
In response to the challenges and continuing uncertainty facing all scholars during the COVID-19 
pandemic, the ALA will offer member societies the option of pre-recording their sessions for ALA 2021. 
The ALA will post a link to these sessions as part of the conference program.

We know that most societies want to ensure a meaningful discussion as well as offer presentations. We 
believe that this will be possible with our pre-recorded sessions.  We recommend that societies who 
want to incorporate a discussion component open their recording to the other members of their society. 
Zoom makes this very easy to do. You will need to set up the session so that your chair presents the 
speakers, maintains control over time, and moderates a discussion that can include feedback from other 
colleagues and members of your society. Please note that we are asking the individuals presenting to 
register for the conference at the very reduced rates announced, but those who are participating as an 
active audience do not have to register or pay. Chairs may also wish to encourage viewers to email 
participants with feedback and suggestions.

Please also note that we expect your panels to be part of the new ALA YouTube channel, which means 
that these sessions will be posted and widely available for a considerable period. Our hope is that these 
sessions will thus reach a larger audience than they might at a live session. In addition, these recorded 
sessions can be used in classrooms and have the potential to be significant contributions to an ongoing 
scholarly discourse. Individuals who are on the job market will be able to include links to their 
presentations in their materials.

In short, we think that our experiment with this digital format might offer some intriguing 
opportunities to the participants and our societies.

For member societies that choose to present virtually via a pre-recorded session:
1. Societies will conduct and record their panel(s) using a video conferencing platform (preferably

Zoom). Instructions for recording a Zoom meeting are provided below.
2. At the societies’ discretion, their recorded panel(s) can include a Q&A component.
3. The time limit for these sessions will be an hour and twenty minutes.
4. Preferred file format for recordings is MP4 (default file type for Zoom recordings). File names

should be changed to include the society name and a shortened panel title, e. g., Zoom_0.mp4
should be renamed societyname_paneltitle.mp4.

5. Societies are responsible for editing recordings (if needed).
6. Societies should send recorded sessions to Rene H. Treviño, ALA Director of Digital Resources, via

Microsoft OneDrive (submission link below).
7. Societies should also notify Rene H. Treviño of the submission via email at

Rene.Trevino@csulb.edu.
8. The deadline to commit to a pre-recorded session is March 30th, 2021, and the deadline to submit

the finalized recording is June 15th, 2021.
9. By March 30, 2021, the conference director, Professor Olivia Carr Edenfield

(carr@georgiasouthern.edu), should receive an email with the complete program information
formatted according to the guidelines provided at:

10. Society organizers will ensure that their participants are informed of and pay the conference fee by
June 1. The conference fee for participants on digital panels is $75 per person with a reduced fee of
$50 for graduate students, independent scholars, and emeriti faculty. The fee can be paid online at
the ALA website.

Pre-Recorded Session Submission - Microsoft OneDrive

Author Society Procedures

https://csulb-my.sharepoint.com/:f:/g/personal/rene_trevino_csulb_edu/EjtHPAb1ZQhAn2gI0ZxR2r0BmiVRjq4kubaDVIGwivT7CA
http://americanliteratureassociation.org/ala-conferences/ala-annual-conference/procedures/procedures-for-author-societies/


Local recording

Overview

Local recording is available to free and paid subscribers. Local recording allows 
participants to record meeting video and audio locally to a computer. The 
recorded files can be [/hc/en-us/articles/202291078-Upload-Local-Recording-to-
the-Cloud]uploaded to a file storage service like Dropbox, Google Drive, or a 
streaming service like YouTube or Vimeo.

This article covers:

Enabling local Recording
Account
Group
User

Starting a local recording
Stopping or pausing a local recording
Assigning recording privileges to a participant
Changing local recording settings
Recording multiple audio files

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F201362473-Local-recording%2Fsubscription.html&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252830813%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=OqJgbFxt7GXOdUYTAf10hL7I0SywoLo2A%2FvH34ddM10%3D&reserved=0


Prerequisites

Basic (Free) account or above
Zoom desktop client for Windows, macOS, or Linux, version 2.0 or higher

Note: Local recording is not supported on iOS and Android. See cloud recording 
for paid accounts if you are using a mobile device.

Limitations

Local recordings don't support the following features:

Display timestamp in the recording
Display participants' names in the recording
Record Active Speaker, Gallery View and shared screen separately
Audio transcription
Shared screen recording layout with active speaker thumbnail or without any 
thumbnails (local recordings will always show a thumbnail gallery view with 
the shared screen)
Record using the iOS or Android app

If you require these features, use cloud recording.

Enabling local recording

Account

1. Sign in to the Zoom web portal as an administrator with the privilege to edit
account settings.

2. In the navigation menu, click Account Management then Account
Settings.

3. In the Recording tab, navigate to the Local Recording option and verify that
the setting is enabled.

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F203066759-Recording-on-iOS-and-Android&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252840801%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=tBSbqARxVvV2u5W3B6AgO0YhfVdsvQY8xQoxvK3tGcU%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F203066759-Recording-on-iOS-and-Android&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252840801%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=tBSbqARxVvV2u5W3B6AgO0YhfVdsvQY8xQoxvK3tGcU%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F115004794983&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252850803%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=hA4MCG5ostKtCZaSh6%2Bd0boQQTCeIHNzXtFJ438N2j8%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F360025561091&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252850803%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=5LNTH6RtAMLY88YnzrujMF6KBXcJN2%2BFkGUJ2WaVb%2Fg%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F203741855&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252860793%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=5NhYKwi75LeUcdjv0XQSjvfFYQYx7tFlQ4aTcnOg4y0%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgo.zoom.us%2Faccount%2Fsetting%3Ftab%3Drecording&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252860793%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=4eXcs%2FG0rQX7zpUAhI%2FeMboigLR1ockThIJKTYsA6yI%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgo.zoom.us%2Faccount%2Fsetting%3Ftab%3Drecording&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252860793%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=4eXcs%2FG0rQX7zpUAhI%2FeMboigLR1ockThIJKTYsA6yI%3D&reserved=0


4. If the setting is disabled, click the toggle to enable it. If a verification dialog
displays, click Turn On to verify the change.

5. (Optional) If you want to make this setting mandatory for all users in your
account, click the lock icon, and then click Lock to confirm the setting.

Group

1. Sign in to the Zoom web portal as an administrator with the privilege to edit
user groups.

2. In the navigation menu, click User Management then Group Management.
3. Click the name of the group, then click the Settings tab.
4. In the Recording tab, navigate to the Local Recording option and verify that

the setting is enabled.
5. If the setting is disabled, click the toggle to enable it. If a verification dialog

displays, click Turn On to verify the change.
Note: If the option is grayed out,  it has been locked at the account level, and
needs to be changed at that level.

6. (Optional) If you want to make this setting mandatory for all users in this
group, click the lock icon, and then click Lock to confirm the setting.

User

1. Sign in to the Zoom web portal.
2. Click Settings.
3. In the Recording tab, navigate to the Local Recording option and verify that

the setting is enabled.
4. If the setting is disabled, click the toggle to enable it. If a verification dialog

displays, click Turn On to verify the change.
Note: If the option is grayed out, it has been locked at either the group or
account level, and you will need to contact your Zoom administrator.

Starting a local recording

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgo.zoom.us%2Faccount%2Fgroup&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252870792%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=yBaRG%2F8rfBAT%2Fcc0INAjMJBs5DRJqgC5o3b2xyIakLQ%3D&reserved=0


The host must record the meeting or grant the ability to record to a participant.

1. Start a Zoom meeting as the host.
2. Click the option to Record.

3. If there is a menu, select Record on this Computer.
Hosts will see the following recording indicator in the top-left corner while
recording is active.

Participants will see the following indicator in the top-left corner while the 
recording is active.

4. Click Participants to see which participants are currently recording.

Note: Dial-in participants will hear a message informing them that the 
meeting is now being recorded unless disabled by the host.

5. After the meeting has ended, Zoom will convert the recording so you can
access the files.

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F201362663-Join-by-Telephone&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252870792%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=U14cnED5op4N73cQj5oPs6%2B9dmroNcZJxmX%2BVgIx%2Fws%3D&reserved=0


6. Once the conversion process is complete, the folder containing the recording
files will open.
Note: By default, the audio/video file (MP4) will be named Zoom_0.mp4.
The audio only file (M4A) is named audio_only.m4a.

Note: 

If the meeting unexpectedly shuts down or if the conversion process is 
interrupted, the recording files could become corrupted and non-
recoverable. Restarting or shutting down your computer, putting the hard 
disk to sleep, or closing your laptop will interrupt the conversion process.
If the conversion process is not successful after the meeting has ended, you 
can try to convert the files again by navigating to the recording location and 
double clicking the recording files.
You can record the meeting in different layouts including Active Speaker, 
Gallery View, and shared screen.

Stopping or pausing a local recording

During a Zoom recording, a participant can Stop or Pause the recording. If a 
participant stops the recording and starts it again, a new video file will be created 
for the next recording segment. If a participant pauses the recording and starts it 
again, Zoom will record to the same video file for the recording segment.

1. After a recording has been started, click Pause or Stop Recording at the
bottom.

The recording can also be stopped or paused by clicking the indicator in the 
top left corner.
[/hc/article_attachments/115017475986/Stop_Pause_Recording__Top_Left_
Corner_.png]

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F360025561091&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252880787%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=tK17tEqgKtBjNAVN9V8OAfsDq%2F0q3q1DQyI3Iz7478Y%3D&reserved=0


2. When a recording is paused, the following indicator will be displayed in the
meeting.

3. To resume the recording, click Resume Recording at the bottom

The recording can also be resumed by clicking the indicator in the top left 
corner.

4. After you stop the recording, you can access the local recording files on your
computer.

Assigning recording privileges to a participant

1. In a Zoom Meeting click on Manage Participants.
2. In the Participants menu navigate to the participant who will be granted

recording privileges. Click More next to their name.
[/hc/article_attachments/115017476086/Participant_More_Button.PNG]

3. Select the option to Allow Record.

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F206277393&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252880787%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=nIEBqKXOKU4wExuP5qL4Z1ebPGaefoQX3Y4gvz0X3dg%3D&reserved=0


The participant will receive the following notification:

4. When a participant is recording, the participant menu will display a recording
icon next to the participant's name.

5. To disable the participant's ability to record, click More next to the name,
then click Forbid Record.



The participant will receive the following notification:

Changing local recording settings

To change local recording settings in the Zoom client:

1. Open the Zoom client and click Settings.
2. Click the Recording tab.

This will open your recording options that you can change using the client.

Note: Setting the default location to a cloud syncing folder (such as 
Dropbox, Google Drive, or One Drive), an external drive, or network storage 
device may cause issues with saving and converting the local 
recording. Zoom strongly recommends keeping the default location on 
a local drive for recordings.

Recording multiple audio files

When recording locally, the host can record all participants' audio streams as 
separate audio files, one file for each participant. To enable this option:

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.zoom.us%2Fhc%2Fen-us%2Farticles%2F201362623-Changing-Settings-in-the-Desktop-Client-or-Mobile-App&data=04%7C01%7Crene.trevino%40csulb.edu%7C03062c99d0e940b7e4f908d8e2747d39%7Cd175679bacd34644be82af041982977a%7C0%7C0%7C637508337252890780%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=l9v0FM3mIM8j8NmU633a4O9ciCM6dbrPCuNjai6AGLg%3D&reserved=0


1. Open the Zoom client and click Settings.
2. Click the Recording tab.
3. Enable Record a seperate audio file for each participant.

4. Record and save the meeting to your computer.
5. Once the meeting is over and the recording has processed, open the

recording folder.
6. Within the folder, open Audio Record.



7. Once in the Audio Record folder, each participant's audio track will be listed
as its own file in with the file name ending in the participant's name.
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