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Main Board Room — How to use the recording function CRUON

* Instructions are assumed a zoom meeting has already been created*

1. Remote/non-host participant requesting to record
a. Remote/non-host participant needs to click the record button using either browser/app or from the
URL: share.zoom.us:
i. Browser/app

Texas Tech FCU

Texas Tech FCU
- e .

Please ask the host to give you permission
to record.

Tracking Insert  Format Text  Review

O & Sl

Propose  Respond | () g5 inres v 090

endto | Replywith
Meeting Poll

pond Options Voice | Immersive Jira

0 PM-1:30 PM

b. Both options will have a popup asking you to tell the host to give you permission to record:

a Zoom

Please ask the host to give you permission
to record.
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c. The host will need to approve the user to record from the browser/app or tablet:
i. Browser/App — go to participants and click on “More” and then “Allow to Record Local Files”:

- O X

Participants (2)

LY Tyler Roye (Host, me)

tchilders M Chat

Ask to Start Video
Pin

Make Host

Rename

Allow to Record Local Files

Allow to Multi-pin

Put in Waiting Room

Remove

ii. Tablet—go to “manage participants” on the home screen and tap on whom you want to record:

Participants (2)

Chat
@ Main Board Roc
Ask to Unmute

@ Texas Tech FC
P Pin Video
Allow Recording |

Make Host

Rename

Put in Waiting Room

Remove

d. The remote/non-host participant will then receive a popup saying they can record the meeting:

o Host allows you to record this meeting.
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Once the participant hits record, everyone will get a popup saying that the meeting is being recorded:

e.

0 This meeting is being recorded by the
host or a participant
The account owner can also watch this recording if it's stored in the cloud. Any

participant granted permission can (1) record to their local device or (2) invite an

app to record for them. These individuals can share these recordings with apps
and others,

By staying in this meeting, you consent to being recorded.

i. The popup will be on the tablet as well:

This meeting is being recorded by
the host or a participant

The account owner can also watch this
recording If its stored in the cloud. Any
participant granted permission can (1) record
o their focal device or (2) invite n 3pp 10
record for them. These individuals can share
these recordings with apps and others.
By staying in ;hls meeting, you consent to

eing re

tT-nMuﬂm Gotit

f. Once you are done recording, stop the recording:
i. Browser/App

Texas Tech FCU

Texas Tech FCU

“ Stop Recording  Alt+R
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ii. Share.zoom.us link using the Meeting ID and Passcode:

ith
Join Audio Sta

BXHH2jiF4.9EjPFdq3LH5seePqllid=42

W Stop Share

Stop Recordin

Join the Conversation!

Ig and social media channels for product tips, how-to guides, company
ndates_and maore!

g. Once you stop recording, the recording will not automatically download. This will happen once the
meeting ends:

i. Zoom will automatically create a folder in your documents, or you can save in a location of your
choice.
ii. Zoom saves the meeting as an mp4.

) Browse For Folder *

Please select the folder where you would like the recorded files to
Z0O0Mm e

[ Desktop ”
~ £ Documents
0 Convert Meeting Recording

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

100%

MNote: After the file has completed converting, if you choose to
rename the file from the default naming convention, we recommend
you use a unigue file name. We recommend you do not use the
wards "Zoom", "Persanal Meeting Room” or "My Meeting" when
saving your meeting files.

~ | Zoom
2022-02-17 09.05.38 Make How to instr

Stop Converting < 2

Make Mew Folder oK Cancel

Version: 3.9.3 (3169)

Page 4 of 6



(e

Main Board Room — How to use the recording function CRUON

2. Record meeting from Main Board Room tablet:
a. Can only be used when using the “Meet Now” option.

*Recording from the tablet will create a video and store it in the cloud*

b. Click “Start Recording” on the home screen:

instructions for Board Room ®
@ Make How to instructions

EN }

Enter the email address which will receive
notification after recording is ready

_ lyler.roye@texastechfcu.ord

d. To stop the recording, click “Stop Recording” and then click “stop” on the next popup:

Do you want to stop the l

recording?

1

Cance Stop
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After the meeting ends, you will receive an email with a URL to the meeting video, along with a

passcode:
All - Unread ByDat v T Cloud Recording - Main Board Room - Zoom Reom's Zoom Meeting is now available
Search All Mail, 1 Year =q E E
e — | Zoom <no-reply@zoom.us» O Reply | Repy Al
Z Q To Tyler Roye
oom [ ]
Cloud Recording - Main Board Room - Zoom R... 9:53 AM (i) I there are problems with how this message is displayed, click here to view it in a web browser,

**External Email™

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

**External Email**

Right-click or

Hi Main Board Room - Zoom Room,
Your cloud recording is now available.

Topic: Main Board Room - Zoom Room's Zoom Meeting
Host: Main Board Room - Zoom Room
Date: Feb 17, 2022 09:34 AM Central Time (US and Canada)

You can copy the recording information below and share with others

hitps://z00m.us/rec /share, P JktdL Ki 0 KRAGLSK

-nf7b0ZvpOew]l] (Passcode: JG#TOV4S)

UNION
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