Guidelines for Recording Multiple

Speakers in 1 Session:

Record Session Using Zoom Q 200m

**Please note, recording your session on Zoom requires a Zoom Pro Account
because sessions are scheduled for 60 or 90 minutes which exceeds the time
limitations on the free Zoom account. If you do not have a Zoom Pro Account,
please schedule a time with us and we will help you get your session recorded.**

STEP 1: Schedule Zoom Recording
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Q zoom
STEP 2: Meeting host, set to speaker view

and make sure call is recordmg
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STEP 3 Start Breakout Session Talk

**Please note, mute your audio when not speaking. Make sure to unmute yourself
when you are talking.**

**Please do not share PowerPoints while recording Zoom session, we will edit in
the PowerPoint after the fact allowing us control on the overall design. You may have
your PowerPoint up on your computer to reference during your talk.**

STEP 4: End Talk, End Meeting

**Video recording will automatically convert after meeting has ended, a finder window
should pop up upon completion.**
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STEP 5: Locate Recorded Zoom Video

STEP 6: Rename Video File

Speaker Last Name_Speaker First Initial_Speaker Last Name_Speaker Fisrt Initial_Session Name

STEP 7: Click Here to Send Video File
and PPT File



https://drive.google.com/drive/folders/1fsYbJhoTH3tit1V1dEp23XlFeOEKirWt

