
STEP BY STEP GUIDE:

SPEAKER’S  
PRE-RECORDING  
D.I.Y. USING ZOOM



SETTING UP 
Find a quiet room at work or home to do the recording where you won't be 
interrupted. Turn off mobile phone and email notifications while recording 
(use flight mode on your mobile device). Being relaxed and focused is 
important to presenting well on camera. Do a test recording to check your 
set up before recording the entire presentation. Set a timer so you are aware 
of how long you are speaking.  

LIGHTING 
Ensure you are well lit from the front of your desk or room. Close any 
curtains or blinds behind you. If you have a small lamp available position 
this near the camera facing you and make sure it is not too bright. Avoid 
directing light from behind you as this will cast shadows



WEB CAMERA 
Find a quiet room at work or home to do the recording where you won't be 
interrupted. Turn off mobile phone and email notifications while recording 
(use flight mode on your mobile device). Being relaxed and focused is 
important to presenting well on camera. Do a test recording to check your 
set up before recording the entire presentation. Set a timer so you are aware 
of how long you are speaking. 

MICROPHONE 
Find a quiet room at work or home to do the recording where you won't be 
interrupted. Turn off mobile phone and email notifications while recording 
(use flight mode on your mobile device). Being relaxed and focused is 
important to presenting well on camera. Do a test recording to check your 
set up before recording the entire presentation. Set a timer so you are aware 
of how long you are speaking.  



Create a Zoom meeting. 

Log into the Zoom meeting on two different 
devices. Device 1 should host the meeting 
and be the device that you use to show 
video and record sound. Device 2 should be 
used to share your slides and should log in 
as a participant. You will most likely have to 
grant participants access to share screen 
under the Security button from Device 1.  

Set the Zoom window to full screen.

1.

2.

3.

Make sure your self-view is visible as a floating window in the top right corner of your screen, 
as viewers need see both a view of your presentation and a view of you as a speaker

RECORDING IN ZOOM 
SIDE BY SIDE MODE



Make sure both devices have the Side by 
side mode checked under the Shared 
Screen options in Settings. You can also 
select that under the View Options tab at the 
top of the screen. 

4.

Select the Gallery View option at the top of 
the screen. When selected it will show 
Speaker View 

5.

There will be a bar between the two boxes 
that can be moved to the left or right to 
change the size of the host video box. Size 
the video to your desired proportions. 
Please keep in mind that you want your slide 
content to be easily readable. 

6.

Make sure your self-view is visible as attendees need to see both a 
view of your presentation and a view of you as a speaker. 

YOUR PRESENTATION SLIDES 
WILL BE HERE

When you’re all set up and ready, hit 
Record. 

7.
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When you are done recording, hit Stop 
Recording.  

8.

End the meeting and Zoom will save the 
recording either to your computer or the 
cloud which you will select when you hit 
Stop. 

9.

The recording will save to your Zoom folder 
which should be in your Documents folder. 
You can search your computer if it doesn’t 
appear there. 

10.


