ANTI@H
UNIVERSITY

Cloud Recording in Zoom

Overview

Zoom offers two meeting recording options: 1) Computer Recording that saves the
meeting directly to your computer or a shared network drive and is available to all
users, or 2) cloud recording through Antioch’s Zoom Cloud space. This overview
specifically provides guidance on Cloud Recording, for information about
computer recording please see the Computer Recording documentation in the
Zoom Help Center.

Cloud recording is automatically enabled for all Zoom Pro account users. When
you record a meeting and choose Record to the Cloud, the video, audio, and chat text
are recorded to our Zoom Cloud space. The recording files can then be streamed
from a browser via HTML)5 or Flash or downloaded later when it is convenient.

This allows Zoom Pro account users to record Zoom meetings while logged in on a
public device (e.g., a classroom or conference room computer) without the worry
of accidentally leaving a recorded meeting in an insecure place.

Recording Settings

The files available for download depend on your cloud recording settings. The
automatic set up only includes the chat, video, and transcript for download.
Before starting a cloud recording follow the instructions below if you would like to
have more files available for download,;

1. After logging into your account navigate to the Settings tab and click
Recordings


https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
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2. Scroll down to the Cloud recordings setting section to enable your desired files
to download after recording.

Cloud recording setting
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Record audio-only files
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Save chat messages from the meeting / webinar

Fig. 4 - Recording files setting options



Starting a Cloud Recording

To record a meeting to the cloud:

Start a meeting

Select the Record button in the Zoom toolbar
Select "Start Cloud Recording"

To stop the recording press Stop Recording or end the meeting
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Once the recording has been stopped, the recording must be processed before

viewing. Zoom will send an email to the host email address when the process is
completed.

Record to this computer

Record to the cloud

Enalble smart recording with Al Companion 4
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Fig. 3 - Record Button In Meeting Controls
Managing and Viewing Recorded Meetings
To manage, download, or share your recorded meetings, log into your account and

navigate to the Recordings & Transcripts page.
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Fig. 1- Recordings & Transcript Page Displaying Topic, Recording ID, Start Time, File Size, & Auto Delete
Timer



If your meeting has not finished converting, the recording will appear in the list,
but it will not be available to open or download until processing is complete.

e Once the process is completed, you will be able to Download, Share,

Disable-auto delete or Delete your cloud recording.

Keep in mind that recording files stored in Antioch’s Download (1 files
Zoom Cloud are automatically deleted after 240 days Share ]
(approximately 8 months). If you wish to retain a
recording beyond that time, download the file to your Delete
computer before the time expires, or disable auto-delete
to keep it in the Recordings & Transcripts area. The link to
download and disable auto-delete recordings can be Fig. 2 - Download Feature
found when you click the Ellipsis (...) button on the
Recordings & Transcripts page.

Disable auto-delete

Additional information on managing your recordings stored in Antioch’s Cloud
Storage can be found here:
https:/support.zoom.us/hc/en-us/articles/205347605-Recording-Management

Downloading Recording Files

1. Once the recording is processed and available to download navigate to the
Recordings & Transcripts tab.

2. Select the topic title of the recording you’d like to access.
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https://support.zoom.us/hc/en-us/articles/205347605-Recording-Management

3. Download your desired recording file

The recording includes the files listed below:

|
Gy

B Speaker view
I3 Audio only
Em Audio transcript - English{original)

» Audio file of each participant

If you want to trim the recording of a shared video so that it starts and ends at the
times you specify, you can set a playback range. See Cloud Recording Playback for
details.

Protecting Cloud Recordings

If you wish to limit the access to download/viewing your cloud recording, you can
password protect the recording.

1. In the Recordings and Transcripts page, select the Topic title of the
recording you'd like to password protect

2. Select the Share link on the top right of the page

Recordings and Transcripts * Test Meeting 2

Test Meeting 2 ~

Nov 12, 2024 11:44 AM Pacific Time (US and Canada)

This recording will be deleted automatically in 240 days.

Disable auto-delete

0 total views » 5 total downloads Recording Analytics


https://support.zoom.us/hc/en-us/articles/115003001383

3. Click the Share Settings button

Share recording - Test Meeting 2 *

Shareable Link
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Who can view
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QX Share Settings

4. Click the Passcode box and type your custom passcode in the textbox. Don’t
forget to save!

Share Settings

[ ] Set expiration date
(] viewers can download
Viewers can see transcript

(] Viewers need to register to watch

Passcode

(] Allow invitees 10 access recordings without the passcode
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