllabus

3. Complete the Tool Link options.

o Name: Enter the title you would like displayed for the .
Zoom link in your course navigation. T

Example: Class Recordings Module Page

o Type: Select the option for Zoom Meeting. Blank Page
o Available to users: Check this option so that students can Toal Link
access your Zoom class recordings. m——
Add Tool Link ST
Name: Class Recordings
Subheader
Type: Zoom Meeting v

Divider

Available to Users .
]

Cancel Submit

4. Click Submit.

5. Click on the Class Recordings link you previously created in the course menu, located at the
bottom of the course memu.
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6. If you get a security warning and the Zoom page does not appear, click on the “If you can not
leaunch LTI Pro, please click here.”

For improved security the Approved Domains section of the LTI Pro configuration page needs to be configured

Redirect to Zoom...

If you can not launch LTI Pro, please click here.

7. Click Schedule a New Meeting in the upper right corner of the page.

Your current Time Zone is (GMT-05:00) Central Time (US and Canada). 2 All My Zoom Meetings/Recordings | [ HEINC VRO
Upcoming Meetings | Previous Meetings  Personal MeetingRoom  Cloud Recordings Get Training B

Show my course meetings only

Start Time Topic Meeting ID

8. Select the following settings for the meeting:

o Topic: By default, the course name will be added. No changes needed.

/ 20195P-HIST-1301

Description (Optional)

Topic

Enter r meeting description

o When: Select a date and time for your first class meeting. NOTE: You can always start
the meeting early, so you do not have to add additional time before in case you want to
enter the meeting early.

af 04/14/2020 2:00 PM

hr © min

me Zone B —— T - -
Time Zone GMT-05:00 Central Time (US and Canada)

Recurring meeting

o Duration: Choose the approximate duration of your class. NOTE: This is only for
scheduling purposes. The meeting will not end once this length of time has passed.

04/14/2020 2:00 PM

hr O min

Time Zone

GMT-05:00 Central Time (US and Canada)

Recurring meeting

o Time Zone: By default, Zoom should use Central Time. Click on the drop down to select
a different time zone.

04/14/2020 2:00 PM

hr min

R T e s &
Time Zone * GMT-05:00 Central Time (US a

Recurring meeting
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Recurring meeting: Select Recurring meeting, change Recurrence to Weekly, select the
day(s) your class meets and set the End date to the last day of the term. It can meet up
to 50 times. If you need more than 50 meetings, use the No Fixed Time option instead of
Weekly.

‘ Recurring meeting ’ Every week on Mon,Wed, until Dec 03,2020, 30 occurrence(s)

Recurrence Weekly

Repeat every 1 week

Occurs on sun Mon Tue wed Thu Fri sat

End date @® By 12/03/2020 After | 7 occurrences

Waiting Room: If you do not want students to join the class remotely via Zoom, turn on
Zoom Waiting Room and they will not be able to access the Zoom session unless you
allow them to join the session.

Security & 1n?200)1
Only users who have the invice link or passcode can join the meeting

Waiting room

Only users admitted by the host can join the meeting

Only authenticated users can join meetings

Video: Select to leave the video Off for Host and Participant to start the meeting. You
and your students will still have the option to start video after entering the meeting.

Video Host onf (@ off
Participant onf (® off

Meeting Options: Select the option to Mute participants upon entry. Muting
participants helps to reduce background noise that may occur upon entering.

Meeting Options e

[ Mute participants upon entry ]

Use Personal Meeting ID

Record the meeting automatically On the local computer (@) In the cloud

Record the meeting automatically: Select the option to Record the meeting
automatically, and then select the option to record In the cloud so that your recording
is automatically stored in the Zoom cloud for student viewing for 60 days.

Record the meeting automatically oOn the local computer '@‘3 In the cloud |

Alternative Hosts: Additional faculty in your course may be listed here. You cannot add
or remove Alternative Hosts within WTClass at this time. To add an alternative host, edit
your meeting at http://wtamu.zoom.us. For more information, see Designating an
Alternative Host in the WTAMU Zoom Website.

9. Click Save.
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IN-CLASS RECORDING

Prepare for your in-class Zoom recording by following these steps:
1. Get everything setup on your computer that you plan to use to teach.
2. Open WTClass and access the course you are teaching.
3. Click on the Class Recordings link in your course menu.
4.

Click on the Start button for today’s session.

If this is your first-time using Zoom in a specific classroom, you will have to download a small Zoom file.
A window will open up. Click on the button to “Save File.” If the Save box does not automatically appear,
you will need to click “download & run Zoom.”

Opening Zoom_cm_frwsroZ%wiZod_mgUaZXCPk+jMNoGU+Gghdv+wS... X

You have chosen to open:
[ ...53zhtv1B-WIFF@m+1tD70iglaOyX-7_kf1b396c6bff2e95b_exe
which is: exe File (81.3 KB)

from: https://wtamu.zoom.us

Would you like to save this file?

Save File ]l Cancel |

Once saved, it will minimize to the download area. Click the down arrow on the browser and select the
Zoom file.

+ in 0O &

'i' Toom_cm_frwsrelhonlod . d1bI56 e TS _me

ilwv--‘-l.ll::'vhnl.wds

This will take approximately 1-2 minutes to download and run.

5. Once Zoom opens, select the option to Join with Computer Audio
) Choose ONE of the audio conference options X

Phone Call Computer Audio

Join with Computer Audio

Test Speaker and Microphone

\:\ Automatically join audio by computer when joining a meeting

6. Before your Zoom meeting starts, ensure your microphone and video are set to the room
audio and video (see Audio and Video section of this document). Once set in a room, each
additional Zoom meeting should use the same settings.
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7. Verify the microphone is turned on and, if desired, your video is turned on.

For more information on audio and video options, visit the Zoom Audio and Video section in this
document.

8. Click the Share Screen button.

9. Click on the Screen option in the upper left corner of the popup window. Then click Share
button in the bottom right corner.

) Selecta vandow or on application thet you want to share x

= °
€ crassioom Technology Tes o su. [HE] Snagic Capture B ooinvinnsso - zoom- mosita.. 4k

10. A green box will appear around the screen. The recording will now contain what students see on
the screen in the room. Note: the menu bar may disappear when your mouse is not over the
Zoom control area.

11. When your class is over, Click the Stop Share button that will appear at the top or bottom of the
screen on the Zoom toolbar.

12.Click the End button (bottom right of screen) and select End Meeting for All.
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CHOOSE ZOOM AUDIO AND VIDEO RECORDING DEVICES

In each classroom, before your first Zoom meeting, ensure your microphone and video are set to the
room audio and video. Once set in a room, each additional Zoom meeting should use the same settings.

For the following larger classrooms:

AGS 102, AGS 104, AMA 13, AMA 15, CC 301 CC
331, CC 335, CC 401, CC428, CC429, CC433,
HELC 9, MMNH 189, NSB 101, NSB 102, NSB 103

Setup for Audio:
Select the up arrow next to the
microphone.

Select the option for Microphone (USB PnP
Audio Device)

Select a Micronhone
+ Microphone (USB PnP Audio Device)

Select a Speaker
+ Speakers / Headphones (Realtek(R) Audic)

Same as System

Test Speaker & Microphone...

Setup for Video:
Select the up arrow next to the video
camera.

Unmute Start Video
Select the option for RoboSHOT USB
Select a Camera (Alt+N to switch)

~ USB HD Camer
RoboSHOT USE

Video Settings...
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For smaller classrooms (others not listed at
right):

Setup for Audio:
Select the up arrow next to the
microphone.

Unmute

Select the option for Echo Cancelling
Speakerphone (ConferenceSHOT AV)

Select a Microphone

+ Echo Cancelling Speakerphone (ConferenceSHOT AV)

Select a Speaker

iphones (Realtek(R) Audic)

Microphone..
h to Phone Audio...

Computer Audio

Setup for Video:
Select the up arrow next to the video
camera.

Select the option for ConferenceSHOT AV
Select a Camera (Alt+N to switch)
USBE HD Camer

v ConferenceSHOT AV

Choose Virtual Background...

Choose Video Filter...

Video Settings...



USING THE CLASSROOM DOCUMENT CAMERA OR ZOOM WHITEBOARD

In order for your students to see what you write during a recorded meeting, use the Document Camera
(Doc Cam) or the Zoom Whiteboard, using the annotation tools provided with the ViewBoard monitor.

USING THE DOCUMENT CAMERA

If using the Document Camera (Doc Cam), do not select it as a source on the touch panel controlling the
projector and screen — keep the source as Computer.

To use:

1.
2.

Power on the document camera as usual and prepare your documents for viewing.

Open the Doc Cam application on the desktop to run from the computer. Depending on the
brand of Doc Cam, look for the icon (see 3 doc cam brand icons below) on the desktop.

4 B [E

Viewing the document camera from the podium computer allows your virtual students to see
the Doc Cam through Zoom.

USING THE ZOOM WHITEBOARD

Click the Share Screen button located in your meeting tool bar.
Click Whiteboard.

/

Whiteboard

Click Share.

The annotation tools will appear automatically, but you can press the whiteboard option in the
meeting controls to show and hide them.

T ——

Draw Stamp Spotlight Eraser Format Undo

Use the page controls in the bottom-right corner of the whiteboard to create new pages and
switch between pages.

> O

Note: Only the participant or host that started sharing the whiteboard has access to create and
switch pages.
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STUDENT ACCESS TO RECORDINGS AFTER CLASS

Classroom recordings in the Zoom Cloud will be available for 60 days before they are automatically
deleted from the Zoom Cloud. This time frame is necessary for classes to be able to use the Zoom Cloud
for class recordings throughout the semester due to cloud storage limitations.

If you need or would like to keep your class recording for longer than 60 days, please download the
video from the Zoom Cloud before the 60-day expiration and store your video in your OneDrive account.
You can also share your video link from your OneDrive account in a course in WTClass. Visit the
additional documentation for instructions on downloading Zoom recordings to store on OneDrive.

After you have completed class, students can access the class recordings using the following
instructions:

1. Enter the course and click on the Class Recordings link created in your course menu.

2. If you get a security warning and the Zoom page does not appear, click on the “If you can not
launch LTI Pro, please click here.”

For improved security the Approved Domains section of the LTI Pro configuration page needs to be configured X

Redirect to Zoom...

If you can not launch LTI Pro, please click here.

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

zoom A

Your current Time Zone and Language are (GMT-05:00) Central Time (US and Canada), English 2

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings

from Selectdate to  2022-05-09 Searchby ID Export

Delete All

2021FAINTRO/INFORMATN SCI (CIDM-1301-01)

4. The Zoom recording thumbnail image will appear. Click on the recording thumbnail.

5. A new tab will open, asking for a passcode. The passcode should automatically be copied to the
clipboard. Paste the passcode into the box by pressing Ctrl + V (PC) or Command +V (Mac) on
your keyboard, or by right-clicking in the passcode box and selecting Paste.

Enter the passcode to watch '

s

Passcode [y
. Undo

Redo

- Cut
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6. If the passcode did not copy correctly, go back to the Zoom thumbnail tab so that you can
access the passcode. Click the “Eye” icon (C) to show the password. Copy the password (D).

Course Recordings > Recording Details

DEV_ITS_1000

May 3. 2022 1:21 PM Central Time (US and Cana

a

o
o
W

7. Click on the video thumbnail to open a new tab, or return to the passcode request tab. Paste
the password into the password field and click Watch Recording.

Enter the passcode to watch "DEV_ITS_1000"

Passcode

Watch Recording

These directions can be added into your course by using the document at:
https://faculty.wtamu.edu/LC/Student Access to Recordings.pdf
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DOWNLOADING A ZOOM RECORDING AND STORING IN ONEDRIVE

Classroom recordings in the Zoom Cloud will be available for 60 days before they are automatically
deleted from the Zoom Cloud. This time frame is necessary for classes to be able to use the Zoom Cloud
for class recordings throughout the semester.

If you need or would like to keep your class recording for longer than 60 days, please download the
video from the Zoom Cloud before the 60-day expiration and store your video in your OneDrive account.
You can also share your video link from your OneDrive account in a course in WTClass by following these
steps:

e Step 1: Download Cloud Recording
e Step 2: Save Recording to OneDrive
e Other: Share Recording from OneDrive

DOWNLOAD CLOUD RECORDING

1. Enter your course.
2. Click on the Class Recordings link created in your course menu.

3. Select the Cloud Recordings tab (A) and then select the Topic for the course date you want to
view (B).
Zo0om A

Your current Time Zone and Language are (GMT-05:00) Central Time (US and Canada), English 2

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings

from Selectdate to 2022-05-09 Searchby 1D Export

Delete All

o ﬂ 2
2021FAINTRO/INFORMATN SCI (CIDM-1301-01)

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

Course Recordings > Recording Details

DEV_ITS_1000
May 3, 2022 1:21 PM Central Time (US and Canada) [D: 930 7879 4407

Share Download Share

5. Your saved video file should be saved and located in your “Downloads” folder.
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SAVE RECORDING TO YOUR ONEDRIVE ACCOUNT

While you can save this file to any location you desire, the Academic Technology department
recommends that you save this file to your OneDrive account to be able to access your file from any

location, not just on campus or at your computer.

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

2. Click on the “Sign In” button in the top right of the screen.

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

=' Microsoft
Sign in
@wiamuedu

Mo account? Create on

4. 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 lo0ks like this e

account from Mic
use?

Work or school ac
ﬁ Created by your IT department
Personal account
;2‘. Created by you

Tired of seeing this? Rename your personal Microsoft

account.

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

NEW WORLD. NEW WAY,

ALWAYS WT.
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6. Once inside the web version of OneDrive, it is recommended that you create a folder to save
all Zoom recording files in. Select the “+ New" button and then select “Folder.”

Wr OneDrive
* T Upload i Syne  #1 Automate
B3 My files Folder
'5} Recent B Word decument
f  Shared B Excel workbook
@ Recyde bin @ PowerPoint presentation
L ’ Mod
Shared libraries @} OneNote notebook
to Submit Augu
. Bi| Forms for Excel
) = Augud
- ® i

7. Enter a title for the folder, and click “Create.”

Create a folder x

| Zoom Recordings| |

8. Click on the title of the folder you previously created.

9. Select the “Upload” button and choose the “Files” option.

2 OWr OneDrive

Favela, Krista T Upload ~ £ Share @ Copy link

B3 My files

@ Recent Folder

My files > Zoom recoraings
o Shared

& Recycle bin 0

Mame
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10. Select the Zoom recording File that includes number (the size of the recorded screen) and

then select “Open.” Most often these files can be found in the Downloads folder.

@ File Upload be
« v 4 &> ThisPC > Downloads » v B Search Downloads
Organize v New folder =~ @
A Name Date modified @
v % Quickaccess
[ Desktop ~ Today (2)
=] GMT20210107-151223_Storage-an_640x360.mp4
< Downloads
2 N [B] GMT20210107-151223_Storage-an.mpd
| Documents
= Pictures ~ Yesterday (6)
v
v < >
File name: v‘ Al Files (77) -
=

11. Your Export file will appear in your OneDrive

WIT  OneDrive

Favela, Krista

T Upload & Share @ Copy link G Sync >

B3 My files
@ Recent
My files > Zoom Recordings
£ Shared
& Regycle bin [ Name v Modified

Shared libraries GMT20210107-151223_Storage-an_640x3... A few seconds ago

12. You can rename the file to something more distinguishable by clicking on the three dots that
appear when moving your mouse over the file, and selecting “Rename.”

[ Name Modified * M
@& [| GMT20210107-151223 Storage... 1= &  Preview !
Share I

Copy link

Manage access

Download

Delete

Move to f
Copy to !
Automate >
Version histary

Details

SHARE YOUR ONEDRIVE ZOOM RECORDING

1. Invyour 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.

BS Microsoft
Sign in
Ewiamuedu

Mo account? Create one

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.

BY Microsoft
We need a little more help
It looks like this email is used wi re than one
account from Microsoft. Which one do v nt to
use?
. Woark or school account
ﬁ Created by your IT depariment
Personal account
R Created by you
seeing this? Rename your persenal Microsoft

NEW WORLD. NEW WAY,

ALWAYS WT.

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

My files > Zoom Recordings

01 Name v Modified M
® ] GMT20210107-151223 Storage.. |& :  Preview !
|

Copy link

Manage access
Download
Delete

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

Send link X
H7gpC-ADzYyE]..HxQs270N.mp4

Anyone with the link can view >

To: Name, group or ema 2~
Message...

Copy link

Anyone with the link can view > ‘ Copy ‘

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

Link settings X
H7gpC-ADzYyE)..HxQs270N.mp4

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

2 Can view v
Set expiration date

8 Set password

© Block download / o

9. Select the “Copy” button.

Link to '"H7gpC-ADzY...Qs270N.mp4' copied

Anyone with the link can view-only © >
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10. Open your WTClass Course.

11. In your content area, click “Build Content”.

12. From the drop-down content menu, click “Web Link”.

13. Create a title for you video and paste the OneDrive link into the URL box.

14. Click “Submit”.

15. Paste this link in an email and send to all users who need to view the recording.

For greater control over who specifically has access to the video and how much access they have, please
visit Microsoft’s Share OneDrive files and folders page.
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