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‘We've sent an email to
Click the confirmation link in that email to begin using Zoom.

Resend another emall

WHAT IS ZOOM?

Zoom unifies cloud video
conferencing, simple online
meetings, and group

messaging into one easy-to-

use platform.

HOW DO | CREATE A
ZOOM ACCOUNT?

If you have not yet
downloaded and signed
in to Zoom, open
zoom.us/signup in your
browser.

Enter your preferred work
email address.

Zoom will send an email to
the email address you
provided.

Follow the account setup

instructions provided in the

email.
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https://zoom.us/signup

£ schedule meeti ng

Duration: 1 hour ad 0 minute v
| Recurring meeting Time Zone: Central Time (US and Canada) ~
Meeting ID
O cenerate Automatically ) Personal Meeting ID 541-838-1193
Password

] Require meeting password

Video
Host: on O of Participants: on Q off
Audio
v} Telephone ) Computer Audio 0 Telephone and Computer Audio
Dial in from United States Edit
Calendar
o Outlook ! Google Calendar | Other Calendars

|| Advanced Options ~ ||

| Enable waiting room
Enable join before host
| Mute participants on entry

' Only authenticated users can join: Sign in to Zoom

Alternative hosts:

xample:john@c

Cancel

W Participants (2)

6, Molly Parker (Host, me) ! =

-&_-, Tim Reichmuth | Mute |
Chat

Stop Video

NISK S H(0)
Make Co-Host
Allow Record
Rename

Put on hold

Remove

WHAT HOST ROLES
ARE AVAILABLE IN
ZOOM?

Host: The host schedules the
meeting and has full
permissions to manage the
meeting.

Alternative hosts: An
alternative host is similar to a
co-host in the ability to
manage administrative
controls during the meeting.
Unlike a co-host, they can be
assigned prior to the meeting
and can start the meeting.

Co-hosts: A co-host can
manage many of the
administrative controls
similar to the host. However,
the co-host cannot be
assigned prior to the meeting
and must be assigned during
the meeting. A co-host
cannot start a meeting.
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© zoem

) schedule meeting

Schedule Meeting

Topic

Zoom Meeting

Start: Tue March 31, 2020

Duration: 1 hour

Recurring meeting

Meeting ID

o Generate Automatically

Password

| Require meeting password

Video

Host: Or o

Audio

Telephone

Dial in from United State

Calendar

o Qutlook

Advanced Options ~

Meeting Purpose:
(

Participants:

03:58 PM

esday, March 31, 2020

No upcoming meetings today

1 0 minute H

Time Zone: Central Time {US and Canada) ~

Personal Meeting ID

Computer Audio

s Edit

Google Calendar

03:00 PM

o Telephone and Computer Audio

i

Other Calendars

Cancel

HOW DO | SCHEDULE
A MEETING?

Open the Zoom application
and sign in.

Click Schedule.

Type the topic or name for
your meeting.

Select the date, time, and
duration of your meeting.

If the meeting is recurring,
select Recurring Meeting and
set the schedule.

Zoom will automatically
generate a Meeting ID. You
can change to your Personal
Meeting ID, if you prefer.

You may set a password for
added security.

It is recommended to start
with Host and Participant
Video Off and allow the host
and participants to turn on
their video in the meeting
when ready.

It is recommended to select
Telephone and Computer
Audio.

Select the type of calendar
meeting.
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U Schedule meeting

Duration: 1 hour b 0 minute b
Recurring meeting Time Zone: Central Time (US and Canada) ~
Meeting ID
o Generate Automatically Personal Meeting ID 541-838-1193
Password

Require meeting password

Video
Host: P o 8| Participants: T o
Audio
Telephone Computer Audio o Telephone and Computer Audio
Dial in from United States  Edit
Calendar
o Outleok Google Calendar Other Calendars

IAd\ranced Options -~ I

Enable waiting room
Enable join before host
Mute participants on entry
Only authenticated users can join: Sign into Zoom
Automatically record meeting
Alternative hosts:
mplesjohr

Meeting Purpose:

Cancel

Under Advanced Options, you
will find more settings for
your meeting.

If you prefer participants to
wait in a waiting room until
the meeting begins, you may
select Enable Waiting Room.

You may select to allow
participants to enter the
meeting before the host.

You may select to Mute
Participants on Entry.

You also have the option to
limit the meeting to only
authenticated Zoom users.

If you need to record the
meeting, you can set Zoom
to record the meeting
automatically.

You may add an alternative
host to start or host the
meeting.

Select or type the Meeting
Purpose.

When all preferences have
been selected, click
Schedule.
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© zoom

My Persanal Meeting ID (PMI)

Today

Optional Meeting: Discuss Virtual
Coordinator Support
2:00 PM-3:00 PM

Host:
Meeting ID:

Recurring meeting

A-Team Zoom Meeting
Host:

A-Team Zoom Meeting

Recurring

Meeting I

Host,

Start.

ow Meeting Invitatior

Meeting Topic:

Host Name:

Invitation URL:

Participant |D:

/?\

Join Audio

fa Copy Invitation # Edit X Delots

Sample Zoom Meeting
Erendan Ittelson

hitps:f /success.zoom.us/j/221189785

35

Share Screen

2: u ®

Participants  Share Screen Chat

Join from a Raom

APy

Py

Invite Others

HOW DO | JOIN THE
SCHEDULED
MEETING?

You may join a scheduled
meeting prior to the start of
the meeting to test your
settings.

Open your Zoom application
and sign in.

All of your scheduled
upcoming meetings should
appear on the Meetings

page.

Click on the meeting you
wish to join.

Click Start.

The meeting will open in a
new window.

At the bottom of the
window, will be a toolbar
where you can control
various settings.
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2 Phone Call Ll Computer Audio

Join with Computer Audio

Testing speaker...

Do you hear a ringtone?

Yes Mo

Speaker 1: Headset Earphone (Sennheiser SCTO USBf - -

Output Level:
Testing microphone...
Speak and pause, do you hear a replay?

Yes Mo

Microphone 1: Headset Microphone (Sennheiser SCTOUS -

Input Level:

Speaker and microphone looks good

Speaker  Headset Earphone (Sennheiser SCT0 USE for |

Microphone:  Headset Microphone (Sennheiser SCT0 USE fio

Join with Computer Audio

HOW DO | TEST MY
AUDIO AND VIDEO?

When joining a meeting, be
sure to test your audio and
video first. Click Test
Speaker and Microphone.

Zoom will prompt you to
listen for a tone. Zoom will
test all connected speakers
until you select Yes.

If you are unable to hear a
tone and select No, Zoom
will prompt you to Test
Again or Join Audio by
Phone. If your computer
speaker/headphone is not
working, you may Join by
Phone.

Next, Zoom will prompt you
to speak. Speak and then
pause to hear the recording
played back. Zoom will test
all connected microphones
until you select Yes. If you
are unable to hear your
recording and select No,
Zoom will prompt you to
Test Again or Join Audio by
Phone. If your microphone is
not working, you may Join
by Phone.

If the speaker and
microphone are working
successfully, join the
meeting with Computer
Audio.
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We have tested all your speakers

Zoom Help Center

Cetting Started Mobile

Mobile

IF MY SPEAKER/
MICROPHONE IS NOT
WORKING, HOW DO |
JOIN AUDIO BY
PHONE?

If you need to join the
meeting by phone, click Join
Audio by Phone.

Zoom will prompt you with
the appropriate phone
number(s) and information
to enter when calling into
the meeting.

The Zoom invitation email
will also include information
and instructions on how to
join the meeting audio by
phone.

CAN | USE A ZOOM
APP ON MY SMART
PHONE?

A computer is
recommended. However, if
you are encountering
technical issues or a
computer is not available,
visit support.zoom.us to
learn how to use Zoom on
your specific mobile device.
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HOW DO |
MUTE/UNMUTE MY
MICROPHONE?

In the bottom left corner of
your screen, click Mute to
silence your microphone.

2 A

Twvite Participants  Share Screen

In the bottom left corner of
your screen, click Unmute to
turn on your microphone.

Imvite Participants  Share Screen

HOW DO | CHANGE MY
AUDIO SETTINGS?

Next to Microphone, click on
the up arrow to access more
audio settings.

You have the option in this
menu to switch to phone
audio if needed.

Q' CENTER FOR PUBLIC MANAGEMENT 8



Seloct a Camera (Alt+ N to switch)

HOW DO | START/STOP
MY VIDEO?

In the bottom left corner of
your screen, click Start
Video to turn on your video
in the meeting.

In the bottom left corner of
your screen, click Stop Video
to turn off your video in the
meeting.

HOW DO | CHANGE MY
VIDEO SETTINGS?

Next to Start Video, click on
the up arrow to access more
video settings.

You have the option to
switch to a virtual
background with this menu.
If your device does not meet
the requirements for a
virtual background, you may
need a green screen.
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HOW DO | MANAGE
PARTICIPANTS?

Click Participants at the
bottom of the screen and a
list of participants will open
on the right of the screen.

HOW DO |
MUTE/UNMUTE ALL
PARTICIPANTS?

In the Participants window,
click Mute All or Unmute All.

If you selected Mute
Participants Upon Entry when
scheduling your meeting,
you will need to Unmute All
to allow participants to
speak.

HOW DO | ADDRESS A
PARTICIPANT WITH A
RAISED HAND?

Under Participants, hover
over a participant with their
hand raised to see possible
options.

Click Lower Hand to lower
the participant's hand.

Q' CENTER FOR PUBLIC MANAGEMENT 10



S HOW DO | MUTE OR

Participants (4)

STOP VIDEO FOR A
PARTICIPANT?

Under Participants, hover
over a participant's name.
Click Mute.

;% ¢
000&
F r O

© © © © © ¢ To stop a participant's

Vere video, click More. A menu
will appear giving you
options to stop video,
remove the participant, and
more.

- HOW DO | MAKE A
PARTICIPANT A HOST
OR CO-HOST?

Under Participants, hover
above a participant's name,
click More. An options menu
will appear.

@ © 0 © o o

Mute All Unmute All More ~

You may select Make Co-

_ host so the participant will
SEACRAE have similar administrative
controls as the Host.

Zoom Group Chat

If you need to give up your
Host role and assign it to
someone else, you may
select Make Host. You can
only regain Host controls, if
the current Host makes you
the Host again.

Q' CENTER FOR PUBLIC MANAGEMENT 11
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Type message here...

2 settings
General
Video
Audio
o) Share Screen
CECN
Virtual Background
Recording
Profile
") Statistics
() reedback

() Keyboard Shortcuts

@ Accessibility

Zaom Group Chat

Zoom Group Chat

[

Save Chat

Participant Can Chat With:
No One
Host Only
Everyone Publicly
+ Everyone Publicly and Privately

Blocked users | Manage blocked users...

Unread Messages
Keep all unread messages on tap
Show unread message badge (i@l ) for channels
Meve messages with new replies to the bottom of the chat
When viewing unread messages in a channel:
O start at the first unread
Start at the latest
Push Netifications
O Al messages
Only private messages and mentions

Mothing

With exception for Channels...

Receive notifications for | Keywords
Notify me about new replies an messages | am following

Do not disturb from: f L to s

Play sound when | receive a new message | |

Mute notifications while | am in a meeting or an a call

Show netification banner on screen until dismissed

HOW DO | USE THE
CHAT FEATURE?

Click Chat on the bottom of
the screen to open the Zoom
Group Chat. The chat box
will open on the right of the
screen.

You may select to send a
private message or a
message to everyone in the
group.

You may also change the
participant chat settings by
clicking the menu on the
right.

If you prefer participants
only be able to send
messages to the host, select
Host Only.

In your Zoom account
settings, under Chat, you
have various options for
controlling your chat
settings. You may select
Play Sound When | Receive a
New Message to hear when
there is a new message in
the chat.

Q' CENTER FOR PUBLIC MANAGEMENT 11



I S HOW DO | SHARE MY
DEVICE SCREEN?

& Click Share Screen to share
your device's screen or

- ’ specific programs in the

o meeting.

ol | s B Zoom will prompt you to
: S select which
screen/program you prefer
to share.

You may change screen
= sharing permissions by
clicking the up arrow next
to Share Screen.

v If participants need to also
share their screens, you will
need to change the screen

A share settings to All
<D Participants.

@ 2Zoom Mesting i - o x
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© Breakout Rooms - Mot Started X
Mgeti"g Tgpi. * Breakout Room 1 Assign
= Breakout Room 2 Assign
Host:
* Breakout Room 3 Assign
Invitation UR|
Participant IO
Jein Audie Invite Others
Recreate ~ Options ~ Add a Room Open All Room
[ ]
ar’ . . @
Manage Participants Polls Share Sereen Chat Record  Closed Capti  Breakout Rooms

CAN | RECORD A
MEETING?

Yes, with permission of the
meeting host, you may
record a meeting by clicking
Record at the bottom of the
screen.

You may access a cloud
recording in your Zoom
account.

WHAT ARE BREAKOUT
ROOMS?

Breakout Rooms allow
participants in meetings to
be divided into smaller
groups.

Participants can be pre-
assigned to Breakout Rooms
prior to the meeting or
during the meeting.

A timer can be set to return
participants to the main
meeting room.

Ty LNV ITY of ORLAFOMA
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ts © Meeting

Meeting Report Repert Queue

Report Type

Zoom Video Tutorials

View Live Training

901-236-B63

208-845-91%  Gener

HOW CAN | VIEW
ATTENDANCE
REPORTS?

Access your Zoom account
online.

Select Reports on the left of
your screen.

Click Meeting Report.

Select the meeting you wish
to view.

Click Generate.

NEED MORE HELP OR
TRAINING?

Visit support.zoom.us for
more information.

UNIVERSITY GUTREACH
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