Zoom Recording Settings

CCIT, February 2025

To access local Zoom recording settings:
e Open the desktop Zoom app
e Click the profile icon and select Settings
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e Select Recording
o From here you can specify where to store your local recordings and select
options related to recording quality and elements
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For more Recording settings, log into Columbia’s Zoom website: (Log in with your UNI or Log
in with a shared email address)

e Select Settings from the left-hand menu
e Select Recording from the menu across the top of the Settings page
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< Al Companion General Meeting Recording Mail & Calendar
General
Record to computer files ()

Allow hosts and participants to record the meeting 10 a computer. The
recording will include video and shared content matching the recorder's view
options, and an audio-only file.
Wheo can request host permission to record? ()
Host can change the permissions for each participant during the meeting.
Internal meeting participants

) Auto approve their permission requests
External meeting participants

() Auto approve their permission requests

[C) Meeting participants with specified domains
Participants matching this option will take the precedence regardless the
above two options.
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https://columbiauniversity.zoom.us/
https://www.zoom.us/signin#/login
https://www.zoom.us/signin#/login

From here you can set additional options for recording to your local computer or to the cloud.
Some settings are unavailable, but any settings with a dark grey button can be activated.

You can adjust the setting for Automatic Recording approximately halfway down the page.

Save closed caption as a VTT file (7)
Participants can request host to start cloud recording

() participants can start cloud recording when host is not in the
meeting
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o Smart Recording with Al Companion settings have X
been moved to Settings > Al Companion

Al Companion Settings

Automatic recording

Record meetings automatically as they start

You can also adjust the settings related to the Al Companion from the menu:

< |Al Companion| General Meeting Recording Mail & Cale

Responsible Al is at the core of our generative Al capabilities.

General

Al Companion panel in Zoom Workplace @

Al Companion smart assistant will appear in the Zoom Workplace
app and can be opened with the Al sparkle icon in the app header.
Users in your account can ask questions of Al Companion smart
assistant. Al Companion will be able to access Zoom data available
to a specific user (e.g. meeting summaries, Team Chat messages,
Docs), as well as any enabled third-party data sources, to help
answer those questions.




From here you can toggle the setting to enable Al Companion features by default at the start of
each of your hosted meetings. If you do not activate this automatic setting, you and other
meeting attendees will not be able to activate an Al recording or use other Al features during
your hosted meetings.

Even if Al Companion is enabled, you must still enable a recording, either with or without Al
features. However, you can turn on the setting to automatically remind you to activate a
recording in your hosted meetings.
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Additional information about Zoom recordings can be found in this video.


https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0062627

