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RECORDING THE VIDEO LECTURE 

  

☐  STEP 1: Click on the ‘Zoom’ tab in the course navigation bar (on the left-hand side 

of the screen). If you are logging into the Zoom feature for the first time, you will 

likely need to sign with your DU credentials. If not, go straight to STEP 5 below. 
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☐ STEP 2: Begin the sign-in process 

by clicking on the ’SSO’ (key) icon 

at the bottom of the screen. 

 

 

☐ STEP 3: Type UDenver into the 

‘Company Domain’ box and click the 

‘Continue’ button. 

☐ STEP 4: Enter your DU credentials 

and click the ‘Login’ button. This will 

bring you to the Zoom main page.  
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☐ STEP 5: Click the ‘Schedule a New Meeting’ button and follow the process of 

creating your meeting. If you already have a meeting scheduled, go to STEP 6 

below.
 

 

 

☐ STEP 6: Go to the appropriate meeting from the list under the ‘Home’ tab and 

click the ‘Start’ button.  

 

 

☐ STEP 8: In your Zoom meeting, click on the ‘Record’ button along the bottom of 

the screen and choose the ‘Record to the Cloud’ button.  
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☐ STEP 8: When you stop recording and exit the meeting, your video will be 

automatically transferred to your ‘My Media’ account. This process can take 

several minutes (especially with longer videos) but when it is complete you will 

get an email notification and it will appear under the ‘My Media’ tab in the global 

navigation bar.  

  

 

POSTING A VIDEO LECTURE 

 

☐  STEP 1: Start by opening the page where you want to post your video lecture. Click on the 

‘Edit’ button in the upper right-hand corner.

  

 

 

 



5 
 

☐  STEP 2: In the primary textbox (marked with a red border), place the cursor where you want 

your lecture to appear. Next, click on the ‘Apps’ (electrical plug) icon along the top of the 

primary textbox and select the ‘View All’ option. 

 

☐  STEP 3: Choose the ‘Embedding Kaltura Media’ option.  

  

 

☐  STEP 4: Find your video lecture in the list under the ‘My Media’ tab. Click on the ‘Select’ 

button to the right of your lecture. 
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 Your video lecture will be automatically inserted (though it may take a few minutes).  

 

☐  STEP 4: Finalize the process by clicking on the ‘Save’ button in the lower right-hand side of 

the screen. 

 

 

 


