ZOOM Zzoom Instructor Guidance for Canvas

Creating a Cloud Recording via Zoom in Canvas:

1. Login to Canvas and select the desired course.
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2. Select “Settings” from the Course Navigation Menu.
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to Psychopharmacology PSY-300-A0!

This course extends the study of brain chemistry into the topic of drugs and the chemical treatment of emotional and

behavior disorders. This course provides an overview of drugs and biological interventions commonly used in clinical

practice, their underlying brain mechanisms, and the research to support their effectiveness. Additionally, attention will be

given to the cautions and responsibilities of psychopharmacy (pulled from Jennifer Campbell at UT Tyler).
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3. Select the “Navigation” from the Settings menu.

Course Details Sections Apps Feature Options Integrations

Course Details

Image:

LMU Lincoln Memorial University

4. Use the 3 dots to the right of “Zoom” to drag it from the hidden section to the
visible Course Navigation Menu. Then select “Save” at the bottom of the page.

Drag and drop items to reorder them in the course navigation.

Home
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5. Select “Zoom” from the Course Navigation Menu.
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6. Select “Authorize” on the pop-up window.

Zoom LTI 1.3 Calendar and Conversations

Zoom LTI 1.3 Calendar and Conversations is requesting access to your account.

You are authorizing this app as Abbie Auster.
Your email address is abbie.auster@Imunet.edu.

Cancel

7. To create a live, online recording with students present, select the “Schedule A
New Meeting” button to schedule a Zoom meeting. Fill out the appropriate
information, scroll to the bottom of the page, and select “Save.”

zoom {@ Home Appointments

Your current Time Zone and Language are (GMT-4:00) Eastern Time (US and Canada), English £

All My Zoom Meetings/Recordings Schedule a New Meeting

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training &

Show my course meetings only

Start Time Topic Section Meeting ID

No Data

zoom @ Home E9 Appointments

Fill out the fields on this page, then

Course Meetings Schedule a Meeting scioll t6:the Bottoi and select "save:"

Topic TEMPLATE Sandbox - Abbie Auster
Add Sections ®

Add Viewers @

Description (Optional) Enter your meeting descriptio

Duratior 1 hr © min
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8. The scheduled Zoom meeting can be joined from within the Zoom integration
either by a) selecting the “Upcoming Meetings” tab and choosing the desired
meeting OR b) selecting the link to join the meeting via the Canvas Calendar.

zoom {ar Home Appointments m

Your current Time Zone and Language are (GMT-4:00) Eastern Time (US and Canada), English £

All My Zoom Meetings/Recordings Schedule a New Meeting
Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training &

Show my course meetings only

Start Time Topic Section Meeting ID
Start
Today .
11:30 AM TEMPLATE Sandbox - Abbie Auster 813 7173 5707
’ Delete
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Account 20 i 5 3 4 5 6 14 15 @17 18 19 20
21 22 23 24 25 26 27
28 29 30 12 3
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May 16, 11:30am - 11:45am v CALENDARS
7 Calendar TEMPLATE Sandbox - Abbie Auster i1 12 13 @ Abbie Auster
Location Zoom Online Meeting 173 | [ 4p TEMPLATE San B Canvas Instructor Training
=a . B Canvas Student Training
Detail B sempicforsonie |
v 8% Click here to join Zoom Meeting:813 7173 5707 Elementary Math HQIM
Calendar
Modules
Delete 1 Foundational Skills Modules
14 . . i 8 19 20 How to Use JFWA Template :
* 5 11:30a TEMPLATE B LMU Template for Editing
My LMU Template for
Organizations

9. To record a Zoom meeting without students, select the “Personal Meeting Room”
tab and then scroll to the bottom of the page and select “Start this Meeting.”

ZOOI I l {2+ Home Appointments scroll to the bottom and
select "Start this
Meeting" to begin

Your current Time Zone and Language are (GMT-4:00) Eastern Time (US and Cgfiada), English £
All My Zoom Meetings/Recordings Schedule a New Meeting

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training B

Topic Abbie Auster's Personal Meeting Room
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10. Whether live or offline, once Zoom launches, make sure to “Join Audio” and
“Start Video” if desired from the toolbar at the bottom of the application.

11.To screen-share, select the neon green “Share Screen” button from the Zoom
toolbar.

Abbie Auster

12. A pop-up window will appear with multiple screen-sharing options. To share the
entire screen, select the “Entire Screen” tab, select the screen, and then select

“Share.”

Choose what to share
ZOOM.Us wants to share the contents of your screen.

Chrome Tab Window Entire Screen

o

[ Share system audio Cancel
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13. To begin recording, select the “Record” button from the Zoom toolbar. The
recording will begin immediately.

14.7To stop recording, select the “Pause/Stop Recording” button. If Pause is
selected, the recording can be resumed from the point where it was paused.

15.To end the recording, select the “End” button, and then choose “End Meeting for
All.”

16.To publish a live, online recording, return to the Zoom integration in Canvas, and
select the “Cloud Recordings” tab. Then, toggle the “Publish” button to the right.

zoom {ax Home Appointments

Your current Time Zone and Language are (GMT-4:00) Eastern Time (US and Canada), English 2

All My Zoom Meetings/Recordings Schedule a New Meeting

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training B

from Select date to  2023-05-12 Searchby ID m Export Show my course recordings only
Delete All Publish All Recordings

Topic ID Start Time Section File Size Publish

TEMPLATE Sandbox - Abbie Auster 818 2062 3097 May 12, 2023 3:47 PM 1 Files(223 KB) Delete

Note: Emails will be automatically sent to notify users when a Zoom cloud recording
video file and audio file are available for download. Recordings are also accessible via
links included in these emails.

Keep reading to learn about downloading Zoom cloud recordings, uploading
them to OneDrive, and importing them into Microsoft Stream.
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Downloading a Zoom Cloud Recording:

17. All Zoom cloud recordings will automatically erase from the user’s Zoom account
after 90 days. To ensure a recording is not lost, go to the Zoom website and
select “Sign In.” Sign in using LMU Zoom credentials.

Q search Support  1.888.799.9666 Request a Demo Join  Hostv

zoo' I . Products Solutions Resources Plans & Pricing \ Contact Sales \ Sign Up Free .

L Al and human connection at work Register for our virtual summit >

One platform
to connect

18.0nce logged in, select “Recordings” from the navigation menu. All existing Zoom
cloud recordings should be visible.

QSearcn Support  1.888.799.0125 Contact Sales Request a Demo

zoo' l | Products Solutions Resources Plans & Pricing Schedule Join Host v Whiteboard a
Profile
Meetings Cloud Recordings Local Recordings 0O Document
Webinars
@& Cloud recordings will be deleted automatically after they have been stored for 90 day(s). X

Personal Contacts
Whiteboards | Q search by topic or Meeting ID | | Ba Search text in audio transcript | Advanced Search v Export
Recordings

(O Topic D Start Time File Size Auto Delete In
Settings
Reports _ TEMPLATE Sandbox - Abbie

() Aust. 818 2062 3097 May 12, 2023 04:01 PM 2 Files (777 KB) 87 days Share  ---

uster

Account Profile

TEMPLATE Sandbox - Abbie
Auster

818 2062 3097 May 12,2023 03:47 PM 1 File (223 KB) 87 days Share -+

19.Recordings that include video and audio will have 2 files listed under File Size.
Recordings that also include chat will have 3 files listed. To download a
recording, select the horizontal “three-dot menu” adjacent to the desired
recording. Then, select “Download” from the drop-down menu.

() Topic ID Start Time File Size Auto Delete In
_ TEMPLATE Sandbox - Abbie
O 818 2062 3097 May 12, 2023 04:01 PM 2 Files (777 KB) 87 days Share
— Auster
/Download (2 files)
_ TEMPLATE Sandbox - Abbie Disable auto-delete
O 818 2062 3097 May 12, 2023 03:47 PM 1 File (223 KB) 87 days
—  Auster Delete
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20. The Zoom recording video and audio transcript will now be available in the
Downloads folder of the computer.

« v 1 & > ThisPC > Downloads > v 0 P Search Downloads
N Today @) -
~ Today
# Quick access =
= Em— - zoom
FEEEE T |
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Checkist
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& Creative Cloud File
neDril incolr.
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Uploading a Zoom Cloud Recording to OneDrive via web browser:

1. To begin, access LMU OneDrive.

2. OneDrive will launch in a new tab or window. Select “Upload.”
i LIMU LincolMemoralUnivesty ~ oneDrive

£ Search & = (i\

| () Home \
B3 My files Recent 5

=
8 Shared = All) (@ Word | ( @ Excel (@ Powerpoint (5} PDF

Favorites
w Name Opened Owner Activity
T Recycle bin

@) Zoom Cloud Recording Guide

47m ago Auster, Abbie You edited this - 4m ago
=1 MyFiles g 7 o

3. Select “Files” from the drop-down menu.

T Files /

—_—

Recent $ Folder
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4. The File Explorer window will open. Navigate to the area where the Zoom video
recording and transcript are saved. To select both files, hold down the shift key
and select each file; both files will appear highlighted if both files are selected.
Then select “Open.”

@ Open
« ~ 1 & > ThisPC > Downloads >

Organize > New folder

# Quick access

I Desktop

¥ Downloads - H
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File name: | "GMT20230511-154258_Recording.transcriptvtt” “GMT20230511-154258_Recording_1920x1200"

v| AFiles

Open

o @

Cancel

N

5. A status window will appear while uploading, and the message will change to

indicate the files have uploaded once complete.

6 Uploading 2 items

6. Navigate to “My Files” from the left-hand OneDrive toolbar. The uploaded files
should now be visible.
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Adding Captions to a Zoom Cloud Recording via OneDrive Stream:

1. Access LMU OneDrive.

2. Locate the Zoom cloud video recording and select it.

incoln Memoria University ~ OmeDrive 0 Search g 2 ( i\
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3. Select “Open” from the video player toolbar. Then select “Open in Stream” from
the drop-down menu.

@ Share G Copylink & Download - »| GMT20230511-154258 Re...mp4 Info 1/1 X

Openin Stream o Video settings &

About video ()

TR MO E ex- BT B 2Z2a8D0Q Comments (J
R Analytics |~
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Organize Pages

52 editPOF

[® Export POF

A, Fill&sign

Comment
The CTLE is committed to providing meaningful academic exchanges between students, faculty, and the global classroom
in the modern era. To learn more about the ways education and teaching in changing in the 21 century, please view the 4 Redact

videos below by either selecting play, or clicking on video title to watch on YouTube.
/% More Tools
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4. The recording will now open in Stream. Select “Video Settings” from the right-
hand menu to add captions.

Stream  GMT20230511-154258_Recording_1920x1200 v L Search & 7 ﬁ

+ New v + Addtoplaylist £g Moveto (O Copyto & Share v

Talizo

S cdteor

iy

B eporror

A4 Filasgn

he global classroom

T

g
please view the

Learning to Change-Changing to Learn Rethinking Learning: The 21* Century Leamer

) 0:06/527

GMT20230511-154258_Recording_1920x1200

May 11,2023 « 2views « Auster, Abbie + Auster, Abbie > Documents

Add a description to explain what this video is about.

5. Select “Transcripts and captions” from the Video Settings Menu.

Video settings X

Changes to video settings will apply for all viewers.
Only users with edit access can see this panel. Learn
more (&

> [ Thumbnail
[») About video On 0
> [E Transcript and captions ©
> = Chapters off @ )
() Comments On 0

L Analytics © On 0

> 2 Noise suppression ©

11
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6. Select “Upload” from the drop-down menu.

~ [E) Transcript and captions () /
s A

7. Choose “Select file” from the Upload pop-up window.

Upload X
Language

‘ English v
File

Stream supports WebVTT (vtt) files. Learn more 0

Select file

‘ Cancel ‘

8. Locate the transcript file downloaded from Zoom. Select the file, then select
“Open.”

@ op X
1 ¥ > ThisPC > Downloads v O 2 search Downloads
Organize e o @
Canvas Staff Acc * Today (1) ~
Canvas Teacher /
Canvas Teacher /
GMT20230
u 511-154258
_Recording
CTLE Guides r—
CTLEWebpage | Last month (1)
I Desktop
[=| Documents a
faculty links imag ContentC
LMU Canvas Fact Py +Req
t_+Fall+20
MUlogos y  23.0niine.. v
File name: | GMT20230511-154258_Recording.transcriptytt N\ ~| it v
pJ) PR

12
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9. Select “Done” from the Upload pop-up window.

Upload X

Language

English

File
GMT20230511-154258_Recording.trans
cript.vtt

: Cancel ‘
eV |

X

10. The captions should now be uploaded to the video. To add this video to Canvas,
please review the OneDrive Instructor Guidance for Canvas document on the
CTLE website.

13
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