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Getting Started
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ZOOIM  sowmous-  pansapmions  CONTACTSALES SCHEDULEAMEETING  JDINAMEETING HOSTAMEETING = B
Profile Meeting Recording Telephone
Meetings
Schedule Meeting Schedule Meeting
Webinars
In Meeting [Basic)
Host video
Recardings In Meeting [Advanced) . . : D
Start meetings with host video on
El -
Account Profile Other Participants video () Modified  Reset

Start meetings with participant video on. Participants can change this during the meeting.
Reports

Audio Type

Determing how pa

icipants can join the audio portion of the meeting. When joining au
choose to wse their computer microphone/speaker of use a telephone. You can also limit them to just one of those

Attend Live Training audio types. If you have 3rd party audio enabled, you can require that all participants follaw the instructions you
provide for using non-Zoom audio.

6, wou can let them

Wideo Tutorials
O Telephone and Computer Audio
Knowiledge Base
Telephone

Computer Audic

Join before host C) Modified  Reset
Allow participants to join the meeting before the host arrives

Enable Personal Meeting 1D Locked by admin
A Personal Meeting |0 (PMI)is a 9 to 11 digit number that is assigned to your account. Leam mane |

The administrator has locked this setting and you cannot change it. All of your meetings will use this
Setting.
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L 2 & https://go.zoom.us/profile/setting?tab=recording 2 Q e

Settings

ZOOI l I SOLUTIONS - PLANS & PRICING COMTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST & MEETING = ﬂ SIGN OUT

Prafile Meeting Recording Telephone
Meetings
Recording
Webinars
Fratuees Status
Recordings
E T @
Allow hodts and participants 1o record the meeting to 3 local hile
Account Profile
Clowd recording
Reparts @)

Allow hosts o record and save the meeting J webinar in the clowd

B Record active speaker with shared screen

Record gallery view with shared screen O

Attend Live Training Record active speaker, gallery view and shared screen separately
Video Tutorials B Record an awdio only file
Knowledge Base B Save chat messages from the meeting / weblnar

Advanced cloud recording settings

Add a timestamp to the recording (2

B Display participants’ names in the recording

B Record thumbnalls when sharing (2
Optimize the recording for Ird party video editor
Audlo transcript )

Save panelist chat to the recording O

Automatic recording

Record meetings automatically as they start

Share cloud recordings only with members of my account m

Cl meConfings are only SOoESSibhe [0 SO00UR rmbers. People outside of your organ o cannod open links that
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Start/Join a Meeting

The Zoom application is preloaded onto the laptop used in the conference room. Any computer can be used once the Zoom
application is downloaded.

Now you can:

s - .o I e |
« StartaNew Meeting, Z00m -
10:26 AM
« Joinanother meeting, or FN.LN@marist.edu o o
T [sosusuas gt | | o % e Mee:ting .
« Schedulea meeting. T '

Previously scheduled meetings will be
displayed in the right panel and can be
accessed via the Meetings menu in the
upper navigation bar.



Joining a Zoom Meeting

Launch the Zoom Sign In using your
personal account, or click Join a

Meeting if you don’t want to log in

If logged in, click Join. The disclosure
triangle in the Meeting ID dropdown will

display prior meetings.

Download the Zoom application onto your computer and/or install Chrome, Outlook, or Firefox plug-ins. Join with your
personal account, or with no log in at all.

Z00m

Sign In

Join a Meating

220-490-7413

Your Name

) Bomamber g nAm A Pt ABHTG

Dot cornedt W sudie

Tum ofi my videa

Meeting e



Start/Join a Meeting

You can also:

« Starta New Meeting, Join another meeting, or Schedule a meeting through:

* Browser Desktop

e Application Mobile
» Device Brightspace
e Course Site.



/oom Controls

e\Whether hosting or participatingin a meeting, ol W24 13T
you’ll be able to use a variety of controls:
« View Optionsto selecthow your meeting displays

« Audio and VideoControls to adjust both,and Share
to share your screen.

Security Participant
Controls Management

e Hostsmayuse the:

« Manage Participants:area to admit, reject, mute, or
turn off video any participant,

Audio Controls  Video Controls Share (screen +) Support End Meeting

« Securityto quickly manage participant behaviors, and
Support to assist participants.




& Settings

@ Settings
Genara
Genaral P f S
Speaker Test Speake! Built=in Quiput [Headphona:
B Vidsao
Wideo
- Sk Output Level
_f Pasdio

O Audic Oulput Vel wmes W - e— - A

Micraphene Tagl Mie Built-in Miocrophone (Extamal Micropho

O Chat

(2] Virtual Background
L) virtual Bsekareund
) Recording
" [ Recording Input Leval
= Wecording

& i Eeat
Bl Advar ures - Input Velume: - ol
B8 Advanced Festurss
: Camara: | Facalimsa HD Camara Ed = :
ﬂ Statistics - Bd Automatically sdjust micrephone settings
© 16:8 (Widescroen) ) Original ratio g Statislice
Accassibility ! r able HD i
i My Video: Enable HD Use separate sudio device to play ringtona simultansousky

2 Mirror my video Acoeesiollity

.|_|J|:,|| up my dEpedrance
B Join audic by computer when pdning a meesting

Mestings: Al display particieant name on their videos

There are a wide variety of settings options available to thehost.

Videosettings allow the choice of camera alongwith other helpful options
(like Touch up myappearancethat can be set by the host)

Audiosettings allow the choice of speaker andmicrophone.
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Share your
screen and
content

Host and/or
participants can share
their desktop, a specific
application or even a
blank whiteboard

Any participant can
share content

Hosts can stop a
screen share for any
participant

Sharing video:you
need toOPTIMIZE for
video

Dropbox

Basic

L~

Microsoft OneDrive

Advanced

Share computer sound

Optimize for full-screen video clip

Files

-

Google Drive

Closed Caption Breakout Ro




® Finder File Edit View Go Window Help

4

Sharing

2 /( ! il n /2
C O nt ro l S Unmute StartVideo Manage Participants New Share  Pause Share Annotate More
® Stop Share Chat
. New Share: You can click i
onNew Shareto start a : s
new screen share without o )
first stopping your current ™ " Record to the Cloud

screen share Disable Attendee Annotation

P sh This will m Write on top of Shared content Show Names of Annotators
« FAuse are: 1 nis wi 5
pause your current share or on a blank whiteboard Share computer sound

Optimize for full-screen video clip
and not show any

changes to your screen
until you choose Resume
Share.

a

. Annotate:This will allow e
you to annotate on your '
shared screen. It will
open up the annotation
options.

—

=Y

% Dane Houser



Recording
Options

Local Recording

© Recording... 1 N

Cloud Recording

@ Recording... 1 ®W

Start Recording

Record on this Computer {r32R

Record to the Cloud {+#C

© 2020 Zoom Video Commuhnications Inc. Pausa/Stop Recording




Virtual Backgrounds



General

Video

@ rudio

O Share

e Phone

© chat

@ Recording

9 Advanced Features
@) statistics

©) Feedback

Keyboard Shortcuts

Accessibility

Zoom Desktop Application
Virtual Background

Mac

Settings

None

So much winl

(") 1 have a green screen [©)]

Windows

© 2020 Zoom Video Communications, Inc.

O Settings
General
Video
Audio
D Share
Phone
0 Chat
Recording
a Advanced Features
) statistics
G Feedback
G Keyboard Shortcuts

Accassibility

Choose a Virtual Background

n | have a green screen (3

= Remave + Add Image

ol -
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Breakout Rooms
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¥ cs 23 My = C 5 Bre .

= C # success.zoom.us 5 [C < |

B r( !a ko ut B Email 6 3 Calendar [® Zoom Portal =) OP Freshservice & reddit: the front p... Zoom University 4= (Master) Engaging... {_;_‘_c} Home | Zoom Store & Success - Day One

Rooms
Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING ~ HOST A MEETING ﬂ
_ In Meeting (Advanced)
PERSONAL Schedule Meeting
Profile In Meeting (Basic) Report participants to Zoom ()
: Hosts can report meeting participants for
Meetings In Meeting (Advanced) P Ep P

inappropriate behavior to Zoom's Trust and
Safety team for review. This setting can be found
on the Security icon on the meeting controls

Webinars Email Notification

Personal Audio Conference Other toolbar. @)

Phone

Recordings Breakout room () Modified Reset

_ Allow host to split meeting participants into

separate, smaller rooms

Allow host to assign participants to breakout
rooms when scheduling

@

Remote support C) Modified Reset

Allow meeting host to provide 1:1 remote
support to another participant

Closed captioning Locked by admin

Allow host to type closed captions or assign a
participant/third party device to add closed
captions

Enable live transcription service to show
transcript on the side panel in-meeting

Save Captions "\




Breakout

R O O m S ® o Breakout Rooms - Not Started
v Breakout Room 1 / Rename X Delete Room  Assign
Breakout Rooms allow you to split your Zoom VESSSEEREE L AR SRR Y
meeting in up to 50 separate sessions. The
meeting host can choose to split the participants
of the meeting into these separate sessions
automatically or manually, and can switch
between sessions at any time Move all participants into breakout rooms automatically
U pto 50 breakout rooms can be created Allow participants to return to the main session at any time
“Max 200 partICIpantS in a breakout room Breakout rooms close automatically after: minutes

(requires Large Meeting 200 add-on)
«Breakout room participants have full audio, video
and screen share capabilities Countdown after closing breakout room

Notify me when the time is up

Set countdown timer: 60 Bseconds

Options ~ Recreate ~ Add a Room | Open All Rooms

© 2019 Zoom Video Communications, Inc.



Breakout
Rooms

P

v
1} ~

Unmute

+* Breakout Room 1

* Breakout Room 2

Breakout Rooms - Mot Started

# Rename » Delete Room Assign

Assign

s "
. FRL i

A

Recreate -~ Add a Room

aption Breakout Rooms  Reactions




BreakOUt (@ O q Art Gilbreath

TETEs Calen Lassiter

Rooms

Heat

Heather Goold

Liz Lally
Marc i
Marco Innocenti

v e Nitasha Walia

Calerrcassne:
Liz Lally

Nitasha Walia

Recreate ~ Add a Room ( 0

J 2N Eh o

Unmute sed Caption Breakout Rooms  Reactions




Breakout
Rooms

Hosts can create and
move to any breakout
room. + Breakout Room 2

* Breakout Room 1

Art Gilbreath
Heather Goold

Marco Innocenti

Calen Lassiter
Liz Lally

This is a really Nitasha Walia

Co-hosts cannot create
breakout rooms, but
can move from room to
room.

Broadcast a message to all ~

Unmute

| o Breakout Rooms - In Progress

Breakout Room 2 3

Close All Rooms

Lcc i ®

sed Caption Breakout Rooms  Reactions




Breakout
Rooms

O] Breakout Rooms - Not Started

~ Breakout Room 1

3
Art Gilbreath
Heather Goold
Marco Innocenti
~ Breakout Room 2 3

Calen Lassiter

All existing rooms will be replaced.

Assign 0 participants into 2 o Rooms:

o Automatically Manually

0 participants per room

Recreate All Rooms
Recreate ~ Add a Room Open All Rooms

"f ~

Unmute

[cc i ®

Closed Caption Breakout Rooms  Reactions



Panopto & Zoom
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8 Gradebook Unpublished Site
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e All meetings that you record to the cloud in Zoom
(through brightspace or Zoom application):

« willbe automaticallyadded to your Panopto videolibrary.

« Saved inthe "My Folder" and in a subfolder called "Meeting Recordings"



L
B
<
>

FACATRE B8 Meeting Recordings

My Folder M CRefresh =@ W= == Filter by date [ Shew scheduled recordings
Shared with Me Mame Duration Date » Rating

Everything Add folder

@) In Frogress

[ Browse

Zoom Zoom 101 20F
Zoom Meeting ID: 83380146989 - Host: Jaimelynne Bishop -« Meeting Start:

08/13/2020 @ 12:31 PM  + Recording Start: 08/13/2020 @ 12:31 PM  + Duration: 2...
Jaimelynne Bishop's Zoom Meeting

Zoom Meeting 1D: 83945699041 - Host: JaimeLynne Bishop ~ Meet
08/13/2020 @ 11:39 AM - Recording Start: 08/13/2020 @ 11:45 AM

« Through the "Meeting Recording" Folder:
e You can grab the edit the video Share the link, or embed
« content within your bcourse

Jaime Lynne Bishop -
& Download Panopto  Help ~

'C: [} aﬁ'



Zoom Resources & Support



Zoom Resources & Support

Zoom Help Center: support.zoom.us

Video Tutorials
Technical How-to’s

e 24/7 Customer Support

Chat
Call

Submit a Request

*When submitting tickets, always include:

Meeting ID
Impacted User(s)

« Screenshots

Details (date, time, duration, errors)

Z0O00IM Help center SALES

support.zoom.us

PLANS JOIN & MEETING

Popular Topics

=
oL = @ I/-
== [: - &,) )Y
==
Zoom ROOMS H.323 & SIP Messaging Integration On-Prem
One Minute Video Introductions  show All Videos
- — -~
oo “em -
—_— B e C— =
- s !
Join A Meeting Record a Meeting aining & Configuring Audio & Video

Scheduling a Meeting with Zoom
Website
Cet Heln

SUBMIT A& REQUEST

Sign in
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