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PART 1

YOUR SETTINGS

4 Q, Search

New Meeting ~

19

Schedule

Ctrl+F

Share Screen

L

Mail

Calendar

Team Chat

Phone More

Set Status Message
Work Location Off >
Forward Calls

Try Top Features

Check for Updates

Discover What's New

Help >
Settings

Add Account

Sign Qut

KEEP
ZOOM
UPDATED
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SignIn

" Email Address
|

‘ Password Lo}

Forgot password?

By signing in, | agree to the Zoom's Privacy
Statement and Terms of Service

Stay signed in
Or sign in with

Q [ G 0

SS0 Apple

SIGNINTO

YOUR
ACCOUNT

00:12:31 532 View

Signin O

Products

Z00Mm

Solutions

Resources

PERSONAL

Home (ED

Meetings -~
—

Edit

Display Name
Picture

Personal Meeting ID
Host Key

UPDATE
YOUR
ACCOUNT
PROFILE

1/21/2024



@ Zoom Meeting

Overcomers: 100 Pounder Sharing

894 2490 4306

OA San Diego Room #1

s02web.zoom.us/j/89424904306?pwd=
YjB20DFZaVIGKORSWEhUL3FIL1d0QT09

327147

Enabled

USE
MEETING
INFO
WINDOW

Screenshots on a PC running Zoom 5.17.2.

D settings
=)
Video

Audio

Share Screen

Team Chat

Zoom Apps
Background & Effects
Recording

Profile

Statistics

Keyboard Shortcuts

Accessibility

Start Zoom when | start Windows

When closed, minimize window to the notification area instead of the task bar

Use dual monitors (D

Enter full screen automatically when starting or joining a meeting

Automatically copy invite link once the meeting starts
Always show meeting controls (D
Ask me to confirm when | leave a meeting

Show meeting timers

Remind me 5 minutes before my upcoming meetings

Stop my video and audio when my device s locked
Integrate Zoom with Outlook (D

Show user profile icon next to in-meeting chat messages

Zoom Updates

Automatically keep Zoom desktop dlient up to date

Update Channel | Fast v @
Theme

O Light Dark Use system setting

CHANGE
YOUR APP
SETTINGS
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Start Zoom when | start Windows

When closed, minimize window to the notification area instead of the task bar

&

Use dual monitors (@)

Enter full screen automatically when starting or joining a meeting
Automatically copy invite link once the meeting starts

Always show meeting controls @

Ask me to confirm when | leave a meeting

e000

Show meeting timers

Remindme 5 minutes before my upcoming meetings

Stop my video and audio when my device is locked
Integrate Zoom with Outlook @

Show user profile icon next to in-meeting chat messages

Zoom Updates
Automatically keep Zoom desktop client up to date

Update Channel | Fast v @

GENERAL

SETTINGS

Camera

Integrated Webcam v

Original ratio HD

My Video
Mirror my video
Touch up my appearance

Adjust for low light | Auto v

Always display participant names on their video

Turn off my video when joining
Always show video preview dialog when joining

Hide non-video participants

Hide Self View

Enable stop incoming video feature

See myself as the active speaker while speaking
Maximum participants displayed per screen in Gallery View:

25 participants O 49 participants

Advanced

VIDEO
SETTINGS

10
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Audio Profile

O Zoom background noise removal (recomnm nded for most rs) @
Background noise suppression Learn more
Low (faint background nc
Medium mputer fan, pen taps
High
Personalized audio isolation fe @
Original sound for musicians (recommended for studio environments) ()
Live performance audio (E3LY (recommended for multiple instruments or ve G
Ringtones
Ringtone Volume: {———@ o)
Meetings: Default v
Contacts:

Automatically join audio by computer when joining
Mute my microphone when joining
Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

Advanced

Speaker
Test Speaker Speakers (Intel® Smart Sound Technology for MIPL.. v

Output Level:

Volume: < o—
Use separate audio device to play ringtone simultaneously
Microphone
Test Mic Same as System (Microphone Array (Intel® Smart.. v
Input Level:
Volume: « ®- <

Automatically adjust microphone volume

AUDIO
ETTINGS

11

Window size when screen sharing:

Fullscreen mode Maximize window O Maintain current size

Scale to fit shared content to Zoom window
Show my Zoom Windows to other participants when | am screen sharing
Enable the remote control of all applications

Side-by-side mode @

Silence system notifications when sharing desktop

Share applications
Share individual window

© share all windows from an application

When | share my screen in a meeting
Automatically share desktop @

© show all sharing options

When | share directly to a Zoom Room
Automatically share desktop @

© show all sharing options

Advanced

SHARE
SCREEN
SETTINGS
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Bt sockarnms T MORE

Images
Videos

SETTINGS

Mirror Video
Studio Effects

RECORDING

Local & Cloud

PROFILE

Edit, switch(!)

STATISTICS, SHORTCUTS

Geeks

13

Closed Caption

~~ ACCESSIBILITY

Caption color:

()
o SETTINGS
Translation color: (\) . . ‘

Closed Captioning will look like this

Translations will look like this

Always show captions (3

Show original and translated in the meetings captions menu (@

Dim Screen Share Video

Automatically dim video when flashing images or visual patterns (such as stripes)
are detected.

Chat Display Size (Ctrl+/-)
100% v

14
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PART 2
HOSTING SETTINGS

1/21/2024
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Fee

| free to download these : I F

“Claim Host” method
Waiting room options

Settings for Zoom Account Administrators and Owners H O S T I N G

SETTINGS

“New chat experience”

Defaults

Minimum versions
Settings when sched“M
SORT GALLERY VIEW

16



— ROOM

v Enable Waiting Room

ideprofe picures SETTINGS

Allow All Participants to: Secur“y

Share Screen o0 1
-

Participants

v Chat
Rename Themselves

Unmute Themselves

Start Video

17

Ask All to Unmute R O O M
v/ Mute Participants upon Entry

Allow Participants to Unmute Themselves

Allow Participants to Rename Themselves S ETTI N GS

Play sound when someone joins or leaves qu.l.icipq n.I.s

v Enable Waiting Room

Hide Profile Pictures o0 1
. e n
Lock Meeting

Participants

December 2023)

18
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Participant Can Chat with:
No One
v Host and co-hosts

Everyone

Everyone and anyone directl

ROOM

SETTINGS

o0 1
- n

Participants

Chat

19

December 2023)

PART 3
VIEWS

20

1/21/2024

10



Understand Zoom'’s ordering
algorithm. Participants are added
in order of arrival and reordered as
raise hands, unmute, speak, and
turn video on and off.

Create your own view by going to
View > Sort Gallery View, if
enabled.

Move checkers around the
checkerboard.

Release video order.

TIP: Don't lower hands until done
speaking.

GALLERY
VIEW

21

View participant’s connection.
Adyvise folks to turn off video.

Fullscreen - exit fullscreen
Spotlight

Add/replace Spotlight
Participants can change back
Pin & Multi-pin

TIP: Pin to catch intruders

SPEAKER
VIEW

22
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Panels = Windows

Participants
Chat
Transcription
Q&A

Breakout Rooms

Apps

Polls
Merge (docked)
Pop-Out, Resize, move

Keyboard shortcuts

TIP: Close Participants Window to get
better waiting room notifications.

PANELS

1/21/2024
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1. View options: Side-by-side mode

You are viewing Vanessa Simmons's screen View Options v

Original Size
Request Remote Control

4
= Annotate

Molly Parker /M Vanessa Simmoi
Side-by-side Mode

2. Hover pointer over boundary
between shared screen and
videos until it changes to a double
arrow and you see a grey line
separating both views.

3. Click and drag the separator to
adjust the size of each view.

EXTRA: View Options - change size

SEE MORE
DURING
SHARING

24
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PART 4
TIMER

25

First -- Install from the Zoom
Marketplace

(Sign into your account)

Open the app during a
meeting

@ Timer

INSTALL
OPEN

26
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00 04:00

START
STOP

START
STOP

28
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PART 5
SCREEN SHARING

29

Basic Advanced Files BAS I C

Share Sound: In addition to O PTI O N S

sharing your screen, share
sound directly from computer.

Optimize for video clip.

Do not enable if you are not
sharing a full screen video clip,
as it will blur your screen share.

O Share sound v D Optimize for video clip Q) O Share to breakout rooms

30

1/21/2024

15



Basic Advanced

PowerPoint as Virtual
Background

Portion of Screen: Click and
draft to adjust green border.

Computer Audio: Uses
speaker in audio settings.
Click arrow to switch
between mono, stereo.

Video: Share locally stored
video through Zoom'’s video
player.

Content from 2nd Camera: If
connected.

Files

- ADVANCED

OPTIONS

¥ Mono

Stereo (High-fidelity)

Video

Content from 2nd Camera

Whiteboard Annotate

Select

/

Spotlight

WHITEBOARD

® B H ¢ @ M-

Eraser Format Undo Redo Clear Save

Line Width

. Nar4

Font

1/21/2024
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See more! (Windows)

Show / Hide Video Panel
Minimize video panel
Active speaker
Gallery view strip
Gallery view grid

See more! (Mac)

Show / Hide Video Panel
Minimize video panel
Active speaker
Gallery view
Large active speaker

34
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Be prepared. Open in tabs. S H A R E I_I K E

Use a second monitor.

Hide your menus and side A P RO

panels Use presentation view.
Keep the mobile user in mind.
Use a mouse spotlight.

Keep latency in mind.

Limit scrolling

Try some advanced features.

Practice, practice, practice.

35

PART 6
BREAKOUT ROOMS

36
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Enable and change settings in account B R EA KO U T
Create, add, delete rooms
Assign manually or automatically -
number of rooms /participants R O O MS
ano

Let participants choose oo
Breakout Rooms

Management options

Let participants change rooms, return to
main room

Closing room - manual or automatic
Broadcast message - text or voice
Share screen to all rooms or within a room
Hosts can move in and out of rooms

Optional closing countdown

1/21/2024
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Create ' - breakout room B R EA KO U T
\j o Create and ROOMS

¢ ertichessts chooes roum choose options

Allow participants to choose room
Allow participants to return to the main session at any time
Automatically move all assigned participants into breakout rooms

Automatically move all selected participants in breakout rooms to main meeting

Breakout rooms close automatically after: | 30 minutes
Notify me when the time is up
Countdown after closing breakout room

Set countdown timer: | 60 ¥ | seconds

38
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@ Breakout Rooms - Not Started
~ Room 1 7/ Rename X Delete Room Assign B R EA KO U I
~ Room 2 /" Rename X Delete Room Assign
~ Room 3 /" Rename X Delete Room Assign
~ Room 4 /" Rename X Delete Room Assign R O O M S
Modif d
~ Room 5 /" Rename X Delete Room Assign o I y q n
Q
~ Breakout Room 1 /" Rename X Delete Room
@Diane Miller
~ Breakout Room 2 @ Samuni Mani
~ Breakout Room 3 @Tom Lane
~ Breakout Room 4 Alan Fisher
Carl Hut
e Recreate Add Room Open All Rooms

® Breakout Rooms - In Progress X

» Unassigned

Vaani

+ Breakout Ri

+ Breakout Room 1

+ Breakout Room 2

oom 3

(4]
Join

Join

Broadcast a message to all ~

Close All Rooms

BREAKOUT
ROOMS

Manage, share screen,
give help, join a room,
close rooms

40
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Broadcast Voice

BREAKOUT

ROOMS

41

PART 7

MORE FEATURES

42
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Enable in account.

Turn on or respond to request to turn on CA PTI O N S

(can be anonymous).

View, save full transcript in separate
window depending on meeting
settings.

Settings — change font size, color.
Change speaking language

Add-on: Translated Captions

m A Select the language participants will use in this meeting

Speaking Language

Show Captions

Captions will appear in this language for everyone.

m ~ English v
Hide Captions ey -

43
S " INTERPRETATION
~ Language Interpretation (Audio)
Interpreter 1 X
EN English v e & Spanish b
v Sign Language Interpretation (Video) 1
Interpreter 1 b4
Vs 2 ¥
AsL American Sign Language v
- 4

44
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POLLING

Enable in account. Set up in
advance or during a meeting. Use
different question types and view
reports.

Q&A

Enable in account, turn on or off
during meeting.

RECORDING

Enable in account, modify settings.
Take anonymity into consideration.

POLLING

Q&A

RECORDING

1/21/2024
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RTFM - New versions, more features

View Meeting Info
Tweak your settings

Use Keyboard shortcuts
Alt key - show/hide controls
Space bar - mute/unmute

Hover for hints
Click More or ...
Watch onscreen messages

Hide self view

POWER

USERS

46
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oasandiego.org/zoom

Ellen 919-999-6085
zoom@oasandiego.org

MORE INFO

47
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