Quick Start Guide: Using Zoom for Pre-recorded Lectures

This guide will walk you through how to record your lecture using Zoom

Microphone and speaker settings

Accessing Zoom with your ITSC email

Recording a Lecture

Sharing Zoom recording with students via Canvas
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1: Check the configuration of your microphone and speaker

Instructions Reference
Step 1: Right click sound settings at the bottom right
side of your monitor OR you may access Sounds

through Control Panel .

Open Volume Mixer

Spatial sound (Windows Sonic for Headphones)

Sounds
Troubleshoot sound problems
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Step 2: Click ‘Recording Tab’ and Double-click to ? Sound X
. , .
select the microphone you’re using. e ck:Rmdmg Jscunde  Communcatons

Select a recording device below to modify its settings:

Speak normally to make sure the green bar reaches ,=
. . Jack Mic
more than half while speaking. g Realtek Audio o
Default Device
Stereo Mix
i Realtek Audio
&) Disable
Step 3: Click ‘Levels’ and adjust the microphone to a § Jack Mic Properties X

higher level. Suggest OV?I’ 50 but less than 100, so the p—r— dv‘md
sound does not pop during your recording.

Jack Mic
. 94 qn
Microphone Boost
. +20.0 dB

o OK I Cancel Apply

Step 4: Select your speaker for playback when testing } Sound x
sound from your recording | P|a‘1'ba€k|m=.;urdmg Sounds Communications

Select a playback device below to modify its settings:
Speakers / Headphones o
Realtek Audio

% Default Device

Configure Set Default |v Properties

e

Click ‘Ok’ to proceed




2: Accessing Zoom with your ITSC email

Instructions
Step 1: Access Zoom through hkust.zoom.us.

e Log-in with your HKUST ITSC e-mail
e Click ‘Host a Meeting’ on top right
e Select any option fit for your recording

Step 2: Download and install Zoom

Zoom will download if you haven’t already installed it.
e Follow instructions to install the
player/controls

Step 3: Click ‘Open Zoom Meetings’.

Zoom player will appear.

Step 4: Click ‘Join with Computer Audio’.
You can test microphone and video to make sure it
works by following Zoom instructions provided.

Please make sure you can hear your voice echo during
the mic test. If you can’t hear your voice echo, please

check that your microphone is plugged in and go back
to check the settings and set-up again.

Reference

JOIN & MEEI’INGoIHOSTA MEETING MY ACCOUNT

e With Video On

I With Video Off

Screen Share Only

|

A dowio

Your meeting will begin soan.

= [
en Joom Mesiings
—
Z200m e TR | - |
r
Please click Open Zoom Meetings if you see the system dialog,

Meeting 10 Choose ONE of the sudie conference options

Host:

Invitation

Participar

12 Phone Call

Inwite Others



https://zoom.us/

3: Recording Lecture

Quick Visual Help Video | Zoom Help videos

e This may take a bit of practice before the real recording. Please test sounds and functions before real

recording.

e Can turn on/off video to show face when talking directly to students and when not sharing screen.
0 Example: Turn on video to welcome students, turn it off to share PowerPoint/screen, or can have both
video and PowerPoint/screen on when elaborating content on the screen. Video helps engage students.
e Can share screen and narrate through PPTs, websites, software, etc.

e Can annotate/write on the screen

Instructions
Step 1: Before you record, you can choose where
you’d like your recording to be stored.

e In bottom control panel, click the record
button
e Suggest to select Record to the cloud. Also
possible to Record to your computer.
NOTE: Zoom Cloud Recordings will be deleted
after 6 months
Step 2: To show your screen, PowerPoint,
website, software, etc.

e Click green ‘Share’ button on bottom
control.

e Select the screen number you’d like to
share.

e Click ‘Share” at bottom right

Reference

Bottom control panel

Record on this Computer Alt+R
Record to the Cloud Alt+C

2= . ~ ® @ @

Invite Manage Participants Chat Record

Pre-record a lecture using Zoom.pph

Design Transitions Animations Slide Show Revie

= [ Layout

":IReset
New B I U § as AV | o
Slide = 0 Section *

Slides Eant

§ v X )8

Mute Start Video  Invite Manage Participants Share



https://www.youtube.com/watch?v=AYzPS28rg7E
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://hkust.zoom.us/recording

Step 3: Get familiar with Controls - Mouse over top of the screen to show top control panel
In ‘Share’ screen mode, mouse over the to
p n‘ 1!.1 II IL aee

middle part of the screen to show the top control i Start Video Manage Participants ~ NewShare  PauseShare  Ann More
panel. Note: the control panels will not show up in s u swpshare TN  Cha

the recording. Chat Alt+H
Invite Alt+1
e Click ‘More’ to show recording options Pause Recording Alt--P
. ‘ . ’ . Stop Recording Alt+C
e Click ‘Pause Recording’ to pause anytime.
. . . Disable participants annotation
NOTE: Do not click ‘Stop’ recording in the Show Narmes of Anmotators
same SeSSion or It WI” save mUItIpIe Video Hide Floating Meeting Controls  Ctrl+Alt+5hift+H
flles' Share computer sound
e If you would like to rerecord from the Optimize Share for Full-screen Video Clip
beginning, click ‘Stop Recording’ and click End Meeting Alt+Q

‘Record’ again.
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| L
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While in Recording Mode

e Click ‘Start Video/Stop Video’ if you would
like to show/hide face anytime during the
recording

o C(Click ‘Annotate’ if you would like to draw
on the PPT/screen.

e Click ‘Undo’ or ‘clear’ to remove the ' il n - T L e
annotations from the Screen Start Video Manage Participants New Share Pause Share Annotate More

e Click ‘Mouse’ to switch back to pointer

' Stop Share [

Step 4: When finished with recording,

Q End Meeling or Leave Meeling? 4

e Click ‘More’ : : : ) )
. . To keep this meeting running, please assign a Host before you click Leave
e Click ‘End Meeting’ Meeting.

e Click ‘End Meeting for All’ and your
recording will automatically start

. . . I'd like to give feedback to Z
converting to .mp4 (video file) fre e gireteedhack e feom

| End Meeting for All Leave Meeting Cancel

Step 5a: Zoom will automatically save video files | & s | zoom
to your computer if you selected to record to

computer “ Home 5hare View

“ w 1'| » This PC » Documents » zoom

Documents = Zoom folder

() Mame [

The location and folder should automatically open
once the video is done processing. 2019-11-18 12.02.25 Bee Dy's Zoom Meet...

2019-11-18 12.27.17 Bee Dy's Zoom Meet...



e Click ‘zoom.mp4’ to play back your
recording

e Rename your file, so it is meaningful to
students and easy to identify each Week
and each lecture segment for that week.

Ex: 1.1 Introto__ 1.2 Strategy__ 1.3 Impacts
21,22 ,23

Your recording is now ready for use.
Skip to next section

Step 5b: If you selected Record to the cloud, go to
https://hkust.zoom.us/recording

e Select your recording file from the list
e After, click ‘Share’ to get recording link.

Note: Recording will be deleted after 6
months, please download a back-up to your
computer.

File settings and copy recording link

e Toggle on ‘Share this recording’

e Select ‘Only authenticated users can view’

e Select if students can download your
recording

e Copy the Meeting recording link

You will use this link (in next section) to share
with students via Canvas.

¥ ¥ Video Tools  2015-11-
“ Home Share View Play
— - A « zoom » 2019-11-1812.27.17 Be...
s
A Name = Title
|®] audio_only.mda
I .E] zoom_0.mp4
€ Open
A « Foom » 2019-11-1812.27.... v | !
Organize - Mew folder
-~
2 Mame #
@ audio_only.m4a
& playback.m3u
|'::‘] Week 12 Lecture - How to mpd
ZOOIM  sownons-  puansspricinG
#» Share
Broten My Recordings - Student participant test
Meesings Student participant test »
i e 07 S015.00 20 P sy i
Recordings
— Recording 1
— - e
Account Profile 3 Doswrmonc 12 Fi @
Reports Shared screen with speaker view
Share this cloud recording
Share this recording (:}
Publichy
0 Only authenticated users can view 9
Signed-in users in mry account
Add expiry date to the link {)
Wiewers can dewnlaad [:)
On-demand{Registration Reguired) @ C)
Passcode protection (]
Display detailed information >



https://hkust.zoom.us/recording

4a: Sharing with students using Canvas video upload

Instructions Reference
Step 1: To upload Zoom video to
Canvas

! -+ Module

Create an item in your module

e Gointo your Canvas course site

e Click Modules

e C(lick + Module and + a new
item under that module

Announcements &

Assignments

Discussions

Step 2: Add Video toa NEW PAGE to Add ltem to Week 2 - Move Fast or Get Passed *
the Canvas Module

Add  Page w '.UI\"’_'L'-\ 2 - Mave Fast or Get Passed
e Select ‘Page’ from the drop — @
down menu ———— '
e Select “New Page”
e Typein a name for the new T e
video page ex: 1.2 Corporate__ B |
e Click ‘Add Item’ )
Pae ,_._,,,4 Videa 1.2 - Corparate Mice vs Ele Ie
Dran't Imdent w

Indentation

Step 3: Upload Media to New Page
Vidoo 1.2 - Corporate Mice vs Elephants

Add instructions

e C(lick ‘Upload Media’ icon
e C(lick ‘Upload Media’ tab
e Click ‘Select Video File

¥ |
b

"
lﬁ

]

=  Paragraph

Watch Video 1.2 Corporate Mice vs Elephants (~8:45)

Record/Upload Media Comment

Becond Midia Uplaad Media

a1) Select Audio File



https://canvas.ust.hk/

Step 4: Select File from Computer € Open

. ) <« Zoom » 2019-11-1812.27...
e Find your saved file * v®
e Choose your Zoom video file Organize v Mew folder
from folder A Name .

e C(lick ‘Open’ to add the file to

& audio_only.mda
the new page ¢ oy

IC?J] playback.m3u

|§] Week 12 Lecture - How te .mpd
Step 5: Publish item and Send to .
Students i v Uploading Zoom Video to Canvas Q| +
e Publish the Canvas item 5 Week 12 Lecture - How to — oo
e Send Canvas announcement to |

students with the link to the e

C Module it LINK:
anvas viodule item https://canvas.ust.hkfcourses/7289/files/25237497module_item_id=387073

4b: Sharing with students using Canvas external URL

Step 1: Get Zoom recording link from Cloud ZOOIT)  sownons~  puunsas rmcws
g
e Find recordings in Profile b s v S e e =
https://hkust.zoom.us/recording Meste: Student participant test »

Webinars

e Click into recording file
Recordings

—

e Click ‘Share’ By D S
Seftings 2fies 2 M8
Account Profile - & Dawnlosd [2 F

NOTE: Recording links are not
permanent, please download a back-up
to your computer.

Reports Shared screen with speaker view

Share this cloud recording

e Toggle on ‘Share this recording’

. Share this recording
e Select ‘Only authenticated users can «©
. Publichy
view’ o -
. . . . Only authenticated ubers can view:
e Click ‘copy sharing info to clipboard’ e 9
H ‘ ’
° Cl ICk Done Add expiry date o the link C)
Wiewers can dewnload I:)
On-demand{Registration Reguired) C)
Pasicode protection C)
Display detailed information ¥



https://hkust.zoom.us/recording

Step 2: Create Module item to external link in
Canvas

Create a module item by clicking + Module

e Select External URL

e Copy & Paste URL from previous step

e Name the Canvas page with a
meaningful title

e Select to load in a new tab

Alternatively, you can create a NEW Page and
paste all the Zoom recording links for that week
to ONE Canvas page.

Step 3: Publish item and Send to Students

e Publish the Canvas item
e Send Canvas announcement to students
with the link to the Canvas Module item

Add Item to Uploading Zoom Video to Canvas b4

o

Add External URL v |to Uploading Zoom Video

to Canvas

A2 Enter aURL and page name to 2dd a link to any website URL to this module.
1

URL: https://hkust.zoo m.us_.-"recordh-o
|
1

Page Name: Week 12 Zoom Clas o
|
|

¥/ Load in a new tab o

S}
Indentation: Don'tIndent v

Cancel | Add ltem I

i v Uploading Zoom Video to Canvas & +

i @ Week 12 Lecture - How to .mpd

LINK: o

https://canvas.ust.hkfcourses/7289/files{2523749?module_item_id=387073




