We will be implementing a new schedule of deletion for items in the Zoom Cloud.

In order to ensure you preserve recordings you need to keep, you will need to download the Cloud
recordings and store them elsewhere. We recommend only downloading and storing the recordings you

need.

To help you with this, we have created a guide for you to follow.

How to Download Zoom Cloud Recordings
Sign in to http://bloomu.zoom.us and in the navigation menu, click Recordings. Here is where you will

see any recordings you started.

Use the date and status selectors to search for specific meetings.

PERSONAL Cloud Recordings Local Recordings Settings
Profile
Meetings From| 07/01/2020 EH To| 08/13/2020 E All Status ~
Webinars
Search by 1D - QO Export
Settings Delete Selected Delete All
[l Topic [»] Start Time File Size
[0 Chaya Merrell's Zoom Meeting 914 5192 Jul 7, 2020 3 Files (4 MB) Share...
6172 03:28 PM
More =
[1 Chaya Merrell's Zoom Meeting 977 6682 Jul'7,2020 5 Files (6 MB) Share...
Click on the name of the meeting you want to download from.
PERSONAL Cloud Recordings Local Recordings Settings
Profile
Meetings From| 07/01/2020 #H  To 08/14/2020 | All Status v
Webinars
Search by 1D - Q Export
Settings Delete Selected (1) Delete All
[l Topic ID Start Time File Size
A [ Chaya Merrell's Zoom Meeting 914 5192 Jul'7,2020 3 Files (4 MB) Share...
6172 03:28 PM
More ~
[ § Chaya Merrell's Zoom Meeting 977 6682 Jul 7,2020 5 Files (6 MB) Share...
4089 02:29 PM
More =



http://bloomu.zoom.us/

Download all files, or else select specific files you want to download by hovering over them and clicking
on the Download icon:

PERSONAL
My Recordings Chaya Merrell's Zoom Meeting

Profile
Chaya Merrell's Zoom Meeting » A Share
Meetings
5 Jul 7, 2020 03:28 PM Eastern Time (US and Canada) ID: 914 5192 6172
Webinars 3 total views - 2 total downloads Recording Analytics
Recording 1
Settings 3 files h

4§ Download (3 files) ¢ Copy shareable link 1
Speaker view 212 7 3 MB
Audio only 322 KB
Audio transcript 869 B

An explanation of the types of files available follows below.

How to Select Which Recording You Want

There are multiple views recorded as different file types for each meeting. Here is how you can choose
between them which view you keep.

Shared screen with speaker view provides the mp4 file with audio/video showing the active speaker
and content, so if you want to have your talking head with your lecture slides/content, this is the file you
want to download.

Shared screen with gallery view provides the mp4 file with audio/video showing all the webcam
participants and shared content, so if you want to show your class participants with the content, this is
the file you want to download.

Active speaker provides the mp4 file with audio/video showing the active speaker only, so if you just
want the video of the speaker talking, this is the file you would want to download.

Gallery view provides the mp4 file with audio/video showing the gallery only, so if you jus twant the
video of the participants, this is the file you would want to download.

Shared Screen view provides the mp4 file with audio/video showing the shared screen only, so if you do
not want any webcam view, this is the file you would want to download.

Audio only provides an m4a file of the audio from the meeting.
Audio transcript provides a VTT file with a transcript of only the audio.

Chat file provides a text file with the transcript of the in-meeting chat.



How to Upload to Mediasite

Go to http://mymediasite.bloomu.edu to access the portal.

In MyMediasite, click Add Presentation and then Upload New Video:

# Home A Moderation P N . Q
Add Presentation

Capture Video Upload New Video Link External Video

Capture Video Browse Flles... Link Video

Capturing video requires an app.

More Information

Select your file from the file picker.

@ File Upload X
4 ; > This PC » Downloads v | O £ Search Downloads

Organize « New folder ==~ O @

~ Name Date modified Type Size

3 Quick access
[ Desktop
; Downloads

@ Documents

~ Earlier this week (1)
@ GMT20200812-140640_Summer-202_1920x 1080 8/12/2020 2:54 PM MP4 File 295,441 KB
~ Last month (3)

@ GMT20200707-193233_Chaya-Merr_avo_640x360
Hedrick @ GMT20200707-193233_Chaya-Merr
@ GMT20200701-140430_Summer-202_1920% 1080

% % % N

&= Pictures 2020 407 PM MP4 File 3,298 KB
2020 4:06 PM M4A File 322 KB

Mew folder /2020 2:08 PM MP4 File 273,704 KB

Self Enroll

Zoom

e Creative Cloud Fil

@ OneDrive - Bloom
—

3 This PC

— Mv Passport (E] ¥

File name: | GMT20200707-193253_Chaya-Merr_avo_640x360 ~ | | All supported Types ~

Ca n ce'



http://mymediasite.bloomu.edu/

Name your presentation, provide a description, and the desired destination. If you have channels set up
in MyMediasite, this is where you can select them. We recommend giving the presentation a name you
will associate with where the presentation is relevant. For example, if you recorded a session for your
Art History course, name the presentation Art History: Name of topic date to easily locate the
presentation for use in BOLT later.

MNew Presentation Details

Engaging Students In Zoom test

Description: Test for first sesslon for Summer 2020

Destination: ® My Drafts
O

Create Presentation

The presentation will load in MyMediasite. Depending on the size of the recording file, this process may
take some time!

A Home A Moderation P © Add Presentation | - Q

|07 OWNED BY

Upload Medi

al Chaya IMDC — Chaya IMDC

My Presemations - Currently Working
® Watch in New Window
— My Drafts
= # EditDetalls
B view Analytics
Channels
B Publish
no favorite channels
+ CopyTo
< Move To
Shared Folders
10 favorte shared folders SN NSNS
WHO CAN VIEW? 2]
Everyone
Information Delivery Actions Annatate My Organization
I Only Shared Users
TITLE Only Me
Engaging Students In Zoom test




How to Upload to OneDrive
If you aren’t sure you need to share the recording to a class, and you just want to preserve the file for
now, you can upload it to your OneDrive.

Go to http://office365.bloomu.edu/, login with SSO, and access OneDrive.

=N T
A

Good afternoon Install Office
+ | & $ @®@ D &
Start new OneDrive Word Excel PowerPoint OneNote SharePoint Teams

Click Upload, then Files.

—
Merrell, Chaya + New ~| T Upload ™ = Sync {2 Automate
EI1 My files Files
W  Recent Filac Falder

Pick your file, then OneDrive will show that a file is uploading.

O Search ‘
R N N

P ———
Merrell, Chaya + New v T Upload = Sync #3 Automate = Uploading 1 item
Bl My files Uploading 1 item to Documents *
L .
D Recent Files

How to Add Mediasite Presentations to BOLT

To add the video in BOLT, anywhere there is an HTML Editor (Content Create a File, Announcements,
Assignment Evaluation feedback, Discussions, etc.) click the Insert Stuff button.

Edit HTML File

‘ Assignments This Week Select a Document Template

|7| Hide from Users

60 - Paragraph B I Q v
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http://office365.bloomu.edu/

Click Mediasite.

Insert Stuff X

s ePortfolio >
@ Add Video Note b4
E Video Note Search >
o YouTube >
oo Flickr >
& Insert Link >
@ Enter Embed Code b4
Mediasite >

[ Mediasite | v

Click Presentation.

Insert Stuff
Mediasite

«~mediasite

Add Existihg Media

Upload New Media

Upload




Search for a keyword and then click “Add to [the course]” to add the video.

Insert Stuff
Mediasite

<mediasite

Engaging Students in Zoom test
Presenter: Default Presenter
Recorded Date: 814/2020

Test for first session for Summer 2020

Presenter: Default Presenter
Recorded Date: 319/2020

How to Deal with Participants in 2
AM)

Presenter: Default Presenter

Make Viewable

Experimenting with Zoom

Add to Chaya's Sandbox =

Recorded Date: 7/1/2020

disruptive Zoom participants.

Find out what features of Zoom exist to help you manage unruly and

A preview appears. Click Insert to insert the video.

Insert Stuff

Refresh Preview ]

How to Deal with Participants in Zoom (1 July 2020, 10 AM)

Presenters

e Default Presenter

Find out what features of Zoom exist to help you manage unruly and disruptive Zoom participants.
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