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HOW TO RECORD AND SHARE YOUR LECTURES IN
WEBEX MEETINGS DESKTOP APP

1. This document will show you how to record your WebEx meetings using WebEx
Desktop App. If you are using WebEx in your browser, please refer to the other guide.

2. Launch the WebEx Meetings Desktop app to start a meeting.

D Cisco Webex Meetings

Aysenur Ozyer
https://cces-meetings.webex.com/meet/... 0

Start a Meeting Schedule

Join a Meeting ©

Enter the meeting information

Import Outlook Meetings

Show Only Webex Meetings

5] Connect to a device

3. Click the Record button. The app will give you 2 options. If you select Record on my
computer, the recorded MP4 file will be kept on your computer and you will be able to
access it after the meeting is finished. If you select Record in cloud, WebEx will store the

recorded file in the cloud and send you an email once it is ready to be viewed.

Record in Cloud

1. This is the recommended workflow to record lectures. Select Record in Cloud and click

Record.
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Recorder

Record in cloud

Record on my computer

Record in cloud

2. WebEx will start recording in the cloud.

© 5 | Connected ®

Meeting recording is in progress. We'll email the
recording link to you when it's ready. (It may take a

while.)

3. Once you have finished your meeting click End Meeting. This will end your recording as

well and send it to WebEx cloud to be processed.

End Meeting

o Do you want to end this meeting for all participants?
Cancel End Meeting

Want to leave the meeting without ending it 7
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4. You can see the current status of all of your recordings by going to your WebEx profile

and clicking on the Recordings on the left side.
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ﬁ Home . Join a meeting or search for a meeting, recording, or transcript

(&) Meetings

Aysenur Ozyer's Personal Room ©
Recordings

A O https://cces-meetings.webex.com/meet/aysenur.ozyer

0% Preferences

0ol Insights ™ More ways to join

@ L Start a Meeting v Schedule
- Downloads

() Feedback

Upcoming Meetings

5. You can see a list of your past recordings on this page. If a recording is not yet available
to watch, it will say “Generating...” next to its name. The processing times depend on
the length of your recording so if you have recorded a full lecture, it might take a day.
WebEx will send an email to your CCD email address once your recording is ready to be
viewed.

My Recorded Meetings

Security Duration Size

Aysenur Ozyer's Personal Room Generating... ~

N

07/08/2020

12:36 PM 0:00:09 94.5 KB

Aysenur Ozyer's Personal Room-20200708 1834-2

- 07/08/2020
Aysenur Ozyer's Personal Room-20200708 1833-1 12:36 PM 0:00:10 111.0 KB

CCD ESL SME Meeting #2 . 05/01/2020

11:34 AM 1:17:22 68.6 MB

Shared by Grace Whiteaker

CCD ESL ID Meeting 04/28/2020

6. Once generating is complete, you will get an email from WebEx indicating that your
recording is ready to be watched.
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Your Webex meeting content is available: Aysenur Ozyer's Personal Room

© messenger@webex.com <messenger@webex.com>
O Ozyer, Aysenur
Wednesday, August 12, 2020 at 1:26 PM

Show Details

(CAUTION: This email ariginated from outside of the Calorade Community College System. Do not click links o open attachments unless you recognize the sender and know the cont]
eontact your college IT Help Desk if you have ary questions.

aileen] e, _
cisco Webex

Your Webex meeting content is available.

Aysenur Ozyer's Personal Room

Host: Aysenur Ozyer

Wednesday, August 12, 2020

11:31 am | Mountain Daylight Time (Denver, GMT-06:00) | 1 min
Recording

Topic

Aysenur Ozyer's Personal Room-20200812 1732-1

View meeting content

7. Once you received this email, you can log in to your WebEx profile, click Recordings on
the left side and see the list of recordings. Click Share icon next to each recording to get
a direct link to that recording.

My Recorded Meetings

Security Duration Size Format

Aysenur Ozyer's Personal Room-20200812 1748-1 Generating...

08/12/2020

Aysenur Ozyer's Personal Room-20200812 1732-1 = Py~ 0:00:32 68.3KB  MP4

07/08/2020
Aysenur Ozyer's Personal Room-20200708 1834-2 12:36 PM 0:00:09
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8. Copy the link and the password. Paste them into your D2L course either as an
announcement or a content so students can access the recording.

Share Recording

Share with specific people

Enter email addresses

Message

I'd like to share the meeting recording with

you.

A

Public Link (o]

Anyone with the link can view this recording v

https://cccs-meetings.webex.com/recordingservice/site

Y
NfaMHzB4
Cancel m

Record on My Computer

1. Select this option if you are planning to share the MP4 raw video file with your students
by uploading it to YuJa. Do not upload lecture videos to YouTube or any public facing
video streaming platform because it will not be FERPA compliant. Please also note that
if you select this option, MP4 files will take up space on your hard drive.

2. Select Record on my Computer option and click Record. This will open up a browsing
window allowing you rename the recording and select a saving location on your hard
drive.

Recorder \ X

Record on my computer Vk

Record on my computer

Record in cloud

-
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Save As: Aysenur Ozyer's Personal Room 2020-01 ~
Tags:

™ Desktop

Favorites
<7 iCloud Drive
[ Desktop

p@g Applications

@ Documents
0 Downloads

N

New Folder Cancel

3. Once you have finished your meeting click End Meeting. This will end your recording and
and WebEx app will start processing it.

End Meeting

o Do you want to end this meeting for all participants?
I el d
Cancel ]' End Meeting ‘\
| B —
Want to leave the meeting without ending it 2
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4, WebEx will notify you that the recording has been saved on your computer. Click View in
Folder to see it.
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Your recording has been saved to
your computer.

™ Desktop
s Bomiom mv %y 6 Q_ Searct

Favorites Name Date Modified

¢ iCloud Drive -~
[ Desktop []
@ AirDrop :A:?s
7‘\ Applications a
E) Recents

@ Documents
0 Downloads

a
o
a
=

Aysenur Ozyer's Personal...020-08-12-11-44-00.mp4 200 KB Today at 11:44 AM

& Macintosh HD > I ' > 4 > = Desktop > & Aysenur Ozyer's Personal Room 2020-08-12-11-44-00.mp4

5. You can upload the finished MP4 file to Yula and share it with your students. Please
refer to the YulJa support documentation to learn how to do this.
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