


INSTRUCTIONS FOR RECORDING PRESENTATION USING ZOOM

Step 1: Create a free account on Zoom at https://zoom.us/ and download zoom application onto
your computer. If you already have a zoom account go to Step 2.

Step 2: Open zoom app on your computer and click on new meeting.
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Step 3: Make sure to unmute the microphone. Click on “Record” and select “Record on this
computer.” If you are using zoom though your university acgount, Record to cloud is the default
option. IF you have regorded using cloud, see instructions op Page 3 of this document.

Record on this Computer  Alt+R

Record to the Cloud Alt+C

s ®

Record Breakout Rooms Reactions



https://zoom.us/

Step 4: Click on share screen to share you power point and start recording your presentation.
After the presentation is complete, click on End Meeting. Once the meeting is ended, the
recorded video presentation will be downloaded on to your desktop (check zoom folder in your
documents). The length of the recording should be no more than 15 minutes.

Step 5: Zoom will create three files as shown in the screenshot below. The file named “zoom_0”
is the video that you need to upload onto the POMS conference website. For instructions on how
to upload to POMS systems, see “INSTRUCTIONS FOR PRESENTERS TO UPLOAD
RECORDED VIDEO PRESENTATION” document.
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INSTRUCTIONS FOR DOWNLOADING VIDEO PRESENTATION FROM ZOOM CLOUD

Step 1: Log into zoom using your university login. Click on “Recordings.”
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Step 2: Under Cloud Recordings tab, click on the recording that you want to download.
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Step 3: Click on Download files.
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This will download 3-4 files on to your computer. The video presentation will the file in MP4
file format. To find this file, open the folder where you downloaded your files (by default it will
be Downloads folder). Open the MP4 file to view your recording.
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You will need to upload the MP4 on to the POMS conference website. For details on how to
upload see: “INSTRUCTIONS FOR PRESENTERS TO UPLOAD RECORDED VIDEO
PRESENTATION” document.



INSTRUCTIONS FOR PRESENTERS TO UPLOAD RECORDED VIDEO - PRESENTATION
The system will allow only those who are listed as presenters to upload the recording.

Step 1: Go to POMS conference website: https://pomsmeetings.org/conf-2021/. Click on My
Abstracts under Abstracts tab.
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Step 2: Login to the conference management system.
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Step 3: After logging into the system, you will see your submitted abstracts. Click on “Add
Recording” to upload your presentation videos. The videos should be in either .mp4 or .mov
formats. After the video is uploaded, they can be viewed by clicking on “View Recording.”
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The Add Recording button will be visible only to the person who is listed as a presenter.
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