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Using Zoom at AA&D



Agenda

* Prerequisites

* Reviewing Profile & Settings

* Reviewing the Controls and Ul
* Best practices

* Hands-on

* Questions concerning your particular use cases
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Zoom Video Conferencing

Connect to a meeting in progress

Start a meeting now

e Sign up for Account

* Install
e Zoom Client for Meetings

e Zoom Plugin for Microsoft
Outlook ]

* https://harvard.zoom.us/download RS e oo
* Pre-work:

* Scheduling a Zoom meeting
* Hosting a Zoom meeting

eate or manage your account
ith Harvardiey

ooooooooooooooo



https://harvard.zoom.us/download
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Profile & Account Settings
* Some useful things to know about:

* Profile
* Customize Personal meeting ID / link (optional)
* Capacity
* Host key

* Meetings
* Schedule, Edit, or Start via web
* Passwords now required by default
 Alternate hosts (vs. co-hosts) ZOONYY o s oums

 Webinars L
* License must be scheduled ot s

* Recordings T

* Settings - -
* Chat option
* Play sound when participants join or leave
* Allowing Co hosts - Ao Type
e Sharing options s e Marcgmnt
* Enabling Polling, Breakout Rooms, etc. » Account Management S
* Other > Schedule Privilege i

* Video Tutorials & Knowledgebase

Wideo Tutorials Join before hos

* Very helpful refreshers!



Desktop Client Settings  ses

* Some useful things to know video

* Client silent startup Audio

* Settings are defaults, can be changed 0 cha
per meeting

Virtual Background
* Virtual background limitations

e Alternate host vs. co-host

Recording
Advanced Features
Statistics

0 Feedback

D Keyboard Shortcuts

ﬂ Accessibility



Scheduling

via App

) Schedule a new meeting

Paul Kenneth Dzus' Zoom Meeting

via Outlook plugin

® e L

via Web

Schedule 2 Mesting

Schedule a Meeting

‘Outlook Plugin for Zoom
‘Schedule eur Zoom mestings dinecty from Cutiook with the Duticok pegin. Click here to downdoad.

Start: Wed January 22,2020 B+ [os:00am =
Duration: 1 hour - 0 minute -
Time Zone: (GMT-05:00) Eastern Time (US and Canada) ~

Recurring meeting

Meeting ID

o Generate Automatically Personal Meeting |D 617-496-6122

Password

Require meeting password

Video
Host: On O Off Participants: On O Off

Audio
Telephone Computer Audio o Telephone and Computer Audio

Dial in from United States  Edit

Calendar

o Outlook Google Calendar Other Calendars

Advanced Options ~
Enable join before host

Mute participants on entry
Record the meeting autematically
Alternative hosts:

Example:jchn@company.com;peter@school.edu

Schedule Cancel

Add a Zoom Settings View

Meeting Templates
Zoom My Templates
Zoom

Tapic

* Description (Optional)

Add Zoom Meet

Meeting ID

@ Generate Automatically

@ Room Finder R
Personal Meeting ID (PMI) 617-496-6122

Password

Require meeting password

Video

Host [ | off
Participant I Off
Audio

Telephone

Computer Audio

@ Telephone and Computer Audio
Dial from United States of America

Edit countries/regions
Advanced Options

Show

Signed in as Paul Kenneth Dzus

When

Duratice

Time Zone

Registration

Mecting ID

Meeting Password

Video

Busdioy

Meeting Options

School

Sign Out Alemative Hosts

| o

Enier your mesting description

01/22/2020 =2 | em | oam o

IGMT-5.00) Easter Time (U5 and Canacs)

D Recurving meting

D Required

@ Generate Automatically O Persanal Moeting I £17-486-5122

D Require meeting pacswond

Host Om @a‘l
Farticipant O~ @

([ Tekephone (™) Computer Audia (@) Botn

izl o Uinited States of America. Bt

Enabie join before host
D Muute participants upan entry
[ e wting raam

D Owdy authenticated users can join

D Recond the meeting astamatically

Eample: mary@company.com, peten@school edu



Reviewing the Controls and Ul

Desktop
The host controls will appear at the top of your computer screen if you're not currently sharing.

Mute/unmute audio Manage participants (mute, Chat with participants End/leave meeting
lock meeting, stop video)
Start/stop video Start or stop a recording

Mute Start Video Irvite Manage Participants Shara Closad Caption Breakout Rooms

1

Invite others to join your meeting
Copy the URL or Invitation into your chat or email application.

Share screen
You'll be prompted to select the screen or application that you
want to share (see below).

When you are screen sharing, the meeting controls will move to
the top of your screen. Minimized at top while screen sharing....

L] nnc Amaances

: o e Orav B 5Stop Share
: - - ”

= _ — _ ~ _

= Expands when you hover....

N Wl A 1

Join Audio Start Video Manage Participants New Share Pause Share Annotate
B Stop Share




Reviewing the Controls and Ul

w Participants (5)

Paul Kenneth Dzus (Host, me, participant 1D: 55) %

@ AAD-124 MtAuburn-603A8 8 =
o Claudia EJ L
@ Deidre Washingtan Martino ]
@ Karen E. Fahey L

Right-click users for per-user options

7

9 0 00 © © o

Ves no go slower go faster maore clear all
Mute All Unrmute All More
W Zoom Group Chat

To:  Everyone

Type message here...




Reviewing the Controls and Ul

00@@0’

yes go slower go faster maore clear all

Pute 4All Unmute All Maore

Mute participants on entry
v Allow participants to unmute themselves
v Allow participants to rename themselves

v Play Chime for Enter/Exit
Lock meeting

2 Advanced Sharing Options...

How many participants can share at the same time?
O One participant can share at a time

hultiple participants can share simultaneously (dual monitors recommended)

Wheo can share?
Only Host Q) All Participants

Who can start sharing when someone else is sharing?
O oOnly Host All Participants




When the meeting is over....

* End vs Leave

) End Meeting or Leave Meeting? =4

To keep this meeting running, please assign a Host before you click Leave
heeting.

I'd like to give feedback to Zoom

End Meeting for All Leave Meeting Cancel

* Don’t forget to end in room calls!



Best practices

* The meeting host and the presenter should ideally be two separate people,
if possible.

* Set up alternate hosts when scheduling, set up co-hosts when in progress

* While multiple participants can be in the same physical room, only one(1) § i
audio source should be in that room. a——

* |f not using ‘Mute on Entry’, remind remote users to mute their
microphones when not speaking to avoid background noise.

* The use of video is strongly encouraged to promote collaboration.

» Technical note: Audio quality is prioritized in Zoom: should a remote user have network quality/strength
issues, video quality will be reduced first, and then screen sharing refresh rate, in order to conserve
bandwidth for clearer audio.
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