


Agenda

Pre-Meeting
* Ensure you have latest Zoom
Version
e Audio check
Control Bar icons
Managing participants
e Admitting participants
* Co-Hosts
* Renaming
Chat
Viewing Options
Ending a meeting



Check for the Latest Version of Zoom

J

Open Zoom
Application
Click on your
Picture /
Name

Click ‘Check
for Updates’



Step 2 — Update Zoom

1~
(L] C y 2 Q. Search / lump To .. [
Home Chat Mectings Contacts Apps I
A néw version is avadable! Update x £
o !
Click
_ ‘Update’
© Zeom Update - x

Update Available!

Release notes of 5.7.5 (1020)
Resolved Issues
. -Resolved an issue about missing start webinar button for host in a practice session.

Release notes of 5.7.5 (939)
Resolved Issues
New Mee -Resolved an issue for a subset of users regarding Zoom finding no speaker due to a
request timeout for a Windows API
-Security enhancements
-Minor bug foes

Release notes of 5.7.4 (804)
m Meeting/webinar features

Sched

Note: If Zoom wants you to update, you'll see a note at the top.
Not true for all of their updates — just the important ones.




Good practice: Test your Audio Before Each Meeting
Control Bar: Audio — Click ‘Up Arrow’
i‘.‘;a -' 7 ‘.- ‘. “'J-“-ff': .,9_ |

et L]

Select a Microphone i_.' » . |

Do you hear a ringtone?

OopoOooOoOooeEn
e IEREET Speak and pause, do you hear a replay?
I = |

Microphone (Jabra SPEAK 410 USB)

Test Speaker & Microphone..

No, Try Another Microphone




Control Bar: Audio, Video, Security, Participants, Chat, End Meeting

()

g -
¥y @’

Mute Stop Video Security Participants

You set up Security This presentation
functions in your

Y ‘Meeting’ Settings

Unmute

Module 3

This presentation
Click on icon to stop your
audio or video. Red line

will appear Allow participants to:

,,,,,

You can change functions here just for this meeting






Admitting Participants into your Zoom Meeting

o Method 2
| Met ‘; 1 . Or Click on Participants and from the Participants
A pop-up wi occg-oknpt‘de ’F:)p of your screen. panel, click Admit
ic mi

v Participants (3)

2 people are waiting Message Admit all

Christian Carter Admit Remove
i |
s CE WL foon Annika Alvarez

Shivam Malani has entered the waiting room for
this meeting

1 participant in the meeting

T

® L e
Bl o - » e
invite  [Manage Participants’ Share Screen Chat Record y Shi... (Host, me, participant ID: )y 0

The pop-up may look a bit different, but it will always have
an Admit Button



You Now Have Two Participants

& Zoom Meeting ID: 933-470-660

]
(]

o1
® & 8 Speaker View

[Adam Lacey

Mute All

Participants (2)

Unmute All

More v



Assigning Co- v Participants (2)
Hosts )

(Host, me) U A

A MUST Best |
PraCt|Ce John Smith

Chat

Ask to Start Video

Make Host
Make Co-Host

* Hover mouse over
the line with the

V4
perSOﬂ S name. Put in Waiting Room

* Pop-up Box Remove
appears

Rename

Report...

Co-hosts can:
e Admit
* Mute




Renaming a Participant — or Yourself

v Participants (1)
Nt [ A ;+ ;’. 2 [+ ] 6 2 m Shivam ... (Host, me) NS

Join Audio Start Video Invite Manage Participants  Share Screen Reactions
e ———————

4 Enter a new screen name:

I Shiva m| l

Participants (1)

y TR ... T o |

Rename

Edit Profile Picture

—

m. Cancel




Viewing the Participant List

Participants (2)

. Deborah Ashby (Host, me v
a Adam Lacey

(N

Mute All Unmute All More v

Muting Participants

Mousing Over a Name

v Participants (2)

P

Deborah Ashby (Host, me) .
y - 4

O oo XD CEE

Mute All Unmute All More v

Only Participants can Unmute Themselves

After Clicking ‘Mute’

Participants (2)

. Deborah Ashby (Host, me ]
m Adam Lacey

Mute All Unmute All More v






Note the green
outline around
Deb to show
she’s currently
speaking

Mute

Stop Video

Gallery View

-t al’ ~ @ ©

Invite Manage Participants Share Screen Record Reactions

Click on Speaker View to only see the speaker

i Speaker View

rn
(]

If you don’t see
“Speaker view”,

(]
La

i' Speaker View

then move
mouse over
screen. It will pop

up.




Speaker view

e All other
p d I’t | Cl pa ntS @ Zoom Meeting ID: 217-411-738
will be on the
top — or the
side




Chat to Everyone or to a Specific Person

Click Chat icon. Choose to chat with everyone or just 1 person

Zoom Group Chat
& Zoom Meeting ID: 933-470-660

@ i ﬁ Speaker View

Adam Lacey f Deborah Ashby

e
5]

v Everyone (in Meeting

Adam Lacey

& A W & ? (-]

Mute Stop Video Invite Manage Participants Share Screen [UE Chat (Alt+H) B Reactions
. ; Zyeie .

If people are being obnoxious with chatting, YOU can turn off the function by clicking your Security Shield

and clicking on




2 — You want to save the message. Click on the 3
SaV| ng th e TeXt Of th e C h at dots, then “Save Chat”. Note: “Show in Folder”

1- Someone clicked Chat to send a message

& Zoom Group Chat - ) X

e G ;.'1 . helﬂlio'ri e

Mute Stop Video Security  Participants Chat

Fvarvon
VE ,( €

how are you?

3 — It will be saved wherever your Zoom docs go.

A | » ThisPC > Documents » Zoom » 2021-12-2122.09.33 Laura Tucker's Personal Meeting Room

A

& Tucker ancestry A Name Date modified Type Size b
@) Vacation House Rentals | meeting_saved_chat 12/21/2021 10:14 PM Text Document S
o Weight watchers | ype message here Save Chat
u L0OM Participant Can Chat With.
: No One
@ OneDrive - Personal Host Only
3 ThisPC v Everyone Publicly
J 30 Objects L ’ - Merge to Meeting Window
Desktop .
| Documents To:  Everyone v

& Downloads







Laura Tucker

Mute

* Click End. Then End Meeting for All

* Alternately, if you must leave the meeting, but the
meeting will continue without you, click Leave

Meeting. End Meeting for Al

e FIRST: make sure you have a Co-Host in place.

Leave Meeting




Check out the Zoom Learning Center Site for Short Learning modules.

€ & learning.zoom.us/leam/learning_plan/view/16/during-the-meeting
Apps marks M Inb & TheCrossword - Th.. &, Your Acc a I @ Weight Watchers Tr.. @ MahJongg Online @ (87) Rummikub on... @ Bristol Landing Con... % OneDay University & GAMM Theatre Hist.. @ LLCProClass ) Conw
ZOOom | Learning Center Search content in the platform n
Home Course Catalog > During the Meeting

During the Meeting e

ABOUT THIS LEARNING PLAN LEARNING PLAN STRUCTURE

Welcome to During the Meeting! This learning plan is recommended for those who already have a Zoom account but are still fairly
new to Zoom Meetings or want to up their in-meeting skills.

This set of courses will give you what you need to host or participate in a meeting with confidence.

Here are some of the things you'll learn:

How to use in-meeting chat. reactions, and non-verbal feedback
A variety of ways to share your screen, video, or audio in a meeting
The various layout options in a Zoom Meeting and how to switch between them

How to record meetings locally on your computer or to the cloud (some users)
How to manage. trim, and share cloud recordings

Upon successfully completing these courses and the end of learning plan quiz, you'll receive a downloadable certificate.

*The quiz will remain locked until all courses in the learning plan are complete*






Simple Method for Scheduling a Meeting

With a licensed account, the link to attend one of your meetings is always the same*

Zoom icon on your desktop u

New Meeting

New Meeting

(e
ve 2

Click on
Participants
Clickon Invite  Then click either Copy Invite Link or Copy Invitation

Click on
Click on
End your meeting n

To your E-Mail and start a new mail note

Subject line, such as ‘Link for Tuesday’s Class’
A quick message and either just the Link, into the body of the mail note (my fav), or the entire Invitation.

The addresses and Send. (Rather than individual addresses, you may have created a Distribution List of class members. If so, use the

name of the DL in the Address field.)

* Because you indicated that option in your Settings



Multi-step Method*: Within Zoom - Using the name of your (GMAIL) DL
as the invitees when creating a meeting in Zoom

o

00

New Mesting ~ Join
Mo upcoming meetings today
Schedule share screen

Step 1- Click ‘Schedule’

* There are other Step 2-

multi-step methods

Google selected. It links to my GMAIL contacts list.

. ‘Guests’ field has ‘Zoom Class LLC" with 7 people on the DL
Schedule Meeting

Topic 2
% Laura Tucker's Zoom Meeting More actions -
Laura Tucker's Zoom Meeting

Start: Wed December 22, 2021 v 12:00 PM
Duration: 1 hour v 0 minute
Recuriing resting Tirne Zone: Eastem Time (US and Canads) v e
Meeting ID o
Generate Automatically © Personal Meeting ID 906 229 0012
Security
Passcode (@D
Only u who have th te link or f eetin.
Wi 2 Busy -~ Defaultvisdity - D
Only users admitted by the host can join the meeting B
Only authenticated users can join: Sign in to Zoom i
Video
Host Q on O off Participants: © on () Off
Audio
Telephone © Computer Audio Telephone and Computer Audio
‘ )£
— Step 3 — In the ‘Guests’ field, enter the name of
lendar
Outock O Google Coender Othr Calendrs your Distribution List. Click on the name of the DL
Advanced Options - and the names of the members will be listed.

“ Cancel

Enter schedule and pick calendar — note

Continued >

Click ‘Save’



Continued — Scheduling through Zoom using a Distribution List for entering addresses

Laura Tucker's Zoom Meeting More sctlons™=
Jan 28, 2022 12:00pm to 1:00pm  Jan 28,2022 (GMT-05:00) Eastern Time - New York Time zone N Ote : D O N OT

[0 Allday Does notrepeat ~ Clle on blue

Event Details Find a Time Guests

box saying
‘Add Google

https:/us02web. zoom.us/|/9062290012 fhui]

8 guests
7 iting

awatin 8 ’
Email ~ 30 minutes ~ X ee ses
‘ Laura Tucker
Organizer

@ siicarpenTER

Notification ~ 30 minutes ~ X

Add notification e Schaeffer Ira*

@ Guccione Linda*
@ vinda shamoon»
Busy - Defaultvisibity - @ ° Patricia Becker *

O Ruth Guyer *

@ Okashige Sidney *

Laura Tucker @ ~

BB U |==|= %

Laura Tucker is inviting you to a scheduled Zoom meeting

* Calendar cannot be shown (3
Join Zoom Meeting
hitps:/us02web zoom us/j/2062290012

Guest permissions

O Modify event
Invite others

Meeting ID: 906 229 0012

See guestlist Would you like to send invitation emails to Google
Calendar guests?

@ Back to editing Don’t send Send

Step 4 — Click ‘Save’ and a pop-up box will
ask if you want to Send. Click Send.

Method Tested only on GMAIL/Google Calendar. Please send along examples of using a
Distribution List from other E-Mail Services



Practice: Get a Friend, or Two, to Practice with You

Invite the person to a meeting by Sharing DESktOp
sending the link
Start the meeting and Admit * Share your dESktOp and show the
i person:
Practice:

» Gallery View and Speaker e A presentation

View for each of you .
 Making the person a Co-host *A VIdEO

*  Muting the person * Have the person share his/her
* Having the person

unmute him/herself dESktOp and show you
e Change the person’s name o A presentation

* Each of you change the

person’s name e A video

e Test out Chat for each of you



