
Accessing and Sharing Zoom Recording + Audio Transcript 

1. Go to ufl.zoom.us on Chrome, Safari, or Firefox. Click ‘ZOOM SIGN IN’ and login, if prompted.



 

2. Click on ‘Recordings’ on the lefthand side. When your recordings appear on the page, locate the 

recording you want to share. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

3. TO DOWNLOAD – Click the ‘More’ button next to the recording. Click ‘Download’ to automatically 

download the video and audio transcript files. Once downloaded, you will need to locate the file on 

your computer using the Finder (on Mac) or Explorer (on PC).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

4. TO SHARE (1/2) – Click the ‘Share’ button next to the recording. A box titled ‘Share this cloud 

recording’ will pop up. Make sure that ‘Viewers can Download’ is toggled ON (blue means ‘ON’) and 

then click ‘Copy Sharing Information’ in the lower left.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. TO SHARE (2/2) – Once the information is copied, go to your Canvas Course site. Create a new 

Announcement. In the body of the announcement, type a message to students. To paste the recording 

information, hold down the Command key (lower left key on your keyboard) and the ‘V’ key at the 

same time. Make sure to click ‘Save’ when you are finished. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

6. To access cloud recordings for meetings scheduled within the Canvas site (through Zoom Conferences), 

students and you can go to ‘Zoom Conferences’ in the Canvas course site and then click the ‘Cloud 

Recordings’ tab. 

 

 
 


