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It is strongly recommended you
use a computer of some kind -
not a mobile device. A mouse is

also much better than a trackpad.

Features in your rooms depends
on account settings. Keep your
Zoom client updated.

This class covers Basic Hosting.
Take the Security and our other
classes to be fully educated on
hosting.

Thege slides and more are
avallgble to download from our
website.

Please note that these are my
opinions only and do not
represent Overeaters
Anonymous.

NOTES
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Signing in or Claiming Host

Views

Waiting Room

Hosts vs. Co-Hosts

Room Settings

Managing Participants

Managing Chat

TOPICS

This class teaches you the tools
and how to use them.

The security class discusses best
practices and Traditions
implications to using the tools.

Use your own account or obtain the
username and password and change your
name after you enter the room as host.

There are different features available for
different account levels.

200Mm -

us02web.zoom.us

(Iorangel\em@gmail.com

Keep me signed in

or sign in with

Q [ G 0

HOW TO
BE “HOST”
1. SIGN IN
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Start an
Instant
Meeting

@

New Meeting Join
o .
Schedule Share Screen

Start a
Scheduled
Meeting

Sat, Jun 3

07:00 AM - 08:00 AM Sharing & Meditation Edit Delete

Occurrence 14 of 50 Meeting ID: 836 7282 0001

09:30 AM - 10:30 AM Encinitas Speaker & Sharing

Occurrence 14 of 47 Meeting ID: 840 7632 2836
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Host

HOW TO BE

v e Enter the Host Key to claim host role 66 H : s T 5y
e Lo Host key is a 6-10 digit number
OR
Sign In to Claim Host 2. C LAIM H OST
= Stay in

VIEWS
View to Speaker
be an v Gallery
effective

Fullscreen
host.

= Also display the
Participants Panel.

« Learn more about Views
in our other classes.
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= For publicly available
meetings, the waiting
room is the most
effective security
measure.

= The waiting room is
turned off by default for
rooms using “Claim
Host” method.

= TURN IT ON! Use it early
and use it often.

WAITING
ROOM

Zoom controls for host

Lock Meeting
v Enable Waiting Room

v Hide Profile Pictures

Allow participants to:
Share Screen
v Chat
1. Click “Securi’ry.” ¥ Rename Themselves

v Unmute Themselves

2. Select “Enable
Waiting Room.”

v Start Video

Remove Participant

ENABLE
WAITING
ROOM

10
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Hosts can:

= View participants in the waiting
room at the top of the
participants list.

= Admit participants.

= Remove participants. They will
not be able to come back in for
that meeting.

= Participants can also be moved
back to the waiting room - not
very useful.

WAITING
ROOM

Features

11
v Participants (3) W a ITI N G
2 people are waiting  Message Admit all ROOM
Cathy C Remove .
How it works
Amy A
1 participant in the meeting
v Shi... (Host, me, participant ID:
12
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« To make a user a co-host:

3. Click “Make Co-Host.”

make another user a host.

There is no limit on the number of co-
hosts. It's very important to have at
least one co-host.

Co-hosts can not:
Start or end a meeting.
Start a few advanced features.

1. Hover over their video H OSTS
2. Click ... (More). A N D
Only the host can assign co-hosts or ‘ O - H OSTS

13
— ;0 1
Ask to Unmute -
' Participants
- m] X

v Participants (2)
Chat

. Jud... (Host, me, participant ID: ) (A
Stop Video

@ motorola. Chat
Make Host Ask to Start Video
Make Co-Host Make Host

Withdraw Co-Host Permission
Allow Record
ename
Rename
Put in Waiting Room
Remove
|
14
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N ROOM SETTINGS

Security

Lock Meeting
v

v Hide Profile Pictures

. . Allow All Participants to:
Maximum Security . P
v" Chat
Rename Themselves
Unmute Themselves

Start Video

Collaborate With Zoom Apps

15

=24 PARTICIPANT

Participants

SETTINGS

Ask All to Unmute

. . v Mute Participan on Entry
Maximum Security bl Lol o 4

ﬂ Allow Participants to Unmute Themselves

Allow Participants to Rename Themselves
Play sound when someone joins or leaves
v Enable Waiting Room

v/ Hide Profile Pictures

Lock Meeting

16
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CHAT
SETTINGS

Participant Can Chat with:
Maximum Security
No One /

v Host and co-hosts
Everyone

Everyone and anyone directly

17

Mute a parﬁci;?a.nt. M A N AGI N G
Request a participant unmute. PA RTI CI PA NTS

The participant will still be
able to unmute unless
restricted.

Request a participant

start video.
Stop video for an individual
participant.

The participant will not be
able to restart their video.

18
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Restrict a participant’s ability to

chat.

Delete chat by a participant.

Rename a participant.

Lower a participant’s hand.

Mute dll - in participants list.

Ask all to unmute - under ...

(More) in participants list.

Remove a participant.

MANAGING
PARTICIPANTS

V4

19

# AktUmt.

m I II

W l/
- Assign to Type Closed Caption
/ Allow to Record Local Files
] Allow to Multi-pin

Put in Waiting Room

Remove

MANAGING
PARTICIPANTS

Va

20
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DELETE IN
CHAT

€3 Meeting Chat = O
Intruder, to Everyone 12:01 PM

something nasty ouch & & -

8] @ Ma

Se Who can see your messages?

Type message here...

21
21
Ellen 919-999-6085
zoom@oasandiego.org
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