
 

 

CQUni Zoom Activity Sheet 

Get Started with Zoom Recording 

Background 
This document assumes you are familiar with Zoom meetings, as described in activity sheets Get Started as Zoom 
Participant and possibly also Get Started as Zoom Host.  Zoom supports local recordings (on your computer) and 
cloud recordings (on a network server).  Cloud recordings are only available if you are using a CQUni Corp Account.  
Local recordings are not available on a mobile device; but, cloud recordings are. 

Local recordings 
A local recording is started from the Record option on the menu bar (right).  If you are not the meeting 
Host, a message will appear informing you to request recording from meeting host (below left).  From the 
list of participants, the Host has a More option to Allow Record for the selected participant.    

Having started a recording, a box appears at the top of 
the screen with a flashing red light to show you are recording (below left).  Pointing at that box exposes controls to 
pause and stop the recording (below middle).  Controls to Pause and Stop also appear on the menu bar (below right).  

         

At the end of the meeting, a message will appear stating that the recording is being 
converted (below left).  After the conversion, you 
may be prompted to select a location for the 
resulting mp4 file.  The mp4 file can be loaded 
directly into Echo360 or edited using Camtasia.   

If you have signed up for a Zoom 
account (CQUni or otherwise), the 
Recording Location setting (right) can 
be used to select a default folder for 
your recordings.  The Choose a 
location… option determines if you 
are prompted to select a folder for 
each recording.   

 
Important 
Before recording a meeting, you must check the Recording Location settings (above).  By default, the Choose a 
location… setting is not set.  If the default folder is on a drive with insufficient space, your recording will fail.   
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Cloud recordings 

If you are using a CQUni Corp Account, the cloud recording option is available (staff and students).  A cloud recording 
is stored on a network server, rather than your local computer.  A short time after the meeting, you will receive an 
email message with a link to your recording.  That link will let you download the recording to your computer.  Having 
a second copy of your recording in the cloud is recommended for all important recordings.     

Important: Cloud recordings are recommended for all important recordings.   

However: Cloud recordings will normally only be available for 30 days.     

By default, cloud recording is disabled for an 
account (first image on right).  The option is 
enabled through My Meeting Settings at 
https://cqu.zoom.us/profile/setting. (You 
can also reach those options through the 
Advanced Features link in the Zoom Client.)   

Click Edit, tick the Cloud recording option, and then click Save Changes (above on right). 

Record to the Cloud 
With Cloud recording enabled, clicking Record brings up a choice between 
Record to this Computer and Record to the Cloud (right). 

Producing a cloud recording is identical to producing a local recording, 
except that no prompt is provided to select a location for the resulting 
mp4 file.  Instead, an email will be received a short time after the meeting. 

On a mobile device, More options (first image on right) include one to 
Record to the Cloud (second image on right). 

Recommended practice 
As suggested above, it is recommended that cloud recordings be used for all important recordings.  If you wish to 
make a recording available to students, staff should: 

 download the recording to your computer 

 import the recording into Echo360 

 publish the video on your Moodle site 

For details, see Importing Videos and Moodle Publishing sections of Echo360 Help for Staff Moodle Site 
(https://moodle.cqu.edu.au/course/view.php?id=1512).   

Important: There are two reasons for not placing the link to a cloud recording on a Moodle site: 

 the link will expire after 30 days 

 the link can only be used to download the video, not play the video (restricts access on a mobile phone)  

CloudStor 
If you have a CloudStor account, your Zoom recordings will be available for longer than 30 days.  On CloudStor, you 
will find that the Shared folder (below left) holds a folder called Zoom Recordings (below right). 

Zoom Resources 
Many useful articles are available from the Zoom Help Center.  In particular, a search on “recording” will return a 

number of useful articles.  Zoom also provides many short video tutorials.  

zoom Help Center: https://support.zoom.us  

zoom Video Tutorials: https://www.youtube.com/playlist?list=PLKpRxBfeD1kEM_I1lId3N_Xl77fKDzSXe 

https://cqu.zoom.us/profile/setting
https://moodle.cqu.edu.au/course/view.php?id=1512
https://my.cqu.edu.au/web/eresearch/aarnet-cloudstorplus
https://support.zoom.us/hc/en-us
https://www.youtube.com/playlist?list=PLKpRxBfeD1kEM_I1lId3N_Xl77fKDzSXe

