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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

I. 8 Calendar Calendar Bookings

2. Name your Session
¥ Meet now + New meeting

Meeting name

Get a link to share

Start meeting
3. Start Meeting
4. Webcam and Audio Settings

e your audio and video settings for

Demo Session

Computer audio

(]

Your camera is tumed off

Phone audio

Room audio

Don't use audio

Enough you have the relevant device active for recording your sessions
5. Join Now

6. Start Recording Your Session



[ l._l'_.l
Camera Mic

Device settings
Call health
Meeting options
Meeting notes

Meeting info

] Gallery

Full screen

Call me
Apply badkground effects

[£E] Tum on live captions

@ Start recording

E] Start transcripti i

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

0® 09 001 14/02/2022

2. Set Permissions

Permissions

4

(] Allow everyone in your company to view this video (0
Share with ()
o c - (i
People ~ | Search for People pe

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

Permissions

Allow everyone in your company to view this video (O

Share with (0

People | Search for People

ko)

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/

< C Y & moodleuwtsd.acuk

Home  MyModules ~ Moodle Archives ~ Useful Links ~ English (en) ~
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Module Search
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My modules

Academic and Employability Skills
(ACCC4000_LON)

Category: London Campus

Academic and Employability Skills
(BMSK4001_LON)

Category: London Campus

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

& C {} & moodle.uwtsd.ac.uk/course/view.php?id=4685
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2CX) Home 8 & | MyModules ~ Moodle Archives ~ Useful Links = English (en) =

1822 - 2022

Academic and Employability Skills (ACCC4000_LON)

Home / My modules / ACCC4000_LON

News forum
Hidden from students
ACCC4000 Academic & Employability Skills Handbook

ASSESSMENT BRIEFS

ACCC4000 - Assessment 1 - OCT 2020 - RESIT
Sample Assignment
Hidden from students
Sample Assignment 2

Hidden from students

SUBMIT YOUR ASSIGNMENT UNDER THIS LINK


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

2. EDIT SCREEN - TURN EDITING ON

¢ Press the Edit Button.

o

& moodle.uwtsd.ac.uk/course/view.php?id=4685

&% & @ My Modules ¥ Moodle Archives ¥ Useful Links ¥ English (en) =

Turn Edit On

Academic and Employability Skills (ACCC4000_LON)

Home / My modules / ACCC4000 LON

¥s Torum

Hidden from students
ACCC4000 Academic & Employability Skills Handbook

ASSESSMENT BRIEFS

ACCC4000 - Assessment 1 - OCT 2020 - RESIT
Sample Assignment

Hidden from students

e Assignment 2

Hidden from students

SUBMIT YOUR ASSIGNMENT UNDER THIS LINK

3. LOCATE SESSION RECORDINGS

e LOOK FOR THE TILE CALLED SESSION RECORDINGS

~

+

O WEEK 8 Organising text and Time Management »
O WEEK 9 - Data Backup Strategies »

O WEEK 10 - Analytical and Critical Thinking Skills #
®) Extra Resources #

o SESSION RECORDINGS #




4. ADD ACTIVITY OR RESOURCE

Choose Activity or Resource

10 &
o WEEK 10 - Analytical and Critical Thinking Skills # Edit
11 5
* 5 Extra Resources # Edit
12 -]
+* @® SESSION RECORDINGS # Edit
3
+ Add an activity or resource
+ -
+ Add an activity or resource
5. ADDING RECORDINGS - Select URL
x

Add an activity or resource

All Activities Resources
g C—
0 = o =
Assignment Book Chat Choice Database External tool
i ] w O w @ w O iw 0 w O
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Feedback File Folder Forum Glossary Group choice
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Page Questionnaire Quiz Reservation SCORM package Scheduler
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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

Home / My modules / ACCC4000_LON / SESSION RECORDINGS / Adding a new URL to SESSION RECORDINGS

» Adding a new URL to SESSION RECORDINGS

General
Name o
External URL o Choose a link...
Description Paragraph a
Path: p
[ Display description on course page
Appearance

URL variables
Common module settings
Restrict access

Tags

Save and return to course Save and display Cancel

There are required fields in this form marked @ .

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.

o Adding a new URL to SESSION RECORDINGS

General

Name 0 WEEK 1 - Introduction to Personal & Professional Develc

External URL (1] teams/downloads.ac.uk Choose a link...

Description Paragraph v S
How to test your skills and all the infermation you need to learn and develap the skills you need in your \ifel
Path: p
([0 Display description on course page

Appearance

URL variables

Commeon module settings
Restrict access

Tags

Save and return to course Save and display



