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It is recommended to use this guide for editing and sharing a recording/video between LBCC staff. 

If you wish to create captions for your students in your course in Canvas, we recommend using Canvas 
Studio to upload your video and create captions or other accessibility features. More information on 

Canvas Studio can be obtained by contacting the OLET Department – olet@lbcc.edu or (562) 938-4511.  

!
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1. Navigate to your Zoom Recordings Page and select the recording to edit.  
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2. Download the Zoom files. These files will be sent to your Downloads folder. 
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3. Open Camtasia and click File > Import > Media…  
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4. Camtasia will open your Downloads folder and allow you to select your file. Chose your Zoom Recording .mp4 
file. (Note: MP4 will include both the video and audio. M4A is audio only).  
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5. The MP4 file you selected will 
appear in the Media Bin. 

Click and drag the recording from 
the Media Bin to Track 1 in the 
Camtasia Timeline panel.

6. Once in the Timeline, make 
any necessary video edits to your 
recording. Please see our ITS 
Workshop videos on Working 
with Camtasia here. 

Or see the tutorial page provided 
by Camtasia here.  

https://lbccd.sharepoint.com/sites/LBCCITSWorkshopsandTrainingsforEmployees/SitePages/LearnHome.aspx?csf=1&web=1&share=EcgvLe9kWJhOnM5uVk4KU4gBRcHc7alB5qQ9sk8hSN8LWQ&e=IaKAKG&CID=467788af-d921-4021-ba31-b3b295cb45bc
https://www.techsmith.com/learn/tutorials/camtasia
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7. Once you are done editing. Click Export >Local File. 
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8. Name your file and save a file location. Please also select your file type, (File type should be set to MP4 as 
default). Note ‘.MP4’ files are standard video files and are compatible for most devices. Click Export when done. 
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9. Camtasia will need time to render your video. Once finished, you will receive an .mp4 file (video) of your 
recording with any edits you created. 
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10. Once you have located your MP4 (video) file from Camtasia. Either upload it to OneDrive or view the file 
online if you are already syncing your folders. 
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11. Once the file is in OneDrive, you can click on the file, and it will open automatically in Microsoft Streams. 
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12. Once in Microsoft Streams, make 
sure you are in Editing Mode then 
click Video Settings from the right side 
panel. 

Under Video Settings, select 
Transcripts and Captions. 

You can chose to have Microsoft 
Streams auto-generate your captions 
or upload the .vtt (transcript) file that 
was provided by Zoom. 

Note: If you wish to share a recording with students via 
Canvas, it is recommended to use Canvas Studio. More 
information on Canvas Studio can be had by contacting the 
OLET Department – olet@lbcc.edu or (562) 938-4511.


