[bookmark: _bplathtcf26n]Zoom & Backup Recording Standards
[bookmark: _hoz3qjv7eptt]RECORDING THE EVENT (BOTH VIDEO AND AUDIO) IS YOUR #1 PRIORITY! 
· [bookmark: _rx3cu18svwrw]Always triple check that you are recording when on the record -
[bookmark: _dpqmuy4lwe6d]Zoom recording: This recording is your main recording that will be delivered to the client. You are to go on/off the record (PAUSE RECORDING) on the ZOOM recording whenever you go on break. This will mean you are creating one continuous video file for the client. 
[bookmark: _d21usidzfo8m]Backup recording: This recording is an audio/video backup recording of everything. Press record before the event begins and stop recording before you leave for the day. 
[bookmark: _o11vpor225tc]
Zoom Recording Step-by-Step: 
The Zoom recording is your main recording. You will be going off and on the record during breaks on the ZOOM RECORDING. Here is how:

	VERIFY FIRST:
	· Witness has been SPOTLIT in Zoom
· You are host of the event
· You have turned the Zoom transcript ON
· Backup recorder is RECORDING

	To start recording
	Press RECORD button [image: ]

	
	Choose “Record to cloud”[image: ]

	
	You should hear “recording in progress” audio

	To go on break
	Press record button[image: ]

	
	Press “Pause Recording”[image: ]

	
	You should hear “Recording stopped” audio

	To come back from break
	Press record button[image: ]

	
	Press “Resume Recording” [image: ]

	
	You should hear “Recording in Progress” audio

	To end the deposition (stop recording for the day)
	Press Record button[image: ]

	
	Press “stop recording”[image: ]

	
	You should hear “Recording stopped” audio



[bookmark: _lfmq94osc48g]Backup (OBS) Recording Procedure:
	Once you arrive
	Press record (Both video/audio) anytime before the deposition begins

	LEAVE RUNNING THE ENTIRE DEPOSITION. EVEN ON BREAKS.
	

	Before leaving for the day
	Turn recording off. 


[bookmark: _1bstphwmmq62]
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