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Options in a Meeting You've Joined
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*Set desired micropho peakers, if multiples

*Test Speaker & Microphone

Select a Microphone

altek High Definition Audio

lebcam)

Audio Settings...

2aker & Microphone
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Do you hear a ringtane? Speak and pause, do you hear a replay?
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® Select desired ca

® Choose Virtual Background

Select a Camera (Alt+N to switch)

€922 Pro Stream Webcam

v Microsoft Camera Front

Microsoft Camera Rear

Choose Virtual Background

Video Settings...

[ (S

Stop Video k

B thve s greenscreen @ 8 Misor myideo




s multiple view optic

* Availablg

settings for

*When looking
cursor. This often activates features that may not
show otherwise.

*Some options are not available while someone

shares their screen.
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View (default)

® Thumbnails of additional participants — some are displayed

* Toggle between Gallery & Speaker views in top right

corner (move your cursor if you don’t see it)

ber participating

® Can display up to 49 participants at a time

(depends on your computer & type of account)

® Use arrows to scroll through additional participants

sutton tells
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® Minimizes the Z

* Keeps it on top ¢

® Can move it around

icon to acti
(top right for Windows; top left for Macs)

® Click on “minimize

® Move cursor over Mini Window to

access Exit button

B(®|9 & B M @BwM: @ x +
G 0 ® Notsecun | actstopbresstaancerorg/. @ % @ @ @

© Whsloskn Do @ it Hacked

Planary Sessions

e G e et ey
oo et M 1 200, 190285 6T

® Full screen mod

video thumbnail ¢

*® Both Gallery or Spea

within Full Screen

® Exit Full Screen by clicking the same icon or by tapping the

Esc (Escape) key on your keyboard




* Makes one pa

main speaker on (©1814
device only
® Right-click an individual’s

video or click ellipsis
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® Raise Hand - ¢

participants, nc
® Other Feedback

® Host has additional o
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View Options

reenshare
]

* Side-by-side mo

participants’ thumb

Use the bar es to adijust

Getting and Accessing a Zoom
Account
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https://zoom.us/pricing

* You may alread oined a Zoom

meeting.

® Zoom.us/download

* Mobile Apps Search for “Zoom cloud meetings”

*iOS — Apple App Store
® Android - Google Play Store

* Open your deski

® Click your profile photo/icon

® Select “Check for Updates”
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Preparing to Host a Meeting

Use

From here, you can choose from thecontacts list or:

* Click “Email” to create an email in your chosen email

client with pre-filled invitation details

* O click “Copy Invite Link” or “Copy Invitation”
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advance
* Walk through each
your meeting prefere
® Click “
the same Zoom link for adl

® Click the next to “
more.

® Select a option

* If Outlook or Google Calendar, it will have you
log in and then add as an event.

® If you don’t have either of these, choose *

You may copy the i
to paste into an em:

To start your meeting,
click the

® Use the scroll b

Beyend Pink TEAM
meeting ‘website planning

® Recurring meetings

in a list below other meetings

® Once you've selected the correct

meeting, click the Start button
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Host Options During the Meeting

Anyone can record if
mobile devices though,
Record on this Compute
* Available for free and
* Not supported on iOS a
* Can upload to other cloud sto be, Google Drive, Dropbox)
* Find your recording:
* On Windows - C:\Users\User Name\Documents\Zoom
* On a Mac - /Users/User Name /Documents/Zoom
Record to the Cloud
* Can view, share, and download your recordings from your online Zoom account (https://zoom.us)
* Not available for free account subscribers
During the meeting, all participants see notice of recording
in upper left corner

 Evuryons i Mesting]

® Sometimes use u

Lo

*Send a message

selected participa

® Host can restrict chatting s
Type message|
Compont il
PR
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ts - Permissions/Co

individ
® Hover with cursor over an B oisennivonnn
participant & select “
or

* Make others as well

as manage other permissions/controls

ts - Permissions/Ceo

® Ask participants f
using: ),
" nonverbal
using butto
bottom of “Participants™
® Click the at the bottom right
of “Participants” for additional,
useful options

* Sets a particip
primary active s
for participa

* Notifies spotlighted
participant

® Can also activate in

Participants (3}

Ao Recerd
Rename

Put in Waiting Room
Remave

Report

The hosthas st your ides 3 evaryens.
speat?

“Participants” i
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potlight Video

® Select the gre
the bottom of

© ASarced Shaeng Cpsoms.

(see popup menu on Share icon)

® Zoom says free/basic accounts, are
set to allow “Only Host” by default

[IE R ————
O ony e O Anparcpams

Check both boxes if she a video
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ptions During Scree

* Note the ad

separate sessio
* Host can split pai atically or manually
* Account owner can p o breakout rooms

* Breakout room participant ull audio, video, and screen share
capabilities

® If cloud recording, it will only record the main room

® If local recording, it will record the room the participant who is

recording is in

® This is an advanced feature. Consult https://support.zoom.us

*® Create single ¢ questions for
your meetings

® Launch the poll duri ather the responses
from your attendees

® Download a report of polling after the meeting

¢ Can be conducted anonymously

® This is an advanced feature. Consult https: //support.zoom.us

5/19/2020
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® As the Host, it i End Meeting for All¥

® First, click *

End Meeting for All

Resources to Learn More

p/Resource Cente

® Getting Started

5/19/2020
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lori.seawel(@seawel.com
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