ZOOM MEETING TRAINING
Rotary Club of Oakland
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USING ZOOM MEETING 3
FROM MOBILE

« Sign in to access all the features
* You can also join a meeting BECON
without signing in by clicking on /Z\
the gear icon to access basic . o D\ & 4
meeting settings ; L
« Start a meeting: Start an instant ,
meeting using this option
« Join: Join a meeting using a
meeting 1D Android Phone iPhone

« Schedule: Schedule a one time or
recurring meetings

« Upcoming: View, edit, start or
delete your scheduled meetings
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USING ZOOM MEETING 4
FROM DESKTOP

« Sign in to access all the features.
You can also join a meeting
without signing in by clicking on
‘Join a Meeting’

« Start a meeting: Start an instant
meeting using this option

« Join: Join a meeting using a
meeting ID

« Schedule: Schedule a one time or
recurring meetings

« Upcoming: View, edit, start or
delete your scheduled meetings
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JOINING ZOOM MEETING

Join Meeting Cancel  Join a Meeting

’ Meeting ID or Personal Link Name

Stan Rastogi
Molly Parker

() Don't connect to audio

) Turn off my video

| Cancel | Join
eyed an invitation link, tap on the link

again to jbin the meeting

Windows / Apple

« Enter meeting ID or follow the
Zoom meeting invite link to join the
meeting

* You can set the display name that

will be shown to other users .
iPhone

il Sprint = 6:48 PM + £ 56% W

AL T 99%07:.06 PM

< Join a Meeting

Don't Connect To Audio

Turn Off My Video

Android Phone
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CUSTOMIZING YOUR 6
PROFILE FROM DESKTOP

Step 2 and 3

Step 1: Click the ‘Gear’ icon from the zoom app
Step 2 and 3: Go to your ‘Profile’ and click on
‘Edit My Profile’

Step 4: Now you will be directed to Zoom Web ~ * Changing name: Click on the edit option on the
Portal. Sign into your zoom account to edit your right side of your name to add or change your
profile information. name
Step 5: * You can also add other information such as
«  Profile picture: To add or change the profile your company name, job title, location etc.
picture click on ‘Change’ then adjust or crop

your photo Service
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CHECKING AUDIO AND 7
VIDEO SETTINGS

» Select the ‘Gear’ icon from upper * Check your video and audio
right corner settings from "Video’ and ‘Audio’
sections respectively

® Settings bl

General

Audio

[, ]

Home

O Chat

ground & Filter

® Settings
General

4:53 PM

Thursday, May 07

Speak
pester Camera
video utput (Realtek{

riginal ratic () HD

New Meeting Join

tone simultaneo My Video
or my video
| Touch up my appearance

) Adjust for low light
Recording

Profile ay participant names on their video

Ringtones | Default
Schedule

¢ join audio by computer when joining a meeting
dute my microphone when joining a meeting
d hold SPACE key to temporarily unmute y

an hea
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CAMERA & LIGHT SETTINGS

Audio
(-) share screen

) chat

Integrated Webcam

© 16:9 (Widescreen) Original Ratio

My Video: Enable HD

f’ Statistics
Keyboard Shortcuts
@ Accessibility Mirror my video
| Touch up my appearance

ings: Always display participant names on their video

Turn off my video when joining meeting

(“Advanced

Select the correct camera from the list, if
your video is not visible

Check the position of your camera and
adjust it at eye level or higher

Try to look at the webcam while talking

Use the widescreen camera for
better camera view

You can check the video
preview of yourself before
joining the video meeting.

Rotary
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INTERNET SETTINGS FOR
SLOW CONNECTION

Audio
() share screen
) chat

Virtual Background

f’ Statistics
O Keyboard Shortcuts

Accessibility

. j‘k ‘. i
i A |
W |
f"l "
-~ oV ..

Camera: Integrated Webcam
O 16:9 (Widescreen) Origing)#ati

My Video: Enable HD
rror my vi
| Touch up my appearance

ings: Always display participant names on their video

vhen joining meeting

(“Advanced

If you have a slow internet
connection or you are facing a
disturbance, it is best to
uncheck ‘Enable HD’ option or
join meeting with ‘Audio’ only

Stop your camera feed when
you are not talking as this also
consumes your internet
bandwidth.

Close any unwanted
background applications. Zoom
uses memory and processing
power of your computer and is
not prioritized over other
applications. Closing other
applications will improve your
zoom video experience.
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GENERAL SETTINGS

« Make sure that the following
options are ‘checked’ in your .
general settings

Audio

Enter full screen automatically when starting or joining a meeting

| Automatically copy invite link once the meeting starts
how meeting control

e to confirm when | leave a meeting
cground & Filters

X-X-K

how my connected time

Recording

") Remind me 5 minutes before my upcoming meetings

Genoral profile | my video and audio when my display is off or screen saver begins

a B 8 & B O

Oaneral  AuSo  Video Virtuw Backpround Fecording Advnced Festuwres Glatistos FeodDack ACCessiDiity Watant Messagng

() Integrate Zoom with Outlock
Reaction Skin Tone

Maating Option = = ‘ ‘ ‘
Use dual monnors

Enter full screen automatically when starting or joning a meeting
Enter il screen sutomatically whan viewing scroen shaced by others

Maximize Zoom window automatically when viewing scroen shared by others

3 Scale to fit my Zoom window when viewing screen shared by others

I3 Shaee Zoom windows in deskiop sturing

Automatically copy lewitation URL 1o Cipboard aftor meating stans
£ Confirm with me when | loave a moeting
£ Show my connecsed time
£3 Show Zoom menu in menw bar

Side-by-side Mode
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MAINTAINING MEETING “
PROTOCOLS

« Hover your mouse at the bottom of
the screen to bring up the menu

« Always mute your audio, when you
are not talking. This will prevent
your background noise from
disturbing the meeting.

« Stop your video, if you wish to not
be seen or if you have to step
away. If you have a poor internet
connection, keep your video off.

« Chat window can be used to send
a message to everyone or to a
particular individual

« Click on participants to view all the
attendees

Rotary Service
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MAINTAINING MEETING 12
PROTOCOLS

Q) Chat O
® Chat P rlvately From Me to Pat Williams: (Privatel ["'

What a great presentation. | want to ring the bell 10 times for

the presenter )

From Pat Williams to Me: (Privately)
Holding you to those ten!

To:  Pat Williams ~  (Privately)

Type message here...
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MAINTAINING MEETING

PROTOCOLS

Zoom Meeting ID: 805-946-1828 (Meeting Locked)

> 9 /vy &
e < L
- - ANt~
7
8 .~ m . 2o 27 ull i - ). =
Mute Stop Video Invite Manage Participants Poling  Share Screen Chat Reco Breakout Rooms
°

Toggling between ‘Speaker view’ and ‘Gallery View’

Zoom Meeting ID: 805-946-1828 (Meeting Locked)

———————
Total non-video participants: 1 ~

W Speaker View %

1
. t
i I {2
- K 4 !
» | e
| ’
B - -
e %
& (AN
Charlsma Machado * Joshua Jones

Jay Jackson

P % Zak Peirce
8 -~ m . g P ’ ull a ~ ® @, L
Mute Stop Video Invite  Manage Participants  Polling  Share Screen Chat Record

Breakout Rooms
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MAINTAINING MEETING “
PROTOCOLS

9 W View
You are viewing Vanessa Simmons's screen view options ||

Original Size
Request Remote Control
Annotate

Sien oo eden e ersiet

Before the Meeting:
o Test your Audio and Video

o Have the content you intend to share prepared ahead of time
o Close applications that have pop ups

Hosting a Meeting:
o Mute your mi if others are
o Use Gallery View for group/team meetings
o Share your screen

o Share specific applications to control displayed content

o Use “New Share" to seamlessly transition between shared applications
o Use the Annotation feature to grab and direct attention

Turn the camera on:
o Position your webcam at eye level or higher — experiment for best angles
o Use the gestures and mannerisms that you would typically use in person
o Make eye contact - try to look at your webcam as often as possible

el ‘b

BEO-UNBRBBRERTCOOT - AT 7ONEQITSOC O v =N 99792791 | Pat Williams

& - o/ - &2 ~ P O) &

Mute Stop Video Participants Chat Share Screen Record Reactions

Select the “Side-by-side mode” to see the presenter and

his/her presentation during the “Screen Share” selection. Service

Rotary
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MAINTAINING MEETING 15
PROTOCOLS

« ‘Share Screen’ option allows
participants to share their desktop
or particular application screen
with others

« Please do not share your screen
unless you have been asked to
show your PowerPoint
Presentation. If you do it
accidently, please immediately

CI iCk O n ‘Sto p S h a re, b u tto n Documen t3 - Word @I Zoom Training Schedule.‘.@' Post Attendee - Zoom - ... G

Share computer sound Optimize for full screen video clip

m "‘ 2.2 ﬂ II £ T

Join Audio Start Video Manage Participants Polls New Share Pause Share Annotate More
B Stop Share
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MAINTAINING MEETING ETIQUETTE

« Drinking is OK, if you are eating
stop your video

 If you're moving around, or
walking away from your screen,
stop your video

« Use chat rather than unmuting and
speaking at the Thursday meeting

* You should always be muted if you
are not speaking

« Remember you’re on camera and
our meetings are streaming live on
the internet
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RENAMING YOURSELF
DURING A MEETING

To change your name after
entering a Zoom meeting, click on
the “Participants” button at the top
of the Zoom window

Next, hover your mouse over your
name in the “Participants” list on

the right side of the Zoom window.

Click on “Rename’

Enter the name you’d like to
appear in the Zoom meeting and
click on “OK”

After launching the
Zoom meeting, click on

the "Participants” icon
at the bottom of the
window.

p A’

Invite Participants Share Screen

) Rename

v Participants (1) Enter a new screen name:

@ Ryan B... (Host, me) -

In the "Participants” list on the
right side of the Zoom window, T in tie displ
hover over your name and click ¥ESInS-ale oy name

you'd like to appear in the

on the "Rename” button. meeting and click on "OK".

17
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VIRTUAL BACKGROUNDS

* Login to your ZOOM desktop
application

* Click "Settings"

« Go to "Virtual Backgrounds"

« Here you can choose from the

available backgrounds 3 ;

« To upload an image or video from - 2 ; g
your computer, click the "+" and ] Y.
choose the desired file. e
(supp)orted file types — JPG, MP4, -1 s
MOV

Rotary Service
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VIRTUAL BACKGROUNDS

« You can also change the virtual
background during a meeting by
clicking on the arrow button to the
right of the Stop Video button

Service
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Notes on working with a virtual background.:

*» To achieve best results, Zoom recommends using a green screen

*» Please note that it will also work fine without the green screen (for supported
devices)

¢ If you are using a green screen, check the "I have a green screen" tick box

¢ This feature might not work well with old/weak devices/PCs & low-quality cameras

* Try not to wear clothes which are the same color as the virtual background
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BREAKOUT ROOM

« Breakout Room allows the host to
temporarily split the participants 0
Into separate sessions

« Host can switch between different
sessions at any time

« Host will announce, before
assigning the participant to the
Breakout Room. When you are
prompted, please click on ‘Join’ as
shown in the picture to join the
‘Breakout Room'.

 When needed, host will merge all
participants together

The host is inviting you to join Breakout Room:
Breakout Room 1

Rotary Service
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THINGS TO REMEMBER
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Before the Meeting:

o Test your Audio and Video

o Have the content you intend to share prepared ahead of time
o Close applications that have pop ups

Hosting a Meeting:
o Mute your microphone if others are presenting/speaking
o Use Gallery View for group/team meetings
o Share your screen
o Share specific applications to control displayed content
o Use “New Share” to seamlessly transition between shared applications
o Use the Annotation feature to grab and direct attention

Turn the camera on:

o Position your webcam at eye level or higher — experiment for best angles
o Use the gestures and mannerisms that you would typically use in person
o Make eye contact — try to look at your webcam as often as possible
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