
How to Record a Zoom 
and Put it in a Canvas 
Discussion Board 
Step 1: Click on Zoom Meetings 

 



Step 2: Click "Host" to start the meeting. 

 

Step 3: Click Open Zoom Meetings 
 



 

Step 4: Click Record 
The content will not be recorded until you click record.  

 



 

Step 5: When you are done, stop the recording. 

 

Step 6: Click "End Meeting" 

 



 

Step 7: When you end the meeting, the recording will 
automatically download as an mp4.  
Be sure to note where it saves. This is how you will upload it to Canvas. 

How to Put Your Zoom 
mp4 in a Canvas 
Discussion Board 



Step 1: Open the Canvas Discussion board where you 
want to place your content. 

Step 2: Click "Reply" 

  
 

 

 

 

Step 3: Click the Record/Upload Media Icon  

 <---It looks like this 



 

Step 4: Click Upload Media 

 



Step 5: Click Select Video File 

 

Step 6: Find your video, select the mp4 and click Open. 

 



 

 

Step 7: Your video will upload.  If you want to add other 
text, click ENTER, then type your content.  When you are 
ready to submit, click "Post Reply." 

 

 

That's it! You're done! 

For technical support, contact the Technical Support Center online at help.unco.edu, by phone 

at 970-351-4357, or by email at help@unco.edu. 
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