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Please note:  This meeting will be recorded
and posted on the FDIC website.



Please type your questions in chat or save 
for the Q&A at the end.  

Chat

Video

Mute

If toolbar 
disappears, move 
your mouse to 
bring it back.  



Agenda

• Default recording settings

• Recording a Zoom meeting

• Accessing recordings

• Managing recordings

• Sharing recordings

• Accessing and sharing recordings in D2L

• Automatic recording

• Audio transcript/closed captioning for Cloud recordings



Default Recording Settings

eiu.zoom.us > Settings > Recording



Who can Record

Host Co-Host

A Participant can record only if granted recording privileges by the Host. 
Participants can only record to their local computer.



Recording A Zoom Meeting

1. Select Record on the control bar

2. Select “Record on this computer” 
or “Record to the Cloud”.



Record on this Computer vs. Record to the Cloud

Record on this Computer

• Saves the recording files to your 
computer in the Documents 
folder.
• Recorded files can be uploaded 

to a file storage service like 
Kaltura.

• Not supported on iOS and 
Android.

Record to the Cloud

• Saves the recording files to the 
Zoom Cloud (server).

• Recording files can be streamed 
from a browser or downloaded 
and uploaded to another service.

• Supported on iOS and Android.



Record on this Computer vs. Record to the Cloud

Record on this Computer

• Audio transcription not available 
for local recordings.

• Instant access to recordings (very 
little processing time.)

Record to the Cloud

• Automatic audio transcription 
(closed captioning) available for 
cloud recordings.

• Takes about 2 times the 
meeting duration to process.



How to know the session is being recorded

Host View Participant View



Pause vs. Stop

Stop

• If the recording is stopped and 
started again, a new video file 
will be created for the next 
recording segment.

Pause

• If the recording is paused and 
started again, Zoom will record 
to the same video file for the 
recording segment.

Note:  Ending the meeting will also stop the recording.



Processing the Cloud Recording

• Once the recording has been stopped, the recording must be 
processed before viewing. 

• The recording(s) will not process until after the meeting is ended.

• Cloud recordings generally take about 2 times the meeting duration to 
process.

• Zoom will send an email to the host's email address when the process is 
completed. 

• There will be two links in the email, the first will be for the Host-only, to 
manage the recording. The second link will be for the participants.



Processing the Local Recording

• After the meeting has ended, Zoom will convert the recording so you 
can access the files.

• Once the conversion process is complete, the folder containing the 
recording files will open.

• If the meeting unexpectedly shuts down or if the conversion process is 
interrupted, the recording files could become corrupted and non-
recoverable. 

• Restarting or shutting down your computer, putting the computer to 
sleep, or closing your laptop will interrupt the conversion process.



Accessing Recordings from the Zoom Web Portal

eiu.zoom.us > Recordings > Cloud Recordings or Local Recordings



Managing Recordings

• Select the title of a meeting on the 
Cloud recording page to access the 
recording.

• On the recording page for that 
meeting, you can download, copy 
the link, or delete for each of the 
files associated with the recording.

• Click the thumbnail of the video to 
view and for more options.



Viewing the Recording and More

From here, you can play the recording, view the closed captioning (if transcript option was enabled), 
edit the transcript, and set the playback range.



Setting the Playback Range

• By selecting the scissor icon, you 
can set a playback range so it 
starts and ends at the times you 
specify, removing unneeded 
portions from the beginning and 
end of the recording.

• This can be particularly important 
for automatic recordings.



BEFORE Sharing the Recording

• Before copying the 
shareable link, you 
should select “Share” to 
view the settings and 
edit if necessary.

• “Passcode protection” 
and “Viewers can
download” are on by 
default.



To Share the Recording

Copy the Sharing Information Copy the Sharable Link



Deleting Cloud Recordings

Cloud recordings are NOT automatically deleted.

Recordings will remain on the Zoom server unless deleted by the 
Host.

Deleting will move the files to the trash and you can permanently 
delete them from the trash manually. If you don't permanently 
delete them manually, they will be deleted after 30 days.



Accessing  and Managing Cloud Recordings in 
a Course in D2L

D2L Course > Zoom > Cloud Recordings



Sharing Cloud Recordings in a Course in D2L

Select Publish for students to be able to access the recording from the 
Cloud Recordings list.



Posting a Cloud Recording Link in D2L

• Copy the shareable link 
and post it as a new link in 
a content module in D2L.

• You will need to log in to 
your Zoom Account at 
eiu.zoom.us and disable 
the passcode for the 
recording (unless you 
want to provide the 
students with the 
passcode to view the 
recording.)



Automatic 
Recording

Automatic recording is an option 
that allows the host to start local 
recording or cloud recording 
automatically when the meeting 
starts.

Automatic cloud recording will 
also start if “join before host” is 
used and participants join before 
the host.



Setting Automatic Recording for an Individual 
Meeting

When you schedule a meeting or edit a meeting, select “Automatically record 
meeting” in the meeting options and choose local or cloud recording.



Setting Automatic Recording for All of your 
Meetings

• To enable automatic recording for all of your meetings, change the default 
setting in the EIU Zoom Web Portal. (eiu.zoom.us) 

• Once enabled, it will be set for any meetings that you schedule going 
forward. It will not apply to existing meetings already scheduled.

Even if enabled for all meetings, you can disable for an individual meeting in the meeting settings.



Audio Transcription for Cloud Recordings

• Automatically transcribes the audio of a meeting recorded 
to the cloud.

• The transcript text will display within the video as closed 
captioning.

• The transcript can be edited in the Zoom Web Portal.

• Audio transcript is disabled by default in settings.

Audio transcription only supports English at this time.



Enable Audio 
Transcript

• To enable audio transcript for all 
future recordings, change the 
default setting in the EIU Zoom 
Web Portal. (eiu.zoom.us) 



Generating 
a Transcript 
for a Cloud
Recording

After the meeting ends, you will receive an 
email that lets you know that your cloud 
recording is available. 

A short time later, you will receive a separate 
email letting you know that the audio 
transcript for the recording is available. 

These emails include links to view your 
recordings and transcript.

Note: The audio transcript may take additional 
time to process after the cloud recording 
video/audio has processed



Viewing and 
Editing the 
Transcript

You can view or edit transcripts 
in the EIU Zoom web portal. 
eiu.zoom.us

You can download the VTT file 
and open it with a text editor.



Recording in 
Zoom



Q & A

What are your questions?

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://nekropolitan.blogspot.com/2016/11/nawiedzony-podcast-109-q.html
https://creativecommons.org/licenses/by-nc-sa/3.0/


Support for Zoom

• Zoom support page:  http://www.eiu.edu/zoom

• For technical support, 
• Call 217-581-HELP (4357), 

• email support@eiu.edu, or 

• contact the Instructional Support Specialist (ISS) for your 
department.

http://www.eiu.edu/zoom


EIU Zoom Support Page – http://www.eiu.edu/zoom

http://www.eiu.edu/zoom

