Directions for Recording Talent Marketplace Videos
It is easy to record a 5-7 minute video in Teams and upload it to your Talent Marketplace application. If you have any questions or concerns, please contact Amy Treat at amy.a.treat@nasa.gov or Paola Ortiz at paola.c.ortizperez@nasa.gov.
1) Create a meeting invite in Outlook and invite yourself to “Record LEADS Video.” 

[image: ]
2) Join the meeting in a new Teams window.  Make sure you are sitting comfortably in a quiet location.  Once you are in the meeting, click on More (…).  Choose Record and Transcribe.  Then Start Recording.

[image: ]



3) Make sure you are recording your video in English and record Video and Audio.
[image: ]

4) When you are finished recording, go back to the More (…) and choose Stop Recording. The file will automatically save to your OneDrive.
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5) Go to OneDrive and sign in with your work account. Click on My Files in the left sidebar.
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6) Open the folder named Recordings and find your video file.
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7) Go to your application and click Attach or Upload, then select the downloaded file.

image2.png
record video - o X

O o148 & & © B G B 5 @

Chat  People  Reise  Reat  View Controls Notes Rooms Copilt  Apps  More Camera

Share Leave

Record and transcribe > © @

@ Start recording

© Meet " Fle  Home Insert Draw Design Transitions Animations Slide Show Record Review View Help  Acrobat & Present in Teams | [
eeting info — o —
S, i 1= B Layout [m} Find and Replace S [[a] =1
& Start transcription X i} 3 © ENNDOoO[ | Fy {3 3 G, 8 & B £ | @
O Timer Paste New et AL L B0 g ChReplaceFonts (e andShare | Dictste | Sensitvty  Add-ins | Design | Copiot
. ~ Slide [ Section - e\ { } % ~ I3 Select Adobe PDF v - [Suggestions|
#. Video effects and settings Clipboard Sides Font Paragraph " Drawing Editing AdobeAcrobat | Voice | Sensitity | Adddns Copilot v
i Audio settings 1 P [ Design suggestions vox
Al Language and speech >
3 Settings >

Click to add title

@ Help

Click to add title

Click to add subtitle

Waiting for others to join...

Clickto add titie

side1of1 [0 T2 Accessibility: Good to go L& Display Settings B BB T o-—— 9% ¢

Q search oL asas oo

&

W Q Search f ? @ c @ ! @ ¢} _ 2 ..qu»)@ 9/255/42:2’\2





image3.png
) &
File  Home Send/Receive View Help  Entrust Security [ copilot | ~ |

] New Appointment [ New Meeting - Q Add Focus Time | M Meet Now %5 Teams Meeting « Month ] schedule view | By worklocation | - Add~ &) Share ~
5 5

September 2026 [Todsy |[<|[>] September 14 - 18, 2026 BT WorkWeek v
MO TU WE TH R
Y0238 0 Monday Tuesday dnesday Thursday
7 8 9 101 14 @ 15 16 @ 17

15 16 17 {3

255

2 30

Start recording and transcription

Liss Haber B-dsy o []QuietFrdsy
Select the correct language to ensure the accuracy of features that process

audio. October 2026

MO TU WE TH R
7 a osoft Teams Meet

Spoken language

8 9

8AM NASA's SpaceX Crew-13 Agency Guest Ops Meeting J]| NASA's Northrop Grumman 25th Commercial Re [

V' More options

SMD Monthiy Science
Highiights

MIC3 -3Ha2
SYSTEM@hatriapp1.ndc.

& My Calendars nasa gov

Calendar - amy.atreat@n..

Admin Branch Staff Mee
] HQ-CAL-SMD-PAAC-Ops HQCR3W42
Treat, Amy A. (HQ-DAO S

[] Birthdays

[] Calendar - HQL£ADS. _

Choose what to record Video and audio

~[] Conference Rooms
[] HQ-CR-3D42
[] HQ-CR-3p40
[] HQ-CR-3W42
[] HQ-CR-3245

ESSIO Happy Hour
Hyatt Bar next to HQ
Bailey, Brad E. (HQ-DA0OD)

[ SMD Leadership
] Fox, Nicola ). (HQ-DJ000)
] Clampin, Mark (HQ-DH...
(] Petree Kirsten D. (HQ:D...
] Justice, Julie . (GRC-DA.
[] WOODS, Dan {He, Him,..
[] Reymond, Xaivan L. (HQ...

v
fems20 [ Reminders 1 T folders up tocate,  Connected o Microsot xchange 3 Disply Settings [T [

o Y ] 1002 AM
Q Search adOLaEaAsd o ..L—,‘f D ED g0 B Q searcn S




image4.png
record video

o &

Chat  People

¢ © B

Raise

G

Controls

(ORON +. IRPAY

React  View

Waiting for others to join...

W Q Search

#Pocaasox

B

Notes

0 @

Rooms  Copilot

Apps

@® Stop recording

&9 Stop transcription

&) Show transcript

LI 2

More Camera Mic

@® Record and transcribe

@ Meeting info

@ Timer

2. Video effects and settings

s Audio s

Al Language and speech

3 Settings

@ Help

~ ..Q?:m@

- o X
-~
Share Leave
N &
File  Home Insert Draw Design Transiions ~Animations ~Slide Show Record Review View Help Acrobat Picture Format
>y T B Layout~ ot Oool | Oa & shapeFil v
Cya, M2 o |2
paste B 7| ew et AL LD B0 | arnge quick & ShapeOutine -
M- Slide~ [ section v GON{ K[ | v Syl D shapekffects v
Clpboard 15 Sides Font Paragraph Drawing
1 P
> .
2 %
o -
o 2202838828 -|h-2-2/z
3
Waiting or athrs t ..
e #Le0sa80z ~eDoe=
t0 add notes
Side2of3 [Q P Accessibility: Investigate
1004 AM
9/18/2026 Q Search @J@ fadasds oo

5

0 Find and Replace
) Replace Fonts

I3 Select
Editing

& Present in Teams | | =

$ OO =+
o 0 B (&2 0
Cresteand Share | Dictate | Senstivity  Add-ins | | Design | Copilot
‘Adobe PDF - B Suggestions
Adobe Acobat | Voice | Sensiivy | Add-ins Copilot v
‘B
[ Design Suggestions vox
E —

L& Display Settings B BB ¥ -—4——+ % &
1004 AM
9/18/2026




image5.png
@1 Meeting Started: LEADS follow up

5 & @ @ D

Chat

Unread | Channels = Chats = Meeting chats

~ Need to Respond

0

FF-5200)

Cervantt

, Denise (HQ)

Bridges, Desireemoi R. (ARC-S)

Mendoza-hill, Alicia (HQ-DJ000)

Woods, Paulette (HQ-DA030)

Dunn, M (HQ-DA030)

Stewart, Darcia R. (HQ-DGOOO)[ASRC FEDERA...
Dormey, Megan (HQ-DPO00)[ASRC FEDERALSS..

Cunningham, Stacey R. (HQ-DKOOO)X3M Syst.

v Chats

o % @

e

(<]
@
@
@

LEADS Tag-up
SMD Business Services Branch Full Staff Meet.
Simons, Leanna (HQ-DA000)[ASRC FED...
SMD Senior Leadership Meeting

ESSIO Team Chat

Sylak-Glassman, Emily (HQ-DK000)

Ortiz Perez, Paola C. (HQ-DA030)

Degn, Holly (HQ-DL000)

Schurr, Andrew D. (HQ-DA030)
Kirven-brooks, Melissa J. (ARC-STX), +3

McCauley Rench, Becky (HQ-DG000)

Teams and channels

Q Ssearch

Q Gy

oL

LEADS Tag-up © Chat Shared Recap Attendance BreakoutRooms Q&A +1

Fries, Barbara R. (HQ-DA030)[ASRC FEDERAL SYSTEM SOLUTIONS] 8:32 AM
ﬁ They promised one reviewer from each office.
U2
Abreu, Neyda (LAI

@ o

Last read

Fries, Barbara R. (HQ-DAO30)[ASRC FEDERAL SYSTEM SOLUTIONS] 9:54 AM
ﬁ Treat, Amy A. (HQ-DAOOO)[ASRC FEDERAL SYSTEM SOLUTIONS] Was the 10:00 cancelled?

Fries, Barbara R. (HQ-DA030)[ASRC FEDERAL SYSTEM SOLUTIONS] 9:55 AM

R

Type a message

& %0

9:54 AM
i just reforwarded Neyda's invite.

¢ &

©

v © 2 ® + B

1000 AM
"
N LD ® o

) Home

) Gallery

8 Desktop

Amy - NASA

L Downlosds

5 Documents

1 ictures

© Music
i Videos

5 (Conference Manag

7 Chan Travel

o 26-270M

7 Screenshots

8 ThisPC

i Network

Titems

X+

Nome
5 tdmin Branch

4 Conference Management
5 ILEADS Cohort 2

5 Monthly Sience Highlights
= RVD

51 1SMD Front Office

5 AGU

3 Amy Travel

3 AppData

5 Apps.

5 Attachments

i Desktop

2 Documents

B

5 Ess0

7 General Offce Templates
5 Guest Ops

185D

5 Mars Sample Return

7 Mestings

51 MEP Travel

5 Microsoft Copilt Chat Files
5 Microsoft Teams Chat Files
3 Personal

I8 Pictures

7 Recordings

9 Amy @ NASA

@ OneDrive > Amy - NASA

>

N sort

Status

o

60000

Lo e - o o e O I I I A

o]

View

Date modified

37AM

M

59 AM

11719

e size
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder
Filefolder

Internet Shortcut K8

=0
=1 o

1000 AM
9/29/2026




image6.png
@1 Meeting Started: LEADS follow up

Chat - a gv

Unread | Channels = Chats = Meeting chats

~ Need to Respond

€ Cervant

8, Bridges, Desireemoi R. (ARC-S)

, Denise (HQ)

FF-5200)

5 & @ @ D

@ Mendoza-hill, Alicia (HQ-DJ000)

fle Woods, Paulette (HQ-DA030)

@ Dunn, M (HQ-DA030)
@ Stewart, Darcia R. (HQ-DGOOO)[ASRC FEDERA...
w5, Dorney, Megan (HQ-DPOOO)[ASRC FEDERALS...

@& Cunningham, Stacey R (HQ-DKOOO)[X3M Syst.

v Chats
LEADS Tag-up o
SMD Business Services Branch Full Staff Meet.
& simons, Leanna (HQ-DAO0O)[ASRC FED...  ©
SMD Senior Leadership Meeting

ESSIO Team Chat

e

Sylak-Glassman, Emily (HQ-DK000)

Ortiz Perez, Paola C. (HQ-DA030) O

@ Degn, Holly (HQ-DLO0O)
W& Schurr, Andrew D. (HQ-DA030)
@ Kirven-brooks, Melissa J. (ARC-STX), +3

@ McCauley Rench, Becky (HQ-DGO00)

Teams and channels

BR  Q Search

LEADS Tag-up © Chat Shared Recap Attendance BreakoutRooms Q&A +1

Fries, Barbara R. (HQ-DA030)[ASRC FEDERAL SYSTEM SOLUTIONS] 8:32 AM
ﬁ They promised one reviewer from each office.
L JN¢)

Abreu, Neyda (LA

@ o

Last read

Fries, Barbara R. (HQ-DA030)[ASRC FEDERAL SYSTEM SOLUTIONS] 9:54 AM

ﬁ Treat, Amy A. (HQ-DA000)[ASRC FEDERAL SYSTEM SOLUTIONS] Was the 10:00 cancelled?

Fries, Barbara R. (HQ-DA030)[ASRC FEDERAL SYSTEM SOLUTIONS] 9:55 AM

R

Type a message

E®ocaasox

9:54 AM
i just reforwarded Neyda's invite.

¢ &

©

v © 2 ® + B

1002 AM
"
N LD ® g

4 Home
) Gallery

@ Amy - NASA

@ Desktop
L Downloads

3 Documents

IR Pictures

© Music

i Videos

7 IConference Manac
3 Chan Travel

3 26270Mm

7 Screenshots

8 ThisPC

i Network

Sitems

© 2 LEADS &R record R record &R SCTMS Tool €57 SWD.

X+

% OneDrive > Amy-NASA > Recordings

N sort O view

»
____BJ

Talent video-20260 video-20260 Reports-202 Business
Marketplace 918_093636- 918_100435- 60601_13323 Services
Selection Mesting R, Mesting R, 9-Mesting Branch CS.

[u]

- 0%

1002 AM
9/29/2026




image1.png
Fle Home Insert Design Layout References Mailings Review View Help Acrobat T Comments | [ & Editing ~
n S - |
[ AposBody 12 A A Aav A B jo; & %%f [ f (/]
i i v = Record LEADS Video for Application - Mestint - a X
Paste B I U-a x ¥ Av 2+ A Normal No Spacing Headmg Editing  Createand Share = Dictate = Sensitivity = Add-ins  Editor Copilot a@ 2 PP <
A4 L v Adobe PDF v v File Meeting Scheduling Assistant  Insert FormatText Review Help @ Tell me what you want to do  Copilot | ~
Clipboard & Font & paragraph & Styles & Adobe Acrobat Voice Sensitivity  Add-ins ~
ST Tor ReSoraTE VoS M —> - 6 JoinTeams Mecting 114 Meeting Options X Donit Host Onine (g Setup | & ] Response Options = Eishowas: [ Busy  +| QlReminder: [1smintes +|  B5 categorze~ & | Miapps | [ 3 View Templates
Itis easy to record a 5-7 minute video in Teams and upload it to your Talent Marketplace (© You haven't sent this meeting invitation yet,
application.
> Title Record LEADS Video for Application
If you have any questions or concerns, please contact Amy Treat at amy.a.treat@nasa.gov.
Send Required | ® Treat Amy A, (HO-DAODO)IASRC FEDERAL SYSTEM SOLUTIONSE |
Optional
1) Create a meeting invite in Outlook and invite yourself to “Record LEADS Video.”
Stattime | Mon11/2/206 [ 1035AM || EastemTime (US&Conai v| [JAlday [ @ Timezones
Endtme | Mon11/2/2026  []|[ 1100AM || Eastem Time (US & Canai w| < Make Recurring
2) Join the meeting in a new Teams window. Make sure you are sitting comfortably in a
. . X Location | Microsoft Teams Mestin Fa. Rooms
quiet location. In the meeting, Microsoft Teams Meeting 2
5 0 ® .ot @ o~
. D Microsoft Teams meeting
Join: https://teams.microsoft.com/meet/245576767676761?p=VDkecBXcC8f3DYNpXd
: Meeting ID: 245 576 767 676 761
asscode: mBISGFZ3
Need help? | System reference
Dial in by phone
1256-715-9946, 690# United States, Huntsville
Waiting for others to join. Find a local number
Phone conference ID: 173 913 690%
Join on a video conferencing device
Tenant key: teams@meet.nisn.nasa.gov
Video ID: 113 940 836 3
LIS fPecasasox =
= _ More info
[ ~
Pageiof 1 72words & Text Predictions: On Accessibility: Investigate Cgoisplay settings [ Focus B - —F——+ 0% ¢ e
g 7 R * £ 2 LLESSRINES J8b & ) I Shared Folder £ Calendar - amy.a treat@nasa.gov

EFHSOLEEs O ~efJuow o = SLOCS400T





