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Please note that TEL will not be undertaking any post-production editing of recordings made through 

the processes described below. What you record is exactly what your students will see. All we are doing 

is hosting your recordings and making them available through Moodle.  

If you have recording requests that will require editing, please contact telsupport@tavi-port.nhs.uk in 

advance.  

1. Recording your lecture/seminar 

There is considerable finesse you can bring into Zoom recordings but at this most simple level, you just 

want to record your camera and any materials you might share (e.g., PowerPoint slides).  

You can explore some of the settings through the Windows Zoom Client but it’s fine to leave things on 

default (see below). Click on the Settings cog and select Recording to bring up the options: 

 

It is highly recommended that you try a few practice recordings to get used to the processes and options 

explained in this guide.  
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If you’re planning to record your session to share only with your current cohort as a teaching 

enhancement, it should be fine to record all their cameras and voices as well. Just let them know what 

you are doing.  

If you plan to use the same recording in future years, it’s much better not to record any student input at 

all – cameras and voices. Contact telsupport@tavi-port.nhs.uk to talk this through with us first.  

1.1 Record your session without screenshare (student webcams will not be included) 

If you are planning to run your session without any PowerPoint slides, you can follow this process. It will 

record your camera and only the voices of students and not their cameras. However, please read section 

3 below first to see if video is most appropriate.  

1. At the top right of your Zoom screen, click 
View and tick Speaker View. 

 

2. Hover over your camera view until you 
see the ellipsis (three dots) appear.  

Click on this icon and select Pin.  

This will ensure only your webcam is 
recorded when not in share screen. 

 

3.  When you’re ready, select Record from 
the bottom of the screen. 

Depending on your screen size, you might 
find Record in the More option.  
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By default, Zoom will only record to your 
local drive (see below). Zoom cloud 
recording has been disabled at the Trust.  

 

 

4. At any time during your session, you can 
Pause or Stop the recording.  

 

5. At the end of the session, close your 
meeting as normal and Zoom will begin 
the process of rendering your recording. 
This will take a few minutes.  

 

See section 4 below for what to do next.  

1.2 Record your session with screenshare (student webcams will be included) 

When you use sharescreen as Host, the default setting is to place the camera pod to the right of your 

slides. When this happens, Zoom will record the student webcams. 

1. If you don’t want to record the student 
webcams when you screenshare, follow 
steps 1-2 above and then click the 
rectangular box at the top of the camera 
pod. 

The student webcams will disappear from 
your view of the camera pod.  

We suggest you pause your recording 
before moving to screen share and 
managing the camera pod. Once 
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everything is ready, re-start your 
recording.  

What the students see during the live 
session is unaffected. 

See section 4 below for what to do next. 

2. Making bespoke video screencasts 

A screencast is a recording of your computer screen – a ‘cast of a screen’. In most cases, this will be a 

recording of you talking over PowerPoint slides. You might use a screencast to talk over slides, show 

how to use an Excel formula, record a montage of video clips and so on.  

Because there are no other Participants in your Zoom meeting, you do not need to Pin yourself or worry 

about student webcams. To record a PowerPoint screencast, simply open your slides on your PC, select 

share screen in Zoom, choose your slides and press record. Move through the slides within Zoom 

screenshare as normal.  

With the default settings outlined in the top section of this guide, you will record your slides in the main 

frame with your camera off to the side as a small pod.  

As before, practice some recordings and find the best method of delivery for you.  

As general pointers for good screencast production, students do prefer to see the lecturer’s face 

alongside slides rather than just hear the voice (but see next section on audio-only options). Also, 

screencasts should be no longer that 15 minutes so think about chunking your work into segments.  

See sections 4.1 and 4.2 below for further guidance.  

3. Making audio-only recordings 

Did you know that when you record something in Zoom, it produces both a video file (.mp4) and an 

audio file (.mp3)? It’s just a case of deciding which one you want to use.  

Audio files (.mp3) are much, much smaller in size than video files (.mp4). This means you can quickly 

produce audio recordings (podcasts) using Zoom and upload these directly to your course page in 

Moodle in the same way as you would upload your lecture slides.  

As a general rule, audio should be favoured over video unless there is something specific on your 

computer screen that you want to share.   

See section 4.1 below for further guidance.  
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4. Distributing your recordings 

4.1 Preparing your file(s) 

1. You will find records of all your meetings in 
the Zoom folder in Documents on the 
device.  

Documents is on the local drive of your 
device and not on the Trust’s networked 
drives.   

 

2. Go into the meeting folder and locate the 
audio file (blue circle) and video file (red 
circle). 

Zoom recordings are always named the 
same way, regardless of when they were 
recorded.  

If you make more than one recording in a 
session, they will be same in sequence 
(e.g., zoom_0, zoom_1 and so on).  

 

3. Rename the file that you plan to use. 

Right-click on the file and select Rename, 
or simply click once on the file itself to go 
into edit mode.   

 

4. Use a logical naming convention for your 
file.  The filename should include your 
course title, the recording’s title and date. 

This will help with managing and tracking 
your recordings.  
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 4.2 Sending your recordings to TEL 

1. Once you have prepared your 
file(s), go to 
www.wetransfer.com. This is a 
free file-transfer service that you 
can use for non-confidential 
material.  

Upload your file, enter 
telsupport@tavi-port.nhs.uk and 
your email address. Include a 
brief message.  

Once ready, click Transfer.  

 

As part of this process, send a separate email to telsupport@tavi-port.nhs.uk telling us to expect your 
WeTransfer request.  

In this email, include a direct Moodle link to the section on the page where your recording should be 
placed. 

TEL will leave it Hidden from students on the page and send you a confirmation email. Course teams 
can decide when to unhide the recording and make it available to students. 
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