
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Contents 
Start Recording ....................................................................................................................................... 3 

View Recordings ...................................................................................................................................... 5 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Start Recording 
 

When you start recording a meeting, you also turn on live transcriptions 

1. Start a Meet Now Session, using the Calendar Tab in Team 

 
2. Name your Session 

 
3. Start Meeting 

4. Webcam and Audio Settings 

 
Enough you have the relevant device active for recording your sessions 

5. Join Now 

 

 

 

 

 

6. Start Recording Your Session 



 
 

Only record sections which students need to follow in class so that they can catchup on anything 

missed 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



View Recordings 
 

All recording can view views via https://web.microsoftstream.com/studio/videos  

In order for students to view recordings without requesting permission to view, please follow these 

simple steps below 

 

1. Click on the Pencil Tool 

 
2. Set Permissions 

 
Click on the Check Box to “Allow everyone in your company to view this video” 

 
3. Apply 

 

You are now able to share the link with students without the need to make changes 

to other settings. 

 

Once you have saved your video in Teams/Stream you can add a link to it in Moodle by 

following this guide. 

https://web.microsoftstream.com/studio/videos


MARIN - STEP BY STEP ON ADDING RECORDING LIKNS TO MOODLE  

 

1. GO TO MOODLE - https://moodle.uwtsd.ac.uk/ 

 

• Open any module if you want to add Session recordings. (Subject of Availability) 

 

https://moodle.uwtsd.ac.uk/


2. EDIT SCREEN - TURN EDITING ON 

• Press the Edit Button. 

 

3. LOCATE SESSION RECORDINGS  

• LOOK FOR THE TILE CALLED SESSION RECORDINGS  

 

 

 

 

 



4. ADD ACTIVITY OR RESOURCE  

• Choose Activity or Resource  

 

 

 

5. ADDING RECORDINGS – Select URL  

 

When you choose the URL window, it will show you a new window to add 

information for the recorded session (brief description of the file, name and 

additional information etc.). 

 



6. ADDING URL INFO TO A SESSION RECORDINGS  

 

When all the information is filled you will have 2 options to choose:  

1. Save and return to course 

2. Save and display 

Example: for name or title for all session recordings you can choose week 1 and the name 

of the module. 

 


