
CHEATSHEET

Recording an Online Interview

STEP 1: watch the instructional video, How to Record an Online Interview 

[click here] 

STEP 3: arrange the time/ date to record your interview.  

I suggest using an online scheduling software for this, it will save you hours, 

all you need to do is share the link to your schedule (which syncs with your 

google calendar) and the other person selects a time that works for them. 

They can also reschedule if they need to, and it provides an automatic 

reminder before the meeting. 

I use Calendly, I've tried a few different schedulers and for me found that 

was the best fit. 

STEP 2: select the software you're going to use to record your interview. In 

this Cheatsheet I'll be using Zoom.us.

BEFORE YOU HIT RECORD 

Here's some hot tips to follow before you start recording! 

www.reneekacz.com

Be prepared: have your interview questions ready and notes handy 

(you can refer to on screen notes if you're not doing a share screen OR if 

you have multiple screens)

Check your surroundings: stage your background, make sure it aligns 

with your target market. Be personal if you have a personal brand. If 

you're more professional, have a professional looking setting

Minimise noises!!! This is SUPER important, speak with anyone else who 

is home/ in the office, let them know you're recording and cannot be 

disturbed. If you have young children, best to record when they're not in 

the same building. Also - speak with your interviewee about this before 

you hit record, you don't want their kids running in or screaming in the 

background

https://youtu.be/VkSw550Wzps
https://www.reneekacz.com/
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Close all doors and windows nearby - again, keep noise to a minimum

Test the sound on your recording prior to the actual interview, you might 

need to use a microphone - test the difference between using a mic and 

not (you can use your iPhone headphones for this!)

Make sure your hair and make-up is suitable

Test the right outfit for your recoding, you want the colours to suit your 

background, you can't see the whole outfit, just focus on what the 

camera will pick up and make sure it's appropriate for your target 

audience

Have a glass of water handy, you never know when you might cough or 

need a sip of water

Turn your phone OFF

Test the right height for your laptop - if it's too low it'll make your face 

look fat. Just use books or flat objects to rest your computer on

Turn off your emails and Skype, and anything else that creates 

notifications on your computer (i.e. iMessage) as these will disrupt your 

recording

Test your lighting and if you're relying on natural light, consider what 

would happen if it gets cloudy or the sunsets

Just before your interview - go to the loo!

Alrighty! Now we've got all the basics sorted for the recording, now I'll share 

how you use Zoom to record...

STEP 4: starting your Zoom recording 

1. Go to Zoom.us 

2. Sign up for an account 

3. Download the Zoom software 

4. On the right side select "My Account"

https://www.reneekacz.com/
https://zoom.us/
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5. Copy and paste the "Personal Meeting ID" (with the full link) - this is what 

you share with your interviewee, it gives them direct access to your 

meeting room 

6. To start the meeting: open your meeting room by clicking on the 

meeting room ID (which you shared with your interviewee) OR you can 

click on the email notification you receive when your attendee is in your 

meeting room OR use the icon at the top of your computer screen 

7. Once your interviewee is in the meeting room, make sure you "Lock" the 

meeting room so no one else can enter!! 

From here you can share your screen, or have your interviewee share their 

screen (refer to the instructional video for why you would do this). 

To record the interview, hit the "Record" button. To stop recording simply 

click the "Stop" record button. Then select "End Meeting" on the bottom 

right side of your screen to end the meeting. Once the meeting has ended 

the recording will automatically upload to your computer in 3 file formats. 

Select the appropriate format to share - refer to the instructional video for 

which file type to use for Facebook or your website.  

Best of luck with your online interviews!!  

If you want further help building your business, be sure to get in touch with 

me, renee@reneekacz.com

About the creator of this awesome cheatsheet... Renee Kacz is a former
lawyer and now works with female business owners to optimise their
business and life to get more out of themselves and create boundless joy in
their lives. Renee is also a public speaker and speaks on topics including
leadership, success mindset, overcoming overwhelm, strategy and planning.
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