ROW 10O USE ZOOM
FOR VIRTUAL MEETINGS
& WEBINARS

Tammy Bjelland
Learning in Bloom

y@lea rninginbloom

www.learninginbloom.com



http://www.learninginbloom.com

1. Getting Started
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1.1. If you don’t have an account, sigh up

(1 @& Secure https://zoom.us/signup 0

CONTACT SALES 1.888.799.9666 FAQ SUPPORT

2 OOI l . SOLUTIONS ~ PLANS & PRICING SALES JOIN A MEETING HOST A MEETING ~ SIGN IN m

Sign Up Free

Your work email address

By signing up, | agree to Terms of Service

Or, sign up with Google or Facebook

Already have an account? Sign in.

y@learninginbloom

www.learninginbloom.com



http://www.learninginbloom.com
http://www.zoom.us/signup

1.2. Download Zoom to your computer
and/or phone and complete installation

https://zoom.us/download
CONTACTSALES 1

PLANS & PRICING SALES SCHEDULE A MEETING JOIN A MEETING HOST A

Download Center Download for IT Admin ~

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first
Zoom meeting, and is also available for manual download here.

E=T]

Zoom Plug-in for Microsoft Outlook

The Zoom Plug-in for Outlook installs a button on the Microsoft Outlook tool bar to
enable you to start or schedule a meeting with one-click.

e
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1.3. Open Zoom and select “Sign In”

Login (or )
Login with SSO

Or W Login with Google

v Keep me logged in

B A8

Login with Facebook

{ Back
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1.4. Set your audio and video settings

Start with video

Join

Start without video

s,
Er

Schedule

Share screen

¥ Settings
A
50 8 8 mC
. General Audio Video Video Background Record an Statistics | _
Speaker
Test Speaker Sound Platform -
A
Click Test Speaker to make sure you can hear others
Output Level: [ffoffdffffllfoflfl)
Output Volume:
Microphone

Please speak to your microphone. If you can not see the volume
indicator blinking, select a different mic.

Test Mic Built-in Microphone (Internal Microphone)ﬁ’g
InputLevel: [ b
Input Volume:

v| Automatically adjust microphone settings '

| Automatically join audio by computer when joining a meeting
| Always mute microphone when joining meeting
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1.5. Review and edit profile settings
https://zoom.us/profile/setting

Chat

Private chat
Auto saving chats
Allow host te put attendee on hold

Play sound on join/leave

Co-host
Annotation Su

Polling

Breakout room
Remote support
Virtual background
Closed caption

Far end camera control
Share dual camera

Attention tracking

Automatic recording

Cloud recording
Local recording

Automatic recording (Record on local)

»

\uto delete cloud recordings after days

When attendees join meeting before host

Encryption When a meeting is cancelled

When an alternative host is set or removed from a meeting

End-to-end encryption

Generate and require password for participants joining by phone
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2. Jolin a meeting
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2.1. Open Zoom

Tammy Bjelland @&« L¥ Settings

Start with video Start without video

Schedule
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2.2. Select “Join”

Tammy Bjelland @« L¥ Settings

Start with video Start without video

—>..

Schedule
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2.3. Enter Meeting ID

—

Don't connect to audio

Tammy Bjelland

Turn off my video
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2.4. Double check audio and video

Meeting Topic: Tammy Bjelland's Zoom Meeting

Host Name: Tammy Bjelland

Invitation URL: https://zoom.us/j/730721132
Copy URL

Participant ID: 19

Select a Microphone

Same as System
v/ ATR USB microphone

HD Pro Webcam C820

Jam Plus

'®

Built-in Input (Line In)

BoomDevice
Soundflower (2ch)
Soundflower (64ch)

Join Audio Share Screen Invite Others
! , y

Select a Speaker

Same as System

v Jam Plus
Built-in Output (Internal Speakers)
ATR USB microphone
BoomDevice
Soundflower (2ch)
Soundflower (64ch)

Leave Computer Audio

Audio Opdons...
13 veryon

Type messag

@learninginbloom
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3. Hosting a meeting/webinar
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3.1. Schedule a meetin
https://zoom.us/meetin

2 OOI l . SOLUTIONS ~ PLANS & PRICING SALES

Upcoming Meetings Previous Meetings Personal Meeting Room
_ —
My Meetings
My Recordings Start Time Topic Meeting ID
Mv Webinars Today 183-554-717
Zoom Rooms
. NE— Save time by scheduling your meetings directly from your calendar.
JSer Management
R g Management . Microsoft Outlook Plugin ? Chrome Extension $  Firefox Add-on
E Download Download Download
aroup I8¢
Managem:
20 \ (D] { Ders
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3.2. Add meeting detalils
https://zoom.us/meeting/schedule

My Meeting

02/23/2017 | 1:00

e 4 Registration option

Additional options
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3.3. Invite participants

Manage "My Meeting”

My Meeting

Feb 23, 2017 1:00 PM Eastern Time (US and Canada)

Addto | ERJ Google Calendar ‘ ‘ aa Outlook Calendar (.ics) ’ ‘ °Ya"oc Calendar
337-326-481

Join URL: https://zoom.us/j/337326481

Host Off

Participant Off

Both

Require meeting password

Enable join before host

Mute participants upon entry Supported versions

Use Personal Meeting ID 206-636-4955

@learninginbloom
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3.4. Set up your desktop with documents/
websites/apps you want to share

y@lea rninginbloom

www.learninginbloom.com



http://www.learninginbloom.com

3.5. Start meeting (from web, desktop, or mobile app)

Upcoming Recorded ¢

Personal Meeting ID (PMI)

206-636-4955 Deskt()p app

Always use PMI for instant meetings on this computer

Today

Start Edit Delete Copy

Upcoming Meetings Previous Meetings Personal Meeting Room Web App
Schedule a New Meeting /

Start Time Topic Meeting ID

Today My Meeting 337-326-481 Start | Delete
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3.6. Double check audio and video settings

Meeting Topic: Tammy Bjelland's Zoom Meeting

Host Name: Tammy Bjelland

Invitation URL: https://zoom.us/j/730721132
Copy URL

Participant ID: 19

Select a Microphone

Same as System
v/ ATR USB microphone

&

HD Pro Webcam C820

Jam Plus

'®

Join Audio Share Screen Invite Others

Built-in Input (Line In)

BoomDevice
Soundflower (2ch)
Soundflower (64ch)

p

Select a Speaker

Same as System

v Jam Plus
Built-in Output (Internal Speakers)
ATR USB microphone
BoomDevice
Soundflower (2ch)
Soundflower (64ch)

Leave Computer Audio

Audio Opdons...
13 veryon

Type messag
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3.7 Record (if you do not have automatic recordings set)

Zoom Meeting ID: 730-721-132

B v Chat

Meeting Topic: Tammy Bjelland's Zoom Meeting

Host Name: Tammy Bjelland

Invitation URL: https://zoom.us/j/730721132
Copy URL

Participant ID: 19

«

Join Audio Share Screen Invite Others

Record on this Computer 3 {R
Record to the Cloud #®0C

To:

Type message here.

xl.l

ge Participants Share Screen

@learninginbloom
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3.8 Share your screen

| NON Zoom Meeting ID: 730-721-132

e - o

Meet Whiteboard iPhone/iPad
Host -
. n s bl o
Invit| i E 1
n:‘-:.n "‘ =2
Parti
Finder - Desktop Google Chrome - Zoom sessi... Evernote - All Notes — Evernote com.apple.appkit.xpc.openAn...

| .

Je Keynote - Open Calendar Calendar - Calendar Messages

Share computer sound Optimize for full-screen video clip Share Screen

To: @R TUERS More v

‘ﬂ 2\ - : I"\,‘pe message here...

Invite Manage Participants Share Screen
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3.9 Manage participants

B v Chat

Meeting Topic: Tammy Bjelland's Zoom Meeting

Host Name: Tammy Bjelland

Invitation URL: https://zoom.us/j/730721132
Copy URL

Participant ID: 19

@

Join Audio Share Screen Invite Others

xﬂ 2~. 1 : I - ’ Type message here...

Invite Manage Participants Share Screen

@learninginbloom
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3.10 Chat

B - =

Meeting Topic: Tammy Bjelland's Zoom Meeting

Host Name: Tammy Bjelland

Invitation URL: https://zoom.us/j/730721132
Copy URL

Participant ID: 19

n.=] £

e

Join Audio Share Screen Invite Others

lﬂ 2\ : l J = Q Type message here...

Invite Manage Participants Share Screen
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3.11 End meeting

B V. Chat

Meeting Topic: Tammy Bjelland's Zoom Meeting

Host Name: Tammy Bjelland

Invitation URL: https://zoom.us/j/730721132
Copy URL

Participant ID: 19

Join Audio Share Screen Invite Others

Type message here...

S = ~ @

Manage Participants Share Screen
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3.12 Access recording

Upcoming Recorded ¢

Topic: Tammy Bjelland's Zoom Meeting

Thu, Feb 23, 2017 10:54 AM
Recording Path: /Users/tamarabjelland/
Documents/Zoom/2017-02-23 10.54.22 Tammy...

Play Video Play Audio Only Open Delete

audio_only.m4a

Name ~  Date Modified Size Kind
_ audio_only.méa Today, 10:54 AM 5 KB Apple...4 audio
() double_click_to_convert_01.zoom Today, 10:54 AM 380 KB Transc...ument
() double_click_to_convert_02.zoom Today, 10:54 AM 504 bytes Transc...ument
playback.m3u Today, 10:54 AM 104 bytes M3U Playlist
&« zoom_0.mp4 Today, 10:54 AM 5 KB MPEG-4 movie

& Macintosh HD » [y U » 4 to » [l Documents » || Z » [ 2017-02-23 10.54.22 Tammy Bjelland’s Zoom Meeting 730721132 » 4 audio

5 items, 638.41 GB available
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