[bookmark: _GoBack]ZOOM video recording guide
1. Enter the download address in the browser and download the software package. Windows software download address: http://www.zoomus.cn/support/download/ 
Apple (MAC) software download address: https://www.zoomvideo.cn/download/

2. Log in to the zoom account (if you don't have an account, you can register in official website for free), and click on the logo in the upper right corner of the 
page to set it.
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3.Select the [Record] option on the left menu to make relevant settings.
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4.After the setup is completed, create a new conference room.
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5. After creating the conference room, click Record, click Share screen, and then 
open the PPT of the speech.
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6.After the speech, click Stop Recording and leave the conference room.
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7.After leaving the conference room, ZOOM will automatically save the recorded video as MP4.
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() Choose a location for recorded files when the meeting ends.
() Record a separate audio file of each participant
() Optimize for 3rd party video editor

() Add a timestamp to the recording (@

Record video during screen sharing
() Place video next to the shared screen in the recording

() Keep temporary recording files
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You have a recording that needs to be converted before viewing.
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Note: After the file has completed converting, if you choose to
rename the file from the default naming convention, we recommend
you use a unique file name. We recommend you do ot use the
words "Zoom", *Personal Meeting Room" or "My Meeting" when
saving your meeting files.
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