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WEST TEXAS A&M UNIVERSITY.

DOWNLOADING A ZOOM RECORDING AND STORING IN ONEDRIVE

Classroom recordings in the Zoom Cloud will be available for 120 days before they are automatically
deleted from the Zoom Cloud. This time frame is necessary for classes to be able to use the Zoom Cloud
for class recordings throughout the semester.

If you need or would like to keep your class recording for longer than 120 days, please download the
video from the Zoom Cloud before the 120-day expiration and store your video in your OneDrive
account. You can also share your video link from your OneDrive account in a course in WTClass by
following these steps:

e Step 1: Download Cloud Recording
e Step 2: Save Recording to OneDrive
e Other: Share Recording from OneDrive

DOWNLOAD CLOUD RECORDING

1. Enter your course.
2. Click on the Class Recordings link created in your course menu.

3. Select the Cloud Recordings tab (A) and then select the Topic for the course date you want to
view (B).

zoom A

Your current Time Zone and Language are (GMT-05:00) Central Time (US and Canada), English 2

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings

from Selectdate to 2022-05-09 Searchby 1D Export

Delete All

o ﬂ 2
2021FAINTRO/INFORMATN SCI (CIDM-1301-01)

4. Click the Download link under the Recording thumbnail image.

Course Recordings > Recording Details

DEV_ITS_1000
May 3, 2022 1:21 PM Central Time (US and Canada) [D: 930 7879 4407

Share Download Share




5. Your saved video file should be saved and located in your “Downloads” folder.

SAVE RECORDING TO YOUR ONEDRIVE ACCOUNT

While you can save this file to any location you desire, the Academic Technology department
recommends that you save this file to your OneDrive account to be able to access your file from any
location, not just on campus or at your computer.

1.
2.

WTAMU

In your preferred browser, go to https://onedrive.live.com.

Click on the “Sign In” button in the top right of the screen.

Enter your full WT Email address in the Sign in box.

BS Microsoft
Sign in
@wtamuedy

Mo account? Create one

Select the option for “Work or School account created by your IT department.” If requested
a second time, select “Work or School account created by your IT department” again.

BY Microsoft

We need a little more help

It kooks like this

ed with more than one

account from Mi

uge?

R Personal account

Created by you

Tired of seeing this? Rename your personal Microsoft
account
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https://onedrive.live.com/

5. Enter your full WT email address and Single Sign On password.

@wtamu.edu

Enter password

6. Once inside the web version of OneDrive, it is recommended that you create a folder to save
all Zoom recording files in. Select the “+ New” button and then select “Folder.”

Wr OneDrive
w + Mew I Upload 3 Sync ¥ Automate
B3 My files l Folder I
53' Recent B Word decument
f  Shared B Excel workbook
@ Recyde bin B:| PowerPoint presentation Mod
Shared libraries @} OneNote notebook I
te Submit
. Bi| Forms for Excel
_ Auguy
j & Link
7. Enter atitle for the folder, and click “Create.”
Create a folder X
|Zoom Recordings| |
8. Click on the title of the folder you previously created.
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9. Select the “Upload” button and choose the “Files” option.

OneDrive

Favela, Krista T Upload ~ I Share @ Copy link
O Recent Folder
My files > Zoom recoraings
gq Shared
& Recycle bin 0 Name

10. Select the Zoom recording File that includes number (the size of the recorded screen) and
then select “Open.” Most often these files can be found in the Downloads folder.

@ File Upload X
“ v # 45 ThisPC + Downloads » v O Search Downleads
Organize v Newfolder =~ ™ @
A Name - Date modified ~
v st Quick access
B Deskiop ~ Today (2)
& Downloads [B] GMT20210107-151223_Storage-an_540x360.mpd
2 Documents 5] GMT20210107-151223 Storage-an.mpéd
=] Pictures ~ Yesterday (6)
-
v o< >
File name: | Al Files ¢ v
—

11. Your Export file will appear in your OneDrive

/4

Favela, Krista

OneDrive

T Upload ~ |2 Share @ Copy link = Sync ¥

B3 My files
D Recent
My files > Zoom Recordings
& Shared
& Recydlebin [ Name v Modified

Shared libraries

GMT20210107-151223_Storage-an_640x3...

A few seconds ago
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12. You can rename the file to something more distinguishable by clicking on the three dots that
appear when moving your mouse over the file, and selecting “Rename.”

[ Name Modified * M
@& [| GMT20210107-151223 Storage... 1= &  Preview !
Share I

Copy link

Manage access

Download

Delete

Move to f
Copy to !
Automate >
Version histary

Details

SHARE YOUR ONEDRIVE ZOOM RECORDING

1. Inyour preferred browser, go to https://onedrive.live.com.

2. Click on the “Sign In” button.

3. Enter your full WT Email address in the Sign in box.

BY Microsoft
Sign in
Swiamuweduy

Mo account? Create cone

4. Select the option “Work or School account created by your IT department.” If requested a
second time, select “Work or School account created by your IT department” again.

BY Microsoft

We need a little more help

It kooks like this email is used with more than one
account from Micresoft. Which one do you want to
use?

Work or school account

ﬁ Created by your IT department
Personal account

aQL Created by you

Tired of seeing this? Rename your personal Microsoft

account
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5. Enter your full WT email address and Single Sign On password.

@wtamu.edu

Enter password

6. Click on the three dots that appear when moving your mouse over the file, and select

“Share.”
My files > Zoom Recordings
O Name Modified M
(] GMT20210107-151223_Storage... 15 |  Preview !
|
Copy link

Manage access
Download |
Delete '
Move to r
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7. Select the “Anyone with the link can view” link.

Send link X
H7gpC-ADzYyE]..HxQs270N.mp4
Anyone with the link can view >

X e
Message...
Copy link
Anyone with the link can view > ‘ Copy ‘

8. Switch the setting for “Block download” and then select the “Apply” button.

Link settings X

H7gpC-ADzYyE)..HxQs270N.mp4
Who would you like this link to work for? Learn more

Anyone with the link v
People in wtamu.edu with the link

People with existing access

Specific people

Other settings

2 Can view
Set expiration date

8 Set password

© Block download / o

9. Select the “Copy” button.

Link to '"H7gpC-ADzY...Qs270N.mp4' copied

Anyone with the link can view-only © >
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14.

WTAMU

. Go to your course in WTClass.

. Go to Modules.

. Locate the module where you want to place the video link.

. Click the ‘4’ icon to the right of the module title.

Sep2

ii v New Course Content

i [ 09/03 Highlights

2024 | 5pts

Select Page from the Add drop down menu.

Add

Assignment

<

Add ltem to New Course Content

@S

As:

Assignment
Quiz

File

Page
Discussion
Text Header
External URL

External Tool

to New C, e Content
@7 this module, or add an assignment by selecting ™

Create Assignment”.

AS e L Ll

Indentation:

Don't Indent

Cancel

EN
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15. Select Create page, name the page, and click Add Item.

Add Item to New Course Content X
Add| Page w [ to New Course Content
Select the page you want to associate yi s module, or add a new page by selecting "Create Page".

[ Create Page ]

0-my homepage

About Your Instructor

Canvas Resources for Instructors
Canvas Resources for Students
Course Due Dates

Course Overview

Course Resources

editable page

Page Name: | New Page I ‘l

Indentation: | Don't Indent v

Cancel Add ltem
Y

16. Click the new page title.

New Page S

17. Click the Edit button in the top right corner.

View All Pages © Publish & Assign To :
New Page

+ Previous Next »

18. To insert a link, click the link icon in the text editors’ formatting ribbon and select External
Link.

Page Title *

‘ New Page \:||

Edit View Insert Format Tools Table

12pt ~  Paragraph « | B I U A~ £+ T2v

External Link

Course Link
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19. In the Insert Link box, add the text that you want to be the link, then enter the link (as

copied from OneDrive). Click the Done button.

Insert Link

Text

Link to Video

Link

https:/wtamuO-my.sharepoint.com/:v:/g/personal/:

/Ef1Qm7jVIbxMggVZrKE

20. You'll see the link appear in the text editor.

Page Tite *

Mew Page

bdit  Wiew Insert Format  lools  lable

B I Y Av &+ 7v

12pl »  Paragraph

v Bv Ghv BV B~

[+

| Link to Vided

21. Click Save & Publish or Save in the bottom right corner.

Cancel Save & Publish

For greater control over who specifically has access to the video and how much access they have, please

visit Microsoft’s Share OneDrive files and folders page.
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https://support.microsoft.com/en-us/office/share-onedrive-files-and-folders-9fcc2f7d-de0c-4cec-93b0-a82024800c07
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