How to save chat messages and transcripts in a re
meeting

corded

Prepare your Zoom settings before the meeting you wish to record!

Open your online Zoom account and select Settings
e Then click on the Recording tab

Q

Profile Meeting Recording Telephone

Meetings
Recording

Webinars

Recordings Local recording
Allow hosts and participants to record the meeting to a local file
@ Hosts can give participants the permission to record locally

©

e Now set your recording preferences.

e Note you can save you chat messages and your audio transcripts

e Remember to save your changes!

Cloud recording O

Allow hosts to record and save the meeting / webinar in the cloud

Record active speaker with shared screen
Record gallery view with shared screen (%)
Record active speaker, gallery view and shared screen separately

Record an audio only file

Save chat messages from the meeting / webinar h

Advanced cloud recording settings

Add a timestamp to the recording ()
Display participants' names in the recording
Record thumbnails when sharing (7

Optimize the recording for 3rd party video editor ()
Audio transcript (%)

Save panelist chat to the recording (?




To view your Chat messages and Transcripts go to Recordings page

¢ You will see all your recorded sessions.
e (lick on your meeting.
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(J MSCN - 6:10:20 "Zoom Drama" 545 405 7188 Jun 10, 2020 12:20 PM 4 Files (289 MB)
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You will now see your meeting details, your recording plus the Audio
Transcript and
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Shared screen with speaker view

Audio only
Audio transcript
Attend Live Training
© Chat file
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Note. The audio transcript can now be downloaded. This saves as a .vtt
file. This file type can be easily opened in Notepad on a Windows PC, or
Text Edit on a Mac computer.

The Chat filé can be downloaded as a text file.



