
 
 
 
 
 
 
 

Pre-Recording Your Session 
What-To-Know 

 
Pre-recording your session is easy and will allow you to get your session out of the way so you 
can really enjoy the conference!  We recommend that you use either Zoom or Microsoft Teams 
to record and download your session.  Please follow the step-by-step directions below.  If you 
need any assistance or have questions, please contact Callie Hurd at 916-584-3174 or 
callie.hurd@parks.ca.gov. 
 
  ZOOM 
 
Before you begin, it’s best if all presenters have a Zoom account and log in prior to joining the 
session. Then follow these steps: 
 
Settings 
 

1. Go to “My Account” 
 

2. Click on “Settings” 
 

3. Click on “Recording” 
 

4. Ensure that “Local recording” is enabled 
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Start a Meeting 
 

5. Start a meeting in Zoom. 
 

6. Ensure your presentation is completely downloaded onto your computer and is open. 
 

7. If need be, invite any co-presenters to the meeting by clicking on the “Participants” icon 
in the bottom tool bar and following the instructions. 
 
 
 
 
If you have one presenter sharing the screen with a PowerPoint presentation, your 
screen may look like this: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note:  
• Both presenters can have their video on or off during the presentation.  If you have your 

video off, it’s best to upload a photo of yourself so that people have a face to associate with 
the voice. 

• Only one presenter will be able to share their screen at a time during the presentation. 
 

Record Your Presentation 
 

8. Click the option to Record. If there is a menu, select Record on this Computer. 
 
  



Pre-Recording Your Session, What-To-Know  3/6 

9. You will see the following recording indicator in the top-left corner while recording is 
active (please ensure this icon is shown before beginning presentation).  

 
 
 
Note: 
If you stop recording and start again, you will receive unique files for each section. These files 
can be combine later in the Windows Photo App. 
 

10. Once you have completed your presentation and ended the meeting, Zoom will 
download the file onto your computer.  Downloading your file may take some time.  

 
 
 
 
 
 
 
 
 
 

11. Once the downloading/conversion is complete, the folder containing the recorded files 
will open. All recordings will be placed in a Zoom folder on your computer as follows:  

 PC: C:\User Name\Documents\Zoom 
 Mac: /Users/User Name/Documents/Zoom  

By default, the audio/video file (MP4) will be named Zoom_0.mp4.  This file needs to be 
uploaded for presentation at California Trails and Greenways. By default, you will also 
be provided with an audio only file (M4A).  

 
Edit Your Presentation 
 

12. Simple video editing such as trimming sections out or combining sections together can 
be done with a variety of different software programs.  A simple to use program is the 
Windows Photo App, which is standardly included with Windows Operating System. This 
article provides easy instructions on how to edit videos in this app:  
https://www.howtogeek.com/355524/how-to-use-windows-10s-hidden-video-editor/. 

 
Upload Your Presentation 
 

13. Save your final presentation with the following naming format: 
 First Name - Last Name - Session Title  

 
14. Upload the presentation to the DropBox link that will be provided to you by Callie Hurd.  

You may also upload to DropBox any handouts or other documents you would like to 

https://www.howtogeek.com/355524/how-to-use-windows-10s-hidden-video-editor/
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provide to attendees during your session. If you don’t received a DropBox link, please 
contact Callie at 916-584-3174 or callie.hurd@parks.ca.gov. DO NOT SEND the file to 
Callie as size limitations will likely prevent the file from being delivered. 

 
 
MICROSOFT TEAMS 
 
Before you begin, it’s best if all presenters have a Microsoft Teams account and log in prior to 
joining the session. If you do NOT already have your own MS Teams account visit 
products.office.com/microsoft-teams and select “Sign up for free.” Then follow these steps. 
 
Start a Meeting 
 

1. To start a meeting without participants, go to the Calendar tab and click the button 
Meet Now. You can add participants once the meeting has started by clicking on the 
participants icon and typing in their name or schedule a meeting in advance using the 
“New meeting” button. 

 
 
 
 

2. Ensure your presentation is completely downloaded onto your computer and is open. 
 

3. If not already, select Share Screen to begin sharing your presentation.  
 
Start Your Recording 

 
4. Click More Actions  from the 

meeting control bar and click 
Start Recording.  
 

5. When you have finished the 
presentation, click More 
Actions again and click Stop 
Recording.  
 

6. The recording will be stored in 
the chat history of the meeting. 
 
 

 
  

mailto:callie.hurd@parks.ca.gov
https://products.office.com/microsoft-teams
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Edit Your Recording 
 

7. Go to the recording in the chat history, click More Options and then Open In Microsoft 
Stream.  

 
 
 
 
 
 
 
 
 

8. The MS Stream portal will allow you to do simple trimming of the video. To combine 
videos or make other types of edits, please download the video (see below) and use a 
video editing program or the Windows Photo App. This article provides easy instructions 
on how to edit videos in this app:  https://www.howtogeek.com/355524/how-to-use-
windows-10s-hidden-video-editor/ 

 
9. In the Microsoft Stream portal, select Download Original Video. Where the video 

downloads to on your computer will depend on your computer settings.  Check your 
Downloads folder or look for a Teams folder under Documents. 

 PC: C:\User Name\Documents\Teams 
 Mac: /Users/User Name/Documents/Teams  

 
Upload Your Recording 
 

10. Save the final presentation in the MP4 format with the following name format: 
 First Name – Last Name – Session Title  

 
11. Upload the presentation to the DropBox link that will be provided to you by Callie Hurd.  

You may also upload any handouts or other documents you would like to provide to 
attendees during your session. If you don’t received a DropBox link, please contact Callie 
at 916-584-3174 or callie.hurd@parks.ca.gov. DO NOT SEND the file to Callie as size 
limitations will likely prevent the file from being delivered. 

 
 
 
 
 
 
 
 
  

https://www.howtogeek.com/355524/how-to-use-windows-10s-hidden-video-editor/
https://www.howtogeek.com/355524/how-to-use-windows-10s-hidden-video-editor/
mailto:callie.hurd@parks.ca.gov
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  THINGS TO CONSIDER 
 
Audio  
o Microphone: 

 USB/external microphones are higher quality then internal laptop microphones. 
 Keep the microphone close. 
 Emote (portray emotion in a theatrical manner)! 
 Keep a glass of water close. 

 
o Sound: 

 Feedback: 
• Use one source of audio - computer OR phone (not both).  
• Keep the volume of your speakers down to avoid creating feedback. 

 
Video and Appearance 
o Camera: 

 Position the camera so that it is just above eye level.  
 Treat the computer’s camera lens as if it were your audience and look directly at it.  
 For the best lighting, use a camera lighting kit. Regular room lighting only lights from 

the ceiling down (casting a shadow on your face) and focuses attention on the top of 
your head. Camera lighting kits are affordable and easy to find on providers like 
Amazon.  

o Makeup: 
 Makeup can help cover blemishes and reduce shine on your face.  

o Clothing: 
 Jewelry attracts attention and can be distracting. Consider avoiding flashy jewelry. 

Long necklaces or large hoop earrings may move and lay out of place, creating a 
distraction. 

 Ties and pocket squares can move and display incorrectly, creating a distraction.  
 Colors: A camera will boost contrasts. Solids are best as patterns can distort and 

become distracting. 
• Good Colors: neutral and warm tones like gray or light pastels 
 Bad colors: white, bright red, all-black, and green (when using a green screen 

background). 
Misc. 
o You will be judged by your background. Keep the background uncluttered. Avoid or remove 

focal points like clocks, pictures, coats, doorways. What is seen WILL be looked at! 
o Remind others in your environment (home/office) that you are recording.  Consider placing 

a note on the door and locking the door. 
o Keep environmental sounds to a minimum (good microphones can pick up those sounds). 
o If using a chalkboard or dry-erase board, create a test video to ensure the chalk or markers 

can be seen.  Dark markers like red and blue work best. 


