Sharing Lectures Recorded with Zoom

With staff and faculty heavily using Zoom for classes and meeting, there may be some individuals that would want or need to watch recordings of the meetings after they’ve transpired. This document will detail some strategies on how recordings can be posted to a targeted group for later viewing.

Course Team Creation and FERPA Considerations

Faculty who teach classes and want to share videos with their class may want to upload them to Microsoft Stream for their students to view. Before doing this, there are some FERPA-related concerns that need to be taken into consideration before uploading or sharing videos. Any video containing student names, faces, or other identifiable information are protected by FERPA, so options for sharing these while complying with FERPA makes certain solutions (such as uploading lectures to YouTube) unviable. In addition, these videos should not be stored long-term on an individual’s computer or on any removable drives, and they also should not remain on the Zoom cloud.
For this reason, the University of Idaho has created a way for us to automatically get a group set up for individual courses to share resources online. This automatic group creation will create a private Office 365 Group and a Microsoft Team populated with students from that course section that only the professors and students can view. (Please note, we cannot combine multiple sections into one, as this does violate FERPA). Videos can be uploaded to Stream, shared with the group, and then the video can be deleted from the local computer or the Zoom Cloud
If you would like to have a group created for a course, please submit a ticket at https://support.uidaho.edu or email support@uidaho.edu with your Course Term and CRN (i.e. Spring 2020, CRN 12345) and we can have our Solutions Architect create and populate the group. Once this is in place, it will make videos very easy to share with Microsoft Stream.
If you are a staff member that doesn’t have any FERPA concerns and would just like a Microsoft Team for your group or lab to have a collaboration area to share files, your TSP or Local Support can help you get one set up or answer any questions you may have.

Sharing with Stream

This document will contain basic instructions on how to get set up with Microsoft Stream. However, a more complete article with information and visual aids on retrieving videos from Zoom Cloud, converting the Zoom video files to a playable format, and uploading the video to Microsoft Stream, already exists and can be found here: https://support.uidaho.edu/TDClient/40/Portal/KB/ArticleDet?ID=384
The rest of this document gives a more annotated version of these instructions.
If you have recorded a meeting or lecture directly to your computer, then you’re ready to begin the upload process. However, if you recorded it to the Zoom cloud, you will need to retrieve it first. If you go to https://uidaho.zoom.us and sign in to manage your account, there is a section on the left that will contain your recorded lectures. 
[image: ]Once your video is ready, you can navigate to https://stream.uidaho.edu to begin your upload. There are lots of places to start the upload, but the easiest one to find is the up arrow in the top-right of the page. Clicking this will take you to the upload screen.
[image: ]On the upload screen, you should be able to just drag the file from your desktop or File Explorer to the Window, or you can press the Browse button to navigate to it manually.
Once you select the video to upload, it will ask you for a language for the video. You can press the “No Thanks” button to skip this part, or you can select English so it will try to automatically transcribe any spoken words with English captions. Due to the nature of transcription programs, captions generated this way can be helpful but likely will have some inaccuracies. After this screen, the rest of the upload options will appear.
[image: ][image: ]Under the Details section, you can set the title and a description for the video. Under Options, you can toggle comments on or off, allow a subtitle file to be generated automatically, or upload a subtitle file manually. The most important part is the Permissions section. If you are sharing with your class, uncheck the “allow everyone in your company to view this video” option. Then, you will want to select “Channels” in the dropdown menu to select your course, and your students will then be able to see it. Otherwise, you will have to share with “people” and add each person manually, which is doable but can be inconvenient for a large group. Once the options are to your liking and the video has uploaded completely, press the Publish button to finish. You can then press the “Share” button to get a link that you can distribute, that only authorized users can view.
Sharing with OneDrive

[image: ][image: ]An alternate way to share your lecture videos is by using Microsoft OneDrive at https://onedrive.uidaho.edu. The University of Idaho does not allow high-risk data to be placed on OneDrive, but FERPA protected data is allowed so long that you are a good steward of the data and only share it with the protected individuals.
[bookmark: _GoBack]To share a file or folder with other individuals, you’ll first need to upload the document. After it’s uploaded, select the file and press the “Share” button in the top left. By default, it will make it so only people you specify can view and edit the document, and you’ll have to type those names out individually. If you have no privacy concerns and want to share the file with anyone at UI or across the world, you can select the “Anyone with the link” or “People in University of Idaho with the link” to set those permissions (but PLEASE do not do this if the data is FERPA protected). Once you’ve set the individuals, you can press the “Copy Link” button to get a link to share via email or any other preferred method.
Remember, please keep student data safe. If it is in the Zoom Cloud or on your local computer, delete this data as soon as you are reasonably able to do so.
If you have any questions or concerns, please reach out to your TSP or Local Support by submitting a ticket at https://support.uidaho.edu or emailing support@uidaho.edu.
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