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Information Technology Training
University of Florida Health Educational Technologies

Zoom: Recording

ALL HANDOUTS & CLASS FILES:
https://training.health.ufl.edu/Zoom

PRESENTERS:
Pandora Rose Cowart, prcowart@ufl.edu

EVALUATION:
https://ufl.qualtrics.com/jfe/form/SV_10jjkl6IRsKV3XT

Disclaimer: Zoom is an ever-changing program, the options we discuss
are valid as of the date we recorded the session, March 19, 2021, using a

Windows 10 environment. L[ :Healﬂ’l
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- Check for Updates

© Zoom - o x|
Open Zoom to its Home tab. A o © —
Pandora Cowart LICENSED
Click on your picture in the preTauiledy
upper right corner. You may © | Adda Pesonal Note
only see a letter. & Settings
% ® Available
Choose Check for Updates. New Meeting - o o ey
© Do not disturb »
My Profile
Note: Some departments Try Top Features

may have control of the Help ;

updates on your work Schedule share screen W

Switch to Portrait View
computers.

Switch Account

Sign Qut
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- Check for Updates

) Zoom Update — >

Update Available!

Mew version 3.5.4 (13142.0301) is available, You have 5.5.2 (12494,0204).

Release notes of 5.5.4 (13142.03017)
Meeting/webinar features
-Enhanced custom gallery view with hidden non-video pd ) Zoom Updater X

-Clearer designation of shared content
Resalved lssues Zoom is updating, just a few seconds ...

-Resolved an issue regarding slides as virtual backgroun _
-Resolved an issue for a subset of users regarding pinni 19%

-Resolved an echo audio issue
-Security enhancements
-hinor bug fixes

Release notes of 5.5.2 (12494.0204)
Resolved lssues

) Zoom Update — >

You are up to date

You are on the latest version 5.5.4 (13142.0301). Belease notes

| Close |
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Client Settings — Local Recordings

Open the settings from the Home tab, click on the gear under
your picture. From the left pane choose Recording.

(] - ® ) Search

ome Chat Meetings Contacts

) Settings

General
Local Recording
Video .
Store my recording at: C:\Users\prcow\Documents\Zoc| | Open || Change |
Audio 823 GB remaining.
join - ) .
D Share Screen |_J Choose a location for recorded files when the meeting ends

| Record a separate audio file for each participant who speaks

| Optimize for 3rd party video editor (@)
Background & Filters

0 cha -
:I Add a timestamp to the recording (@

= . & Record video during screen sharin
® Recording . g g

[7) Place video next to the shared screen in the recording

screen )
Profile

@ Statistics

G Keyboard Shortcuts

I:I Keep temporary recording files (&

Cloud Recording | Manage my cloud recording |

Accessibility

-




Client Settings

Local Recording

Store my recording at: | C:\lUsers\prcow\Documents\Zoc ( Open | ( Change |

823 GB remaining.

(] Choose a location for recorded files when the meeting ends
(] Record a separate audio file for each participant who speaks
(] Optimize for 3rd party video editor (@)
(] add a timestamp to the recording (%)
Record video during screen sharing

(] Place video next to the shared screen in the recording

] Keep temporary recording files (3)

Cloud Recording ( Manage my cloud recording |

-



- Online Recording Settings

Profile Meeting Telephone

Meetings
Recording
Wehinars
Recordings Local recording D

Allow hosts and participants to record the meeting to a local file

B Haosts can give meeting participants permission to record locally
Account Profile

Reports Cloud record O
oud recording

Allow hosts to record and save the meeting / webinar in the cloud

a Record active speaker with shared screen

Record gallery view with shared screen (@)

https://ufl.Zoom.us

Record active speaker, gallery view and shared screen separately
https://ufhshands.Zoom.us B Record an audio only file

a Save chat messages from the meeting ¢ webinar

https://ufhjax.Zoom.us

-



https://ufl.zoom.us/
https://ufhshands.zoom.us/
https://ufhjax.zoom.us/

B —

- Online Recording Settings

Advanced cloud recording settings

Add a timestamp to the recording (7
8 Display participants' names in the recording
@ Record thumbnails when sharing (@)
Optimize the recording for 3rd party video editor (3
8 Audio transcript (3)
B Save panelist chat to the recording (3)

Save poll results shared during the meeting/webinar (7

Allow cloud recording sharing

o

A sharing link for the recording will be generated after a meeting. Users who hawve been granted the viewing

permission can access the cloud recording through this link.

Automatic recording

S

Record meetings automatically as they start

IP Address Access Control

S

Allow cloud recording access only from specific |P address ranges

-



Online Recording Settings

Require users to authenticate before viewing cloud recordings
Right before sharing cloud recordings, meetings hosts can choose from one of the options configured below to
require users to authenticate before viewing recordings.

Set recording as on-demand by default

Users must register before they can watch the recording

Require passcode to access shared cloud recordings
Passcode protection will be enforced for shared cloud recordings. A random passcode will be generated which can
be modifhed by the users. This setting is applicable for newly generated recordings only.

Viewers can see the transcript
When this setting is turned on, users with the sharing link will be able to view transcripts of recordings. This

setting is applicable to newly generated recordings only.

Auto delete cloud recordings after days
Allow Zoom to automatically delete recordings after a specified number of days
The host can delete cloud recordings

Allow the host to delete the recordings. If this option is disabled, the recordings cannot be deleted by the host and
anly admin can delete them.

v 8 ¥ v &




- Online Recording Settings

Recording disclaimer ()
Show a customizable disclaimer to participants before a recording starts ]
Ask participants for consent when a recording starts

Ask host to confirm before starting a recording

Multiple audio notifications of recorded meeting o
Flay notification messages to participants who join the meeting audio. These messages play each time the

recarding starts or restarts, informing participants that the meeting is being recorded. If participants join the audio

from telephone, even if this option is disabled, users will hear one notification message per meeting.

Helpful Links

https://video.ufl.edu/conferencing/zoom/

https://video.ufl.edu/conferencing/zoom/recording/

https://blog.zoom.us/webinar-recording-improve-your-virtual-presentation-skills/

-


https://video.ufl.edu/conferencing/zoom/
https://video.ufl.edu/conferencing/zoom/recording/
https://blog.zoom.us/webinar-recording-improve-your-virtual-presentation-skills/

Recording

Record on this Computer

Record to the Cloud
Pandora Cowart

| confirm PHI is not being recorded
to the Cloud.

Protected Health Information cannot be stored in Zoom Cloud
Recordings. If PHIis being shared, you may use the Local Recording
option instead, as long as an approved storage locations is used.
Please reach out to IT support if you have any questions.

Zoom FAQs m | Cancel |
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Recording

) Zoom Meeting — O =

& Recording..

Pause Recording Alt+P
Stop Recording  Alt+C

Breakout Rooms
Pandora Cowart

s Sy & .
'J ' s LY -“.

Start Video Participants Share en Raise Hand




Allow Others to Record

n Meeting

] @& FRecording... B View
g

Ask to Start Video !

Chat
Pin \
Socrates Hide Non-video Participants ¥ ! -

Make Host
Make Co-host

Rename

Allow to Record Local Files

Allow to Multi-pin

Put in Waiting Room
Remove
Report..
[} 2
N a’ o e - ¢ e

Mute Start Video Security Participants Share Screen Raise Hand Mare




Local Recording Result
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Convert Meeting Recording

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

The recorded file will be converted to mpd
when the meeting ends

4% -
MNew item = L Open Sele
T \ﬂ H
) -‘fj Easy access ~ Edit Sele
Stop Converting Mew Properties
falder - £ History DD Inve
Mew Open 5
A » FCOM-C3035-W3 » Documents » zoom » 2021-03-12 16.04.57 pandora cowart's personal meeting room
Zoom Recorc 4 Mame # Title Contributing artists ~ Album
g Creative Cloud Fil || audie_only.m4da
@ Purchase Paperv & playback.m3u
&) zeom_Oumpd
0 FCoMm
_J 30 Objects
I Desktop
@ Documents
; Downloads
Jl Music

-



Local Recording List

ZOOI l . SOLUTIONS - PLAMNS & PRICING  COMTACT SALES SCHEDULE AMEETING  JOIN A MEETING HOST A MEETING - U
Profile Cloud Recordings Local Recordings Settings
Meetings

i The Local recordings listed below are accessible only from the computer on which they were recorded.
Webinars
From| mm/ddryyyy |E8 To| 031182021 | RGN | Export
Settings
Delete Selected Delete All
Account Profile
O Topic 1D Start Time Computer  Location
Reports MName
[0  Pandora Cowart's 555 555 Mar 16,2021 FCOM-  Ch\Users\preowart\Docu Open
Personal Meeting 5555 11:06 AM 535555 ments\Zoom\2021-03-
Room 16 10.45.35 Pandora Delele
) . Cowart's Persanal
Attend Live Training i
Meeting Room
Video Tutorials
Knowledge Base O Pandora Cowart's 555 555 Mar 15, 2021 DESKTOP ChUsers\proow' Docume Open
Personal Meeting 5555 0946 AM -5555 nts\Zoom2021-03-15
Room 09.46.21 Pandora Delete

Cowart's Personal

Meeting Room

-
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Help

File Message Acrobat

Zoom <no-reply@zoom.us=
To Cowart,Pandora Rose

[External Email]
Hi Pandora Cowart,

Your cloud recording is now available.

Topic: Pandora Cowart's Personal Meeting Room
Date: Mar 18, 2021 10:51 AM Eastern Time (US and Canada)

Click here to view your recording (this link can be used only by
https://ufl. zoom.us/recording/detail?mesting id=DvXz2zcsQM|

Copy the link below to share this recording with viewers:
https:/fufl.zoom.us/rec/share/Gg8mhCiN S ujpfrrpSMMI1XHD

Cloud Recarding - Pandera Cowart's Personal Meeting Room is now available - Message (HTML)

Q  Tell me what you want to do

Cloud Recording - Pandora Cowart's Personal Meeting Room is now available

Thank you for choosing Zoom.
-The Zoom Team

Recordings are usually
ready in less than half an
hour. The transcript may
take hours to complete.

Cloud Recording Emails

30-min session ending at 11:30am
Recording available 11:45am
Transcript available at 12:19pm

& Reply Al — Forward es

< Reply

Thu 3/18/2021 11:45 AM

The audio transcript of cloud recording - Pandora Cowart's Personal Meeting Room is now availa...

L os

Help

&l

File @ Tell me what you want to do

Message Acrobat

The audio transcript of cloud recording - Pandora Cowart's Personal Meeting Room is now available

e £ Reply %5 Reply All —» Forward

[External Email]
Hi Pandora Cowart,

Zoom <no-reply@zoom.us:>
To Cowart,Pandora Rose

Thu 3/18/2021 1219 PM

The audio transcript of the cloud recording (for the meeting below) is now available.

Topic: Pandora Cowart's Personal Meeting Room
Date: Mar 18, 2021 10:51 AM Eastern Time (US and Canada)

Click here to view your recording (this link can be used only by the host):
https://ufl.zoom.us/recording/detail?meeting _id=DvXz2z2¢sQMGWS53pgFpnnjg%3D%3D

Copy the link below to share this recording (with the integrated audio transcript) with viewers:
https://ufl.zoom.us/rec/share/5gU2AkiSTdm7S PNASteMs58R3IMErjgNgeUBGa73K7mgnbWeX2IguWyYNewcUAsUK.gMSrpa-P1HwWGkxoN

Thank you for choosing Zoom.
-The Zoom Team
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Cloud Recording List

ZOOI ' l SOLUTIONS ~  PLANS&PRICING ~ CONTACT SALES SCHEDULE AMEETING  JOINAMEETING  HOSTAMEETING ~ m
Profile Cloud Recordings Local Recordings Settings
Meetings
Wehinars From| mm/dd/vywy & To| 03/18/2021 | All Status w
Recordings
Settings

Delete Selected Delete All

Account Profile

Reports O Topic 1D Start Tirme File Size
[  Pandora Cowart's Zoom Meeting @56 9500 6543 Mar 18, 2021 07:32 PM 2 Files (18 MB) Share... Mare =
O My Meeting %33 3785 6437 Mar 18, 2021 04:246 PM 2 Files (403 KB) Share_.. Mare -
Attend Live Training
) . (0 Pandora Cowart's Personal Meeting Room 555 555 5555 Mar 18, 2021 10:51 AM 4 Files (193 MB) Share Maore -
Video Tutorials
Knowledge Base O Pandora Cowart's Personal Meeting Room 555 5555555 Mar 16, 2021 12:53 PM 4 Files (233 MEB) Share... Maore -

-



Cloud Recording Share... and More

Share this cloud recording

Share this recording

Q) Publicly

Only authenticated users can view

Add expiry date to the link

Viewers can download

_ , | Share... More -
Viewers can see transcript

View recording on demand (registration required) @

Download (4 fles) |

GeBee B

Passcode protection Delete
. |
Sharing Information Show ~
Copy Sharing Information Done
- O
u GMT20210305-160356_Pandora- Co.mda.crdownload CRDC} (&D File 3,370 KB
W

@ GMT20210305-160356_Pandora-Co_1920x 1020 MP4 File 102,115 KB
@ GMT20210305-160356_Pandora-Co MA4 File 24052 KB
|:] GMT20210305-160356_Pandora-Co.transcript.vtt VTT File I KB
D GMT20210305-160356_Pandora-Co Text Document 1 KB

-



Cloud Recording Edit

My Recordings = Pandora Cowart's Personal Meeting Room

Pandora Cowart's Personal Meeting Room » A Share
Mar 18, 2021 10:51 AM Eastern Time (US and Canada) 1D: 352 273 5016

2 total views - 3 total downloads Recording Analytics

Recording 1 ~
4 files 193 MB

& Download (4 files) ¢# Copy shareable link | ¥
shared scrasn with speakear view 162 MB
Audio only 30 MB
Audio transcript 36 KB

Chat file 328 B




- Cloud Recording Edit Transcript

zool | '| Pandora Cowart's Personal Meeting Room - Shared screen with speaker view # Download (4 files)

Health

Audio Transcript Chat Messages

Information Technology Training
Tniversity of Florida Health Edueational Technologies

Search transcript

Excel Data 6: PivotCharts, Slicers, and Dashboards s Pandora Cowart

TOQRICS
Create Dashboards to summarize your data into one sheet
- Create PivotCharts
- Link Drawing Objects to Cells
- Create Data and Timeline Slicers

00:01  hello, and welcome to my
trading zoom room today
we're going to play with
Microsoft excel data part six
playing with pivot charts

- Use Conditional Formatting nd building

Hello, and welcome to ds making it .

. #

ALL HANDOUTS & CLASS FILES: = =

my (EERLENG's ZO0M Foom
https://training.health.ufl.edu/zoom/excel-data :

ps:// 8 / / today we're going to lnrlc;bcauhful.
/Ith some

EVALUATION (link is or the second page of the handout) play with Microsoft al formatting if you

https://ufl.qualtrics.com/jfe/form/SV_10jjkI6IRsKV3XT excel data part six & advanced
playing with pivet 3l formatting
charts splicers and at | did earlier.

. X building our 2 rding will be online

' 50 hopefully vou'll
K -
Powered by Otter.al




- Cloud Recording Trim Video

ZODI | '| Pandora Cowart's Personal Meeting Room - Shared screen with speaker view

Health

Information Technology Trainir

Tniversity of Florida Health Edueational Technologies

Set Playback Range

Viewers will be able to watch the recording only within the set playback range
Excel Data 6: PivotCharts, Slicer through the sharing link.

TORICS
Create Dashboards to summarize your L . i
- Create PivotCharts This will not affect the original recording. If you enable downloads,
- Link Drawing Objects to Cells viewers will have access to the full-length recording and all relevant
- Create Data and Timeline Slicers files, including audio transcripts, chat, and subtitles.

- Use Conditional Formatting

ALL HANDOUTS & CLASS FILES:
https://training.health.ufl.edu/zoom/e:

Do not remind me again
EVALUATION (link is on the second poge of the handout)

https://ufl.qualtrics.com/jfe/form/sv_1
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Cloud Recording Trim Video

Health

Information Technology Training

University of Florida Health Educational Technologies

Excel Data 6: PivotCharts, Slicers, and Dashboards

TORICS
Create Dashboards to summarize your data into one sheet
- Create PivotCharts
- Link Drawing Objects to Cells
- Create Data and Timeline Slicers
- Use Conditional Formatting

ALL HANDOUTS & CLASS FILES:
https://training.health.ufl.edu/zoom/excel-data

EVALUATION (fink is on the second poge of the handout)
https://ufl.qualtrics.com/jfe/form/SV_10jjkl6IRsKV3XT

Playback Range (00:00:39 - 00:52:17) (D




Cloud Recording Shared

Z00m

Pandora Cowart's Personal Meeting Room - Shared screen with speaker view

Health

Information Technology Training

University of Florida Health Educational Technologies

Excel Data 6: PivotCharts, Slicers, and Dashboards

TOPICS
Create Dashboards to summarize your data into one sheet
- Create PivotCharts
- Link Drawing Objects to Cells
- Create Data and Timeline Slicers
Use Conditional Formatting

ALL HANDOUTS & CLASS FILES:
https://training.health.ufl.edu/zoom/excel-data

EVALUATION (link is on the second page of the handout)
https://ufl.qualtrics.com/jfe/form/SV_10jjkl6IRsKV3XT

INSTRUCTOR:

Audio Transcript Chat Messages

Q Search transcript

@ Pandora Cowart

00:01

00:11

00:19

00:34

00:41

00:54

01:02

Hello, and welcome to my training zoom room
today we're going to play with Microsoft excel
data part six playing with pivot charts splicers and
building our dashboards making it.

dynamic and beautiful, we will play with some
conditional formatting. If you missed the advanced
conditional formatting session that | did earlier.

That recording will be online tomorrow so hopefully
you'll be able to follow up with that if you're
interested in getting more complicated, but no
conditional formats yeah we're going to start off
with the file called sales data six sales.

And let's go look at that one.

coming into my data six sales, so | have this huge
data set here now i'm not going to make you do the
equations to figure out the quarters miss fiscal
years but i've got a little table here, so you can see
how I did it.

because, basically, | had the date of the sale, but
when we go through and put into a pivot table right
Microsoft excel quarters are January through
December.

and ours are July through June, and so | wanted it
to list what quarter, we are within the fiscal years so
when | go through and build my pivot tables, | can
be able to pull out.
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Information Technology Training
University of Florida Health Educational Technologies

Zoom: Recording

ALL HANDOUTS & CLASS FILES:
https://training.health.ufl.edu/Zoom

PRESENTERS:
Pandora Rose Cowart, prcowart@ufl.edu

EVALUATION:
https://ufl.qualtrics.com/jfe/form/SV_10jjkl6IRsKV3XT
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