1 Check your Zoom settings

Please ensure that your Zoom is set to record to the cloud by following the steps below.

1. Visit the page http://duke.zoom.us/ and sign-in with your NetID and password.
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2. Choose Settings from the menu on the left (1 in the picture below) and navigate to the Recording tab (2 below).

Under the Recording tab, make sure that:

* The option Record to computer files is toggled off (3 below); and

* The option Cloud recording is toggled on (4 below).
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3. Adjust the additional cloud recording settings by making sure that the option Record active speaker With shared

screen is checked. Click on saye to confirm your choices.
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2 Start a new Zoom meeting, record, and share your screen

0. Open your Zoom app. Sign in by choosing ssO. Enter duke.zoom.us as your company domain, and sign in with
your Duke NetID and password. From the app homepage, click on New meeting-
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1. Join with your audio and ensure that your microphone is unmuted.

2. Start your video. Make sure your camera is positioned correctly so that your face is clearly visible. Do not use
a virtual background.

3. Start recording by choosing the option Record to the cloud-

4. Share your entire screen. The recording should capture everything that happens as you work through your
assignment. If you have multiple screens, use only one and record that screen. Do not share only individual
application windows.
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If you do not see all the options in your Zoom toolbar, try enlarging the window or click More to find the missing
options in the pop-out menu.

3 Complete your assignment, stop your recording, and submit your Zoom
recording link

1. While the recording is in progress, your microphone and your video are on, and your screen is shared, complete
your assignment.

2. Once you have completed your assignment, stop the recording and end your Zoom meeting.

3. You will receive an email from Zoom (be sure to check your spam folder) with your Zoom recording link. Please

submit this link on Canvas. You can also find your Zoom recording by clicking on Recordings and Transcripts in

the left menu at http://duke.zoom.us/ (NetID sign-in required). Please note that Zoom processes recordings as
they are submitted, and it may take some time before you receive your Zoom recording link.
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