blue
juice

DESIGN AGENCY

HOW TO RECORD
YOURSELF ON TEAMS

Are you part of a pre-recorded meeting .
or producing an employee-generated

video recording via Microsoft Teams?

Follow these steps.
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Schedule a Teams
meeting with yourself

Step 1:
Select Calendar and click Meet now.

Give your meeting a name and select
Start meeting.

You can use a Meet Now meeting to
record yourself without inviting anyone
else.

New meeting Details Scheduling Assistant

Time zone: (UTC-05:00) Eastern Time (U5 & Canada) >~

Z  |add title
L Add required attendees + Uptiona
3:00PM  ~

3:30PM ~ 30m All day
(3  Doesnotrepeat  ~

= Add channel

| @ Add location

B J U % = A 1) Paragraph v 1, e

Type details for this new meeting

-

Close



|deally add a custom
Step 2: Turn the camera and microphone on to record yourself and your voice
b aC kgro un d together when it's required.

Step 3: Upload a custom background to record against.

Your team may provide you with a custom Teams
background if your video is part of a pre-recorded
meeting or event.

Step 4. Position yourself

Note: the background will appear to be a mirror image,
but this will play the correct way.

Leave space here for

How 1o position e
yourself

IIf you will have VISUALS that will pop up in your video,
position yourself to the side of the screen depending on
your Teams background. This will leave room for the
visuals to be added next to you when it's edited.

If you won't have visuals or text appearing when edited,
position yourself in the center of the screen.



More Camera

Start the recording K

£33 Device settings

A\* Call health
Meeting options

Meeting notes

Step 5: (i) Meeting info
Click More (-7 in the meeting
controls and select Record and
transcribe > Start recording.

H Gallery

¢ 3 Full screen

Q, Call me
5% Apply background effe...
Turn on live captions

Start recording

=) Start tran<ESee recording

(X) Don't show chat bubbles
| Mute notifications

N Turn off incoming video




Stop the recording

and leave the
meeting

Sample Guides

Ar Call health

Step 6:

- Mesting options

_' _I.1.1 satin '_| notes

Click More (:-) > Record
and transcribe > Stop
recording.

(i) Meeting info
H Gallery

Then leave the meeting.

Ed Full screen
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(O Stop recording




Downloading your
recording

Q. Search (Ctrl+E)

k?m Chat - =l @ Recording Test Chat Files Recap
‘ d' Recent
Chat (3  Meeting ended 11:24 AM
Step 7. - Recording Test 11:24 AM
You: Thanks!
. . Teams P
After the recording has processed, it b @ Metan By 1032 AM ieating Recording Test
will appear in the meeting chat and ® You: No problem! Recorded by you
i Calendar
meeting Recap. Design Team Yesterday
Q\.-) &3 Sarah: Great work!
Click the recording to open it. Calls
) Project Update Yesterday
] You: I'l share the deck Type a message
Files
| v © & € (e P
Get link

RaksB34yxBKCRWSPYq 4ABWRLbxA?email=Cristina.Quelho%40unilever.co

Cancel Copy




Downloading your
recording

Step 8: @ OneDrive £ Search £
@& Preview
After the recording has processed, it will appear in the My files > Recordings & Share
meeting chat and meeting Recap. ,
° 7 g [ Home ) Name & Modified Filesize ©+  Sharing DACODY
fil = & Manage access
Step 9: L L ' » | Recording Testmp4 Todayat 1124 AM 178 MB Private I
&% Shared e 4 Download
o ° ° ﬂ' FaUDI'itES
Open the recording and select Open in OneDrive. e @ Rename
e Din
Step 10: . Click Download. o
ep . Quick access [D Copy to
Marketing & eani
. ° 2 1
In OneDrive, select the More actions (:-) menu and choose B Pooject Tear e
Download. The MP4 file will be saved to your Downloads Nibre places. Details
folder.

Modern Teams stores recordings in OneDrive, not directly
inside Team:s itself. The recording link appears in the meeting
chat, but the actual file is stored in Microsoft 365.



Editing

The meeting co-ordinator will provide the video/s for
editing along with any content needed to go into the
videos such as highlight text, graphs or graphics.

Editing your video usually entails removing the beginning,
end and any bleeps (saying ‘um’ etfc if there are many)
or shortening your video by cutting sections out.

Text and graphics will be added to your video if this is
required.

Once all the content videos are edited, designed frames
will be added to the beginning and end of the video
sequence with dividers between speaker. This brings your
meeting/team branding into the video and provides a
professional look.

If there are a number of videos to be combined into one,
tfransition animation will be added in between each so it
flows smoofthly.
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