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Agenda

Icebreaker

Chatting

Settings

Renaming Yourself
Scheduling a Meeting
Dashboard

Waiting Room
Breakout Rooms
Meeting Roles: Host, Alternative Host, Co-Host
Screen sharing

Tips and Tricks



The lcebreaker

One word....

Click on the document link in the chat and
type one word to describe how you feel
today.

Other Icebreaker Ideas



https://www.rhythmsystems.com/blog/the-best-icebreakers-to-energize-your-virtual-meetings

LET'S CHAT!

PRIVATE EVERYONE

SEND A LINK

. SHARE A DOCUMENT
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Chat

From Me to Everyone:
Do you know how to send th

From Paul laniri li to Everyon
| sent the directions in an e
you even read it?

i Everyone ~ |

|Type message here...



https://docs.google.com/spreadsheets/d/1fFXVii9XF0fDp-hA_ZISp9sBfUeMCBc-kOY3scaLeAM/copy

|Type message here...

v Everyone (in Meeting)

Paul laniri li (host)




To (O rie) (-

Type message here. Save Chat

Participant Can Chat With:

No one )
Host only ‘

Everyone publicly

v Evervone opubliclv and privatelv



Let's give it a try!




Se’r’rings I —

Document Link

ltems to Notes

Enable Waiting Room

Enable Passcode

Muting Participants

Chat- Yes or No

Enhance

Can adjust settings during the meeting
Annotating


https://drive.google.com/file/d/1MmA9RsKuSW9SQUPWzYCLcQQpSuOc_vCf/view?usp=sharing

Mute Stop Video

Select a Microphone
Same as System

v Built-in Microphone (Internal Microphone)

Select a Speaker
Same as System

v Built-in Output (Internal Speakers)

Test Speaker & Microphone...
Switch to Phone Audio...

Leave Computer Audio

Audio Settings...

Securi

L@

Participants Chat een  Polling Record

Select a Camera

v FaceTime HD Camera

Choose Virtual Background...

Video Settings... n

@ - N

Stop Video Security

Invite

@ '
Participants

B = o

Live Transcript  Breakout Rooms  Reactions

v One participant can share at a time

Multiple participants can share simultaneously

Advanced Sharing Options...

8 1] @

Share Screen Polling Record

Live Transcript Breakout




Edit

Last Name

JR:

PERSONAL
Mectings Department Teachers
Account No. 7001228845
Webinars
PERSONAL
[ Sarah
Meetings
Phone
Webinars L9
PR, Select Country/Region
Change Delete
Recordings

While you are inn the meeting

S
{S) sarah F. (Host, me)

e Phone Number

Participants (1)

Rename |




Scheduling a Meeting

Zoom Tutorial

[tems to Note

Assign an alternative host
Password

Waiting Room
Re-occuring



https://www.youtube.com/watch?v=LE2w9tRpF4I&feature=youtu.be

Dashboard
4

Stop Video

S
N

Security Participants

Polling Live Transcript

Breakout Rooms Reactions



https://drive.google.com/file/d/122AwphnRCwm4IbQvsteD0mjJG3bp0GMW/view?usp=sharing

WAITING

CLICK THE BOX PARTICIPANTS
IN SETTINGS. MUST BE
ADMITTED.

CAN ADMIT WITH
ORWITH CAMERA
AND AUDIO



https://drive.google.com/file/d/19zNEOW_YF_QuNnA9sdgugVi0NYBMabcd/view?usp=sharing
https://drive.google.com/file/d/19zNEOW_YF_QuNnA9sdgugVi0NYBMabcd/view?usp=sharing
https://drive.google.com/file/d/19zNEOW_YF_QuNnA9sdgugVi0NYBMabcd/view?usp=sharing

. ]
Enable/Disable

ZOOI l l SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~
RERSONAL Meeting Recording Telephone
Profile
g Security
Meetings Security
Schedule Meeting
Webinars Waiting Room Modified Reset
In Meeting (Basic) ” : s
R fings " ( When participants join a meeting, place them in a waiting
In Meeting (Ad ) require the host to admit them individually. Enabling the wam

automatically disables the setting for allowing participan
Settings
Email Notification before host.

Other Waiting Room Options
The options you select h
turned "Waiting Room'

ADMIN

meetings hosted by users who

~ Everyone will go in the waiting room

Edit Options Customize Waiting Room




. ]
Sound Alerts

ZOOI I . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~
Security
= Auto saving chats
Schedule Meeting )
Automatically save all in-meeting chats so that hosts do not need to
In Meeting (Basic) manually save the text of the chat after the meeting starts.
In Meeting (Advanced)

Sound notification when someone joins or leaves

o Modified Reset

Email Notification
Ott Play sound for:
O Everyone
Host and co-hosts only

When someone join: e:

Ask to record their voice to use as the notification

File transfer o

Hosts and participants can send files through the in-meeting chat. @

Ninl allmas enarifiad fla hunae &2




REAKOUT ROOMS

200 participants max and 50 rooms maz

Host can send a message to all rooms

Host can set time limit in the room to automatically close
Host can visit rooms

Host can assign room ahead of time or do it randomly
Screens can be shared in rooms

Chats are breakout room specific



https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms

4

Host

Co-Host
Alternative Host
Participant




Adding a H

ost/Co-Host

Sarain Funderk

Ask to Start Video
Chat

Add Pin

Make Host

Make Co-Host

Allow to Record

Allow to Multi-pin

Rename

Put in Waiting Room

Hide Non-Video Participants

Assign to type Closed Caption

Remove



http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr



https://www.youtube.com/embed/YA6SGQlVmcA?rel=0&autoplay=1&cc_load_policy=1
https://www.youtube.com/embed/YA6SGQlVmcA?rel=0&autoplay=1&cc_load_policy=1

TIPS

PLAN AHEAD
Well done, short in Have your shared resources -Virtual happy hour
length and specific and tools ready to go
Easy access to e Pin=bring a participant to the
previous meetings forefront
e Spotlight=allows host to record Must be,
only the focus (presenter) compatible

When planning, think of what you want to accomplish and then find the
Zoom tools that will help you do it.


https://drive.google.com/file/d/1eVSigpzaWP7eLmKgwNjplVcM3WmQtnYZ/view?usp=sharing

¥y Zoom

) Zoom video tutorials — Zo...

support.zoom.us



https://support.zoom.us/hc/en-us/articles/206618765-Zoom-video-tutorials
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-video-tutorials

