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Description

This training will introduce participants to basic to intermediate
Z.oom functions in order to build the foundational skills necessary
to host, facilitate, and provide technical assistance for any virtual
meeting, training, and/or conference.
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Online Etiquette

We encourage you to:

g Leave your video on

- Stay muted until you have questions

E Ask questions or post comments via the chat
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Z.oom Controls

Let’s talk to —
people! Let’s ask the group My participants need.
: Audio (What people (Individuals or the a question(s)! accommodations or service
will hear from me) whole group)
VAN
i i Let’s give
feedback b
I want to allow/not @ y N .
allow participants to using emojis! Time to go! | <)

do something

Y ~ @ - N ax? B - ® cc ok ]

Unmute Stop Video Security Participants g Polling Record Live Transcript Breakout Rooms Reactions

Let’s put people in
smaller groups!

Who is in this (Randomized, pre-
meeting? & assigned, or let them
pick)
A4
=Y Visual (What people Visual (What people
will see of ME) will see on my Make sure you have
COMPUTER) \) | memory space to record

the meeting!




Zoom Controls (Audio/Visual)

Select a Microphone
v Microphone (C922 Pro Stream Webcam)

Same as System

Select a Speaker
v Speakers (Conexant SmartAudio HD)

Same as System

Test Speaker & Microphone..

Switch to Phone Audio...

Leave Computer Audio

Audio Settings...

Stop Video

Select a Camera

v FaceTime HD Camera

Choose Virtual Background...

Choose Video Filter...

Video Settings...
Nl

Start Vigeo Security




oom Controls (Visua

Settings

Select a Camera

v FaceTime HD Camera

Choose Virtual Background...

Choose Video Filter...

Video Settings...

" {f »~ ."'

Start Video Security Partic

Feedback
B8 Keyboard Shortcuts

Accessibility

e v o . -

i

Virtual Backgrounc Video Filters

v/ Mirror my video

+ Mirror my video




Zoom Controls (Visuals cont.)

Speaker 1
v Gallery i
Fullscreen \

This is your view while
in a meeting, no shared
screen

Only view t son
caking

View multiple people on
the Zoom call
(only works on
laptop/desktops)




Zoom Controls (Security)

Lock Meeting

v Enable Waiting Room

Hide Profile Pictures

Allow participants to:

e A
~ Shara Bt Suspend all participant activities?

Everyone's video and audio will be turned off, screen sharing will
v Chat stop, chat will be disabled, and the meeting will be locked.

v Rename Themselves
V' Report to Zoom Cancel Suspend

Unmute Themselves

Start Video

Remove Participant...

% a2

Security Participants




Z.oom Controls (Participants

Invite people to join meeting 95920087846 o
Participants (2)

ﬁ: Mika Salas (Host, me)

@' Raymond Sanchez Torres

Room System Email

Call Out

« Dial In from a H.323/SIP Room System

Dial: 162.255.37.11 (US West)
Enter Meeting ID 959 2008 7846
Enter Meeting Password: 166072

. iri .. .
e e Participants tab opens up on the far right of

YOIlI' screen
Invite

[
N

Security

Invite Mute All




Zoom Controls (Participants Cont.)

Participants (2)

ﬁ: Mika Salas (Host, me) i

[ -
“’ Raymond Sanchez Torres Mute Morev

Ask All to Unmute

v Mute All Upon Entry
Play Join and Leave Sound
Lock Meeting

v Enable Waiting Room

Allow Participants to:
v Unmute Themselves
v Rename
v Start Video

Invite

Invite Mute All

More v




Zoom Controls (Participants Cont.)

Participants (2)

ff]; Mika Salas (Host, me)

[ -
“’ Raymond Sanchez Torres Mute

Invite

Chat
Stop Video

Make Host
Make Co-host

Rename

Assign to Type Closed Captions

Allow to Record Local Files

Allow to Multi-pin

Put in Waiting Room
Remove

Report

Mute All




Z.oom Controls (Chat)

Reminder:

to whom you are
messaging!

Click the chat button and a
separate window pops up.

From the ‘to’ menu, you can message

PAY ATTENTION those in th.e waiting room, everyone in

the meeting, or select an individual
person to private message

"l ® @

Security Participants

Everyone in the meeting can see and save your
messages with Everyone — and can share them with
apps and others.

Only you and those you chat with can save your

direct messages and share them with apps and
others.

&, Who can see your messages?

Everyone (in Waiting Room)

v Everyone (in Meeting)




Z.oom Controls (Chat cont.)

Dropbox

Microsoft OneDrive
Google Drive
Box

Microsoft SharePoint

) Your Computer
You can share files directly
o)

thI'Ollgh the chat <» Who can see your messages?

To: Everyone (9 File

Type message here...

Participant Can Chat With:

No one

Host only
To: Everyone Everyone publicly

Type message here... v Everyone publicly and directly

Merge to Meeting Window




Zoom Controls (Share Screen)

When you click on the share screen —
button, this menu pops up /

ANEQARNEBTGS T30

Desktop Whiteboard

iPhone/iPad via Cable Google Chrome - Syllabus TTEOT... Microsoft PowerPoint - TTEOT Google Chrome - USPS.com® - US...

v One participant can share at a time

Multiple participants can share simultaneously

Advanced Sharing Options...

Share sound Optimize for video clip

|_~ i

Share Screen Polling Record Closed Caption Reactions




Zoom Controls (Share Screen cont.)

Select which
portion of
your screen

or |

application
you would
like to share

CLT L BECEEEE

Desktop

iPhone/iPad via Cable

e Y
1

Advanced

7/

Whiteboard

Google Chrome - Syllabus TTEOT... Microsoft PowerPoint -

TTEOT

If you are sharing a video, make sure
you share the sound from your

Mono

Optimize for video clip

Stereo (High-fidelity)

computer

e

iPhone/iPad via AirPlay

Google Chrome - USPS.com® - US...

Don’t forget to
actually share!




Zoom Controls (Share Screen cont.)

@ % a2 @ all B -

Stop Video Security Participants Chat Polling New Share Pause Share Annotate Remote Control More

A 4 You are screen sharing .~/ W Stop Share

I U e O O o @ wm-

Mouse Select Text Draw Spotlight Eraser Format Undo Redo Clear Save

Sharing your screen already?
Here’s your new toolbar!




Zoom Controls (Share Screen cont.)

v

Stop Video

N

Security

Qo
a» -

Participants

L

v

Chat Polling

You are screen sharing

B - Il

New Share Pause Share

14

B Stop Share

s @

Annotate Remote Control

Auto accept all requests

Share clipboard

Give Mouse/Keyboard Control to

Raymond Sanchez Torres




Zoom Controls (Share Screen cont.)

[ ] \J
® - s i I / {0
Stop Video Security Participants Polling Ne hare Pause Share Annotate Remote Cont

@ Stop Share
Record to the Cloud

Record on this Computer
Closed Caption
Breakout Rooms

Reactions

Enable Annotation for Others
Hide Names of Annotators
Hide Video Panel

Hide Floating Meeting Controls

Share sound

Optimize for video clip

Meeting Info




Zoom Controls (Share Screen Participant View)

9 Original Sound: Off

General

Video

Audio

Share Screen
Background & Filters
Recording

Profile

Statistics

Feedback

Keyboard Shortcuts

Accessibility

P —a New England

Settings

Window size when screen sharing:
® Fullscreen mode Maximize window Maintain current size
¥ Scale to fit shared content to Zoom window
Show my Zoom Windows to other participants when | am screen sharing
+ Side-by-side Mode

¥ Silence system notifications when sharing desktop

Share applications
® Share individual window

Share all windows from an application

When | share my screen in a meeting
Automatically share desktop

® Show all sharing options

When | share directly to a Zoom Room
® Automatically share desktop

Show all sharing options

jion 1

j—
J—

Mute Stop Video

{é-—:n—s‘ ‘ \“:f‘r."T:
=" ATTC ==

0060000080

General

Video

Audio

Share Screen

Background & Filters

Recording

Profile

Statistics

Feedback

Keyboard Shortcuts

Accessibility

In Zoom App Settings (Share Screen/Recording)

Settings

Local Recording

Store my recordings at: M /Users/mikakearns/Documents/Zoom

877.72 GB remaining
Choose a location to save the recording to after the meeting ends
Record a separate audio file for each participant
Optimize for 3rd party video editor
Add a timestamp to the recording
Record video during screen sharing
Place video next to the shared screen in the recording

Keep temporary recording files

Cloud Recording ~ Manage on web..

Mika Salas

d Sanchez Torres




oom Controls (Share Screen Dual Screen View)

> |
o 6 (% (]
End Show Tips Swap Displays Use Slide Show

16:57 n O

Zoom Controls (Visuals cont.)

Only view t on
eaking

Speaker -

v Gallery

Fullscreen

View multiple people on
the Zoom call
(only works on

laptop/desktops)

© 9/28 ©®

@ & 2 W | ;

Stop Video Security Participants Chat Polling \| hare Pause Share Annotate

L & You are screen sharing m Stop Share

As A

Zoom Controls "Il Zoom Controls (Audio/Visual) "Il Zoom Controls (Visual cont.)

5
Zoom Controls (Visuals cont.) Zoom Controls (Security)

/

4

AN 2

A\

| |
L B
;

Raymond Sanchez Torres
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Zoom Controls (Participants) Zoom Controls (Participants Cont.)




Zoom Controls (Record/Closed Caption/Reactions .

Record to the Cloud

Record on this Computer O - G
| - s dvVveo s[-]
»

v X 144

Closeda Caption Breakout Rooms¢ W Raise Hand

oo + Q [search
o8 o

Breakout Rooms Reactions

Frequently Used

Smileys & People
Assign someone to type

Assign a participant to type | will type

Use a 3rd-party CC service

Copy the API token

Skin tone:

Cop;.‘ :h»is token and paste it in a 3rd-party Closed as 6.
captioning tool as

Breakout Rooms Reactions
17\ L
() m oo
Record Closed Caption EBreakout Rooms




Updating Zoom

Mika Salas

mik***@brown.edu

9:54 AM £ Settings

Wednesday, January 27, 2021

My Profile

PSNRI Zoom Breako...
Try Top Features
Help

Check for Updates

Switch to Portrait View €L

Switch Account

Sign Out




In Zoom App Settings (Genera

—

¢

0

(hi)

@ General
@ viceo
Audio
Share Screen
Background & Filters
Recording
Profile
Statistics
Feedback
Keyboard Shortcuts

Accessibility

Settings

Use dual monitors

Enter full screen when starting or joining a meeting

Always show meeting controls (7 .,/

Copy invite link when starting a meeting

Ask me to confirm when | leave a meeting J

Show my meeting duration

Add Zoom to macOS menu bar

Stop my video and audio when my display is off or screen saver begins

Remind me minutes before my upcoming meetings

Theme

Light ® Use System Setting

Reaction Skin Tone

& & & &
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General

Video

Audio

Share Screen

Background & Filters

Recording

Profile

Statistics

Feedback

Keyboard Shortcuts

Accessibility

1/Video)

Settings

G = .

Camera

FaceTime HD Camera (Built-in)

Original ratio v

My Video

Mirror my video

v Touch up my appearance @

v Adjust for low light

Always display participant name on their videos

Turn off my video when joining a meeting %’I

Always show video preview dialog when joining a video meeting %f,

Hide non-video participants

See myself as the active speaker while speaking

® 25 participants

49 participants




In Zoom App Settings (Aud

. General
. Video
) Audio

Share Screen

Settings

Speaker

Test Speaker MacBook Pro Speakers (MacBook Pro Speakers)

Use separate audio device to play ringtone simultaneously

Background & Filters

Recording

Profile

Microphone

Test Mic MacBook Pro Microphone (MacBook Pro Microphone) ~

Statistics
Feedback
Keyboard Shortcuts

'i' Accessibility

é New England (HHS Region 1)
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v Automatically adjust microphone volume

Suppress background noise

® Auto
Low
Medium iter far

High (typing, dog barl
Music and Professional Audio

Show in-meeting option to "Turn On Original Sound" from microphone

Nafanlt

Network

Administration

Music and Professional Audio

Show in-meeting option to "Turn On Original Sound" from microphone

Default
Automatically join computer audio when joining a meeting
Mute my mic when joining a meeting
Do not prompt to join audio when joining a meeting using 3rd party audio
v Press and hold 'Space Key' to temporarily unmute

v Sync buttons on headset




In Zoom App Settings (Share Screen/Recording)

. General

Video

Audio

Share Screen
Background & Filters
Recording

Profile

Statistics

Feedback

Keyboard Shortcuts

Accessibility

Settings

Window size when screen sharing:

® Fullscreen mode Maximize window Maintain current size

¥ Scale to fit shared content to Zoom window
Show my Zoom Windows to other participants when | am screen sharing
Side-by-side Mode () +/

Silence system notifications when sharing desktop \/

Share applications
® Share individual window

Share all windows from an application

When | share my screen in a meeting
Automatically share desktop |

® Show all sharing options ~/

When | share directly to a Zoom Room
® Automatically share desktop |

Show all sharing options \/

New England (HHS Re
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Share Screen

Background & Filters

Recording

Profile

Statistics

Feedback

Keyboard Shortcuts

0000000

Accessibility

Settings

Local Recording

Store my recordings at: [ /Users/mikakearns/Documents/Zoom

877.72 GB remaining
Choose a location to save the recording to after the meeting ends
Record a separate audio file for each participant
Optimize for 3rd party video editor |

Add a timestamp to the recording (*

Record video during screen sharing

Place video next to the shared screen in the recording

Keep temporary recording files

Cloud Recording Manage on web...




Backend Setup (Scheduling a Meeting)

My Meetings Schedule a Meeting
Meeting Options [ Allow participants to join anytime
Schedule a Meeting
Mute participants upon entry
Topic My Meeting
O Breakout Room pre-assign

Description (Optional) Enter your m

O Automatically record meeting

[0 Approve or block entry for users from specific countries/regions

Méhan 02/26/2021 | @ | 500 PM

panopto_folder_context
Duration 1 he! O min

Alternative Hosts user name or email add
Time Zone (GMT-5:00) Eastern Tir -

Cancel
O Recurring meeting

Generate Automatically O Personal Meeting ID 857 037 6202 After you Save and access the meeting again, these
settings are at the bottom of the details:

Registration

Meeting ID

Template

None
i @ Edit Delete Save as Template
Security O Passcode
y users who have the invite link or passcod vin the meeti
Registration Email Settings Branding
Waiting Room
Only users admitted by the host can join the m
Banner Your banner is displayed at the top of your invitation page.
[0 Require authentication to join
Video Host on O off
fel C 24-bit PNG
Participant on O off
Audio O Telephone O Computer Audio Telephone and Computer Audio O 3rd Party Audio

Your logo is displayed on the right side of the meeting topic on your invitation page, registration page,
and in the email invitation to the meeting.

Dial from United States of America Edit

New England (HHS Region 1)

Addiction Technology Transfer Center Network
Funded by Substance Abuse and Mental Health v Administration




Backend Setup (Registration

Delete

Save as Template

- I

Registration Email Settings

Manage Registrants

Registration Options

Registration

Approval
@ Automatically Approve

Questions

Branding Poll

Registrants: 0

Automatically Approved
Send an email to host
Close registration after meeting date
v Allow registrants to join from multiple devices

~ Show social share buttons on registration page

Custom Questions

Registrants will automatically receive information on how to join the meeting.

O Manually Approve

The organizer must approve registrants before they receive information on how to

join the meeting.

Notification

[0 Send an email to host when someone registers

Other options
[ Close registration after event date
Allow attendees to join from multiple devices

Show social share buttons on registration page

m Canccl

| Edit |

View

Registration

Registration

Questions

Create Your Own Question

You are prohibited from soliciting confidential personal information (such as credit card
information or social security numbers) in your registration questions.

New Question

Registration

Registration Custom Questions

Add Registration Fields
First Name and Email Address required.
m] Field

Last Name
Address

City

Country/Region
Zip/Postal Code
State/Province

Phone

Industry

Organization

Job Title

Purchasing Time Frame
Role in Purchase Process

Number of Employees

0Ojojojo|jo|jo|lo|jo|o|jo|(o|o0|oO
o)jojojojojojojo|jo|jo|o|jo0|oO

Questions & Comments

O Required

m Cancel

Custom Questions

m cancc'

Registration

Registration Questions Custom Questions

Create Your Own Question

You are prohibited from soliciting confidential personal information (such as credit card
information or social security numbers) in your registration questions.

Type I O Short Answer @ Single answer I
Required
Question
Answer
Add another answer
Create Cancel

m Cancc'




Basic Best Practices

Check to see 1f Update your
your Zoom computer and
account needs to browsers at
be updated at least a day
least once a before the
week! training!

Log 1n early to
check your
connection, screen
share, etc.
(Preferably with
another individual to
confirm your
connection sounds

Remember that
. . good!)
people’s video will
likely be 1n the
upper right corner Share your slides ahead of
blocking content. time (1f possible). Include the
Adjust your slides instructions for any breakout
accordingly. rooms too!

9

Share “Housekeeping’
information at the
beginning of your

training via chat and
verbally (e.g., slides
will be shared at the
end of today’s
training)

Remember that
mistakes will
happen! It’s okay!
p—
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Thank You!




