Guidelines on how to record
yourself presenting on Zoom



1.

Download Zoom to your desktop via https://zoom.us/download

Zoom Desktop Client

Phone, Meetings, Chat, Whiteboard and more for your desktop.

The web browser client will download automatically when you start or join your first Zoom meeting, and is also
available for manual download here.

Latest Version

Or, for Macs with Apple Silicon chips, click here to download



https://zoom.us/download

2. Signin to your account

SignIn

[ Email Address }
[ Password OI
Forgot password? Help ©

By signing in, | agree to the Zoom's Privacy
Statement and Terms of Service.

Stay signed in ®

You may sign in to your Zoom account or sign in via your Apple/Google/Facebook account

Or sign in with

Q L G 0

SSO Apple Google Facebook



2. Signin to your account

e If youdo not have a Zoom account, you can sign up for free.

New to Zoom? Sign Up

Let's Get Started

‘ Email Address ‘

Continue

By proceeding, | agree to Zoom's Privacy
Statement and Terms of Service.

Or sign up with

Q L1 G 0

SSO Apple Google Facebook



3. Set the recording settings
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Click on Settings
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3. Set the recording settings

3.Close tab | Settings

General
Store my recordings at: | [ /Users/kaisara/Documents/Zoom | open |
Video 5.97 GB remaining
Y Audio —| Choose a location to save the recording to after the meeting ends
(") Record a separate audio file of each participant @
O Share Screen

) Display participants' names in the recording

O Team Chat
—| Optimize for 3rd party video editor @ |

1. GO to the @ Zoom'Apps ‘:f} Add a timestamp to the recording @

@ Background & Effects —| Record video during screen sharing |

.
ReCO rd | ng ta b —| Place video next to the shared screen in the recording

- ::"\ Keep temporary recording files )
@ Profile

@ Statistics

O Keyboard Shortcuts

Accessibility

2. Tick these 4 options




4. Start new meeting

Click on New Meeting

Q Search

Y

New Meeting ~

Schedule

#F

Join

Share Screen

Home

& & & (m

Mail Calendar Team Chat Meetings

11:01 AM

Monday, 10 April 2023

) Add a Calendar

More



5. Set up your camera and microphone

[ ] [ ] Zoom Meeting

2. Make sure the area where you'll be
recording your presentation has
adequate lighting and the video feed
is clear.

1. Turn on your microphone
and video




6. Change to virtual background

1. Click on the arrow near the
“Stop Video” button

Mute

Kaisara MS F‘

Select a Camera

v

- -

Stop Video

FaceTime HD Camera

Blur My Background

Choose Virtual Background...

Choose Video Filter...

Choose Avatar...

Video Settings...

2. Click Choose Virtual
Background
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6. Change to virtual background

General
Video
Gi& Audio
O Share Screen
Q Team Chat
@ Zoom Apps
Q Background & Effects
@ Recording
9 Profile
0 Statistics

Q Keyboard Shortcuts

Accessibility

\fl | have a green screen @ () Mirror my video

Settings

Virtual Backgrounds  Video Filters  Avatars {3/

B

Upgrade Now

Click “+” button to add a
personalized background

Add virtual |

Vi

Studio Effects



6.

@ Recents
A, Applicati...
@ Downloads
E Movies
(Eal Pictures
{a} kaisara

) iCloud Dri...
[ Documents
(=) Desktop
E9 Shared

L1 KAISARA'...

@ Network

Change to virtual background
mv =&~ [ Pictures (2] Q

Ye
= VIRTUAL BACKGROUND o
VIRTUAL BACKGROUND

= VIRTUAL BACKGROUND 2

5

-
VIRTUAL BACKGROUND
PNG image - 46 KB
Information Show More
Created Yesterday, 1:36 PM

1. Choose the personalized

background

Zoom Meeting

Zoom Mesting
® Settings
-
VIRTUAL BACKGROUN
VIRTUAL E
o
h

2. Close the tab once the virtual
background has been set up




7. Start presentation

eo e Zoom Meeting

ZZZZZZZZZZZ

(<]

VIRTUAL BACKGROU

1. Click Share Screen

Note: make sure you have your presentation opened before you start share screen

aisara

(Q cc o -
Recol R aaatNEdl otions  Reactior



@ Basic Advanced Files

2. Select your presentation
slides

Google Chrome - Screen recording... Microsoft PowerPoint - Microsoft PowerPoint - Guidelines... Reminders - Reminders

3. If you have audio or video in your

presentation, tick these 2 options 4. Click share

Share sound ~ Optimize for video clip @ J

=



6. When you're ready,
click on More > Record

More

Record

Captions

5. Set your presentation on full

. Recognize hand gestures oy ¥ Interest
SC ree n / S | I d e S h OW m Od e Disable Annotation for Others

Hide Names of Annotators
Hide Video Panel

Hide Floating Meeting Controls AXEH

Share Computer Sound

Optimize Screen Share for Video Clip

Meeting Info

Guidelines to Record % 2 ,
Presentationon Zoom [7 ] ///W

Note: This video is your guide for your position, it will
not overlap with your presentation slides

ORAQEINOE




7.0nce you've done with your presentation, ;
CIiCk More > Stop Recording Recognize hand gestures oy ¥

Disable Annotation for Others

Hide Names of Annotators

Guidelines to Record
Presentation on Zoom
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Zoom Meeting

Zoom Meeting

VIRTUAL BACKGRO

| 8.Click End > End Meeting for All

End Meeting for All

Leave Meeting

S



8. Save and review video

[l
Q Search HF ) & = = -

Home Mail Calendar Team Chat Meetings More

@ Converting meeting recording

You have a recording that needs to be converted before viewing

28%

Note: After the file has completed converting, if you choose to
rename the file from the default naming convention, we recommend
you use a unique file name. We recommend you do not use the words
"Zoom", "Personal Meeting Room", or "My Meeting" when saving

New Mee| your meeting files.

\ Stop Converting \

U I

Schedule Share Screen

e Your video will automatically
converted after the meeting ended

eoe@

@ Downloads
E Movies

Gl Pictures

G} kaisara

& iCloud Drive
[% Documents
[=) Desktop
9 Shared

ocation:

. = 0 = ., p =
< 2023-04-1010.50.06 Kai... =°¢ O o © Q
Back/Forward View Share Group Add Tags Action Search
Name ~  Date Modified Size Kind
_ audio1816687182.m4a Today at 10:50 AM 439 KB Apple...-4 audi

»u RECORDING GUIDELINES.mp4

Today at 10:50 AM MPEG-4 movie
recording.conf Today at 10:50 AM 126 bytes Document

L1 KAISARA's MacBook Air

@® Network

Save and rename your recording and
it's ready to be reviewed and edited.



This is how the finalized presentation recording will looks like.
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Representing Your Best Interest

Guidelines to Record %@ .
Presentation on Zoom [ ] W %
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Tips and Trick

Find a place with minimal noise to record your presentation.

Wardrobe for the day of your presentation - avoid checkered pattern fabrics as they tend to cause
disturbing effects on the camera.

Make sure that you get an adequate amount of lighting so that your video will be clear.

It is advisable to record with a plain background or minimal things at the back so the camera may focus
on your face.

Align your screen. Adjust your camera so you are in the centre of the screen. It is best to have the
camera at eye level.

It is recommended to record your presentation near a Wi-Fi router or using a LAN cable to ensure a
stable internet connection throughout your presentation.

Close all other applications, browsers, and other devices that may disrupt the internet bandwidth.
Ensure that your presentation recording is completed within the time limit and is in 16:9 aspect ratio
(Widescreen).

It is recommended to practise your first few slides before recording the entire presentation.



Tips and Trick

Find a place with minimal noise to present LIVE.
Wardrobe for the day of your presentation

o Avoid checkered pattern fabrics as they tend to cause disturbing effects on the camera.

o  Wear the same clothes as your recording
Make sure that you get an adequate amount of lighting so that your visual will be clear.
It is advisable to have a plain background or minimal things at the back so the camera may focus on
your face.
Align your screen. Adjust your camera so you are in the centre of the screen. It is best to have the
camera at eye level.
It is recommended to present near a Wi-Fi router or using a LAN cable to ensure a stable internet
connection throughout your presentation.
Close all other applications, browsers, and other devices that may disrupt the internet bandwidth.
Ensure that your presentation recording is completed within the time limit and is in 16:9 aspect ratio
(Widescreen).
It is recommended to practise your first few slides before the entire presentation.



