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Course Project — Instructions for Creating a Welcome Video with

Captions using Zoom
Navigate to https://occc.zoom.us and select Sign in:

200m

Video Conferencing

Connect to a meeting in progress

Start a meeting

Configure your account

Made with Zoom

Login with your OCCC Credentials:

Sign in with your OCCC account

komeone@example.com ‘

Password ‘

Meed help accessing your account?



https://occc.zoom.us/
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Select Host a meeting, then With Video On in the upper right:

SCHEDULE A MEETING JOIN A MEETIN HOST A MEETING ~ SIGN OUT

With Video On
Wwith Video Off

Screen Share Only Edit

If you have not already installed the Zoom plugin, this will ask you to do so. Follow the
instructions to install zoom on your computer. If you have installed Zoom, it will prompt you to
open Zoom. Cancel this menu.

Once Zoom is installed, go to the Windows search bar on your computer on the bottom left and
type Zoom. Select Start Zoom from the list of options that appear.

0 & Filters v

Best match

o Start Zoom

Desktop app
Apps

& Zoominstaller.exe

Q@ Zoom_launcher.exe

Search suggestions

O zoom - see web results b
Videos (2+)

Documents (2+)

Settings (4)

Store (2)

Folders (2+)

2 zoom
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If you are prompted to log in, select Sign in with SSO on the right and enter your OCCC login
information on the screen that loads.

) Zoom Cloud Meetings - x

Sign In N‘ ’
Email Sign In with $50

Password
g Sign In with Google
Keep me logged in m

Forgot your password? n Sign In with Facebook

6 Back

If prompted, enter “occc” in the Sign in with SSO menu.

Sign In with SSO

- y

occC Z00m.us

‘. A

| do not know the company domain m

Once you are logged in, you will see the following Menu. Select the gear icon in the upper right:

e
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On this page, you can change various general settings, and the audio and video settings if

necessary.

Select the View More Settings link at the bottom of this page:

© Settings
Video
Audio

G Share Screen
O Chat

virtual Background
Recording

Profile

@ Statistics
o Feedback

g Keyboard Shortcuts

Accessibility

\:I Start Zoom when | start Windows

When closed, minimize window to the notification area instead of the task bar
() use dual monitors

|| Enter full screen automatically when starting or joining a meeting

| Automatically copy invitation URL once the meeting starts
Ask me to confirm when | leave a meeting

[ | show my connected time

[ | Remindme 5 minutes before my upcoming meetings

Reaction Skin Tone

bk bddb

View More Settings (£
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This will load the Zoom settings page in your browser. On this page, on the Meetings tab,
select In meeting (Advanced).

Meeting Recording Telephone
Schedule Meeting Schedule Meeting
In Meeting (Basic) Features
In Meeting (Advanced) _
Host video
Email Notification Start meetings with host video

Other o .
Participants video

On this page, locate the Closed Captioning option and set it to Enabled:

Remote support

Allow meeting host to provide 1:1 remote support to another participant

Closed captioning \ ‘)

part,
Allow participants to save closed captions.
Far end camera control
Allow another user to take control of your camera during a meeting

e
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Scroll back to the top of the page and select the Recording tab.

Meeting Recording Telephone

Recording

Features

On this page, be sure that Audio Transcript is checked:

Recording

Features Status

8

Local recording

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

8

Cloud recording
Allow hosts to record and save the meeting in the cloud
Record active speaker with shared screen
Record gallery view with shared screen
Record active speaker, gallery view and shared screen separately
Record an audio only file

Save chat text from the meeting
Advanced cloud recording settings

Add a timestamp to the recording
Record thumbnails when sharing

Optimize the recording for 3rd party video editor

Audio transcript

Note: It is important that the Add a timestamp to the recording option is left unchecked.

e
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After checking those settings, navigate to the Zoom plugin outside of your browser window and
select New Meeting:

O Search

e

MNew Meeting

Schedule Share screen ~

Select Join With Computer Audio.

@ Choose ONE of the audio conference options

2 Phone Call & Computer Audio

Join with Computer Audio

Test speaker and micrephone

Automatically join audio by computer when joining a meeting

I
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This will load the Zoom meeting space. Select Record on the bottom menu when you are ready
to begin recording.

Click to invite participants

& ' ~ ® @ @

Invite Manage Participants Share Chat Record Closed Caption

Select Record to cloud. This will begin the recording.

w

Recordont,  _omputer Alt+R
Record to the Cloud Alt+C

p ' ® =

Invite Manage Participants Share Record Closed Caption

When finished, select the stop button in the same area as above. The following prompt will
load. Select Yes.
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Q) Zoom *

Do you want to stop cloud recording?

If Yes, you will receive an email notification when the
cloud recording is ready.

Depending on the size of your video, you will receive an email in about 15 minutes. When you
receive the email, click the link it contains that is for the host only.

Your cloud recording 1s now available.

Topic: Morgan Felty's Zoom Meeting
Date: Sep 13, 2018 2:27 PM Central Time (US and Canada)

For host only, click here to view your recording detail (viewers cannot access this page):
hitps=//occe.zoom us/tecording/detail Tmeeting 1d=3C%2B8 7KK T5uwBZCCw1ZZkQ%3D%3D

Share recording with viewers:
https://occc.zoom us/recording/share/9BJvipW9 1LEKzWb31igvG xPglFrqGTIOuimoGCV-mwlumekTziMw

Thank you for choosing Zoom.
-The Zoom Team

On this page, select this link:

Morgan Felty's Zoom Meeting »

Sep 13, 2018 3:01 PM Central Time (US and Can, 1912-370-985

ecording 1
3files 405 KB

¥ Download (3 files) @ Copy shareable link | W

Shared screen with speaker view
Audio only

Audio transcript

T
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This will load a page that displays your video on the left and your captions on the right. You can

play the video, and edit the captions on this page by hovering your mouse over the caption and
selectin the pencil icon at the end:

Morgan Felty

)0:02  This is just me testing a recording. 7/

Morgan Felty

00:02 | This is just me testing a recording|

Cancel Save

After you have edited the captions, forward the email you received from Zoom to Morgan Felty

at mfelty@occc.edu.

Morgan will add the video to our streaming server, and send you some instructions for
embedding the video in your Moodle classes if you want to do so.

The Center for Learning and teaching has computers with webcams and microphones setup
(and help close by!) for this purpose if you would like to record on-campus.

If you have any questions about this or need assistance please contact the CLT at 405-682-
7838 or clt@occc.edu.
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