Zoom Training

User Desktop and Zoom
Rooms




- Desktop (Host)
— Zoom Client Installation
~ Zoom Outlook Plugin — (Used for Calendar Integrations and Rooms)
- Zoom Account (Pro or Basic)
~ Speakers or Headset, Mic, Camera

- Desktop (Guest)

— Web Browser

— Zoom Client Installation (Optional)

~ Zoom Account (Optional)

- Speakers or Headset, Mic, Camera or phone

- Mobile Device
— Zoom App for iPhone or Android

Requirements



« New Meeting

> J O i n HHHHH Chat Meetings  Contacts -
« Schedule

« Share Screen

Zoom Client Overview




General
-  Use Dual Monitors

— Enter Full Screen when viewing others shared screen

- Enable GPU acceleration

Video

—  Turn Off Video when Joining
- Enable Hardware acceleration

Audio

~ Automatically Join Audio
- Always Mute Microphone

Recording

Statistics
~ Close Caption/Keyboard Shortcuts

Accessibility
~ Close Caption/Keyboard Shortcuts

Zoom Client Settings

Q) Settings
Video
Audio
O Chat
Virtual Background
Recording
Advanced Features

Statistics

ﬂ Accessibility

Application
Start Zoom when | start Windows

Silently start Zoom when | start Windows

When closed, minimize window to the notification area instead of the task bar
Automatically copy Invitation URL to Clipboard after meeting starts

Confirm with me when | leave a meeting
Show my connected time

Remindme 3 minutes before my upcoming meetings

Content Sharing
Use dual monitors
Enter full screen automatically when starting or joining a meeting
Enter full screen automatically when viewing screen shared by others
Maximize Zoom window automatically when viewing screen shared by others
Scale te fit my Zoom window when viewing screen shared by others
Enable screen sharing with GPU acceleration
Enable the remote control of all applications
Side-by-side Mode

Limit your screen shareto 10 frames-per-second

View Advanced Features



- https://zoom.us

zool I . SOLUTIONS »  PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING ~ HOST A MEETING ~ ' SIGN OUT

- Login using Zoom Credentials
or from Desktop App Advanced T o e

Recordings Features Status.
[ hina InMeeting (Advanced) .
Wekinars Host video sdfiec Reset
e I | l g S Account Management Email Notif cation Start meetings with host video on
Account Profile Other
Participants video odiiec Reset
Dashboard Start meetings with participant video on. Participants can change this during the meeting,
Reports
Audio Type
Determine how participants can join the audio portion of the mesting. Whan oiring audio, you can let them chcose
R their computer microphone/spezker or us a telephons. You can also imit them tojust one of those audio
eler-a-Frien types. Ifyou have 3rd party audio enabled, you can require that all partcipants follow the instructions you provide:
Attend Live Training for using nor aucio,

Video Tutorials O Telephone and Computer Audio

Knowledge Base
Telephone

Computer Audio

Join before host

Allow participants tojoin the meeting before the host arives

Use Personal Meeting ID (PMI) when scheduling a meeting

You anvist Parsonal Meeting Reom to change your Perscnal Meeting settings.
Help

Zoom Portal Overview


https://zoom.us/

Profile

Meeting Settings
- Meeting

- Recording

~ Telephone

Meetings
—  Upcoming Meetings
— Previous Meetings
~ Personal Meeting Room

Recordings
~ Cloud Recordings
~ Local Recordings

Webinars

Zoom Portal Overvi

W

zoom SOLUTIONS »  PLANS&PRICING  CONTACT SALES

profile

Meeting Settings

Meetings

Recordings

nars

Account Management
Accoun Profile
Dashboard

Reports

Refer-a-Friend
Attend Live Training
Video Tutorials

Knowledge Base

Mezting

Scredule Meeting
In Meeting (Bzsic)
In Meeting (Advanced)
Email Notif cation

Other

Recorcing

SCHEDULE AMEETING  JOIN A NEETING

Telephone

Schedule Meeting
Features Status

Host video

Start meetings with host video on

Participants video

Start meetings with participant videc on. Participants can change this during the meeting

Audio Type

Determine how participants can join the audio partion of tae m
touse their computer microphone/spesker or s atelephone. Yo
types.Ifyou have 3rd party audio enabled, you can require that all pa
for using non-Zoom aucio

n oiring audio, you can let them choose
50 imit them tojust one of those audio
ipants follow the instructions you provide

anal

© Telephone and Computer Audio
Telephone

Computer Audio

Join before host

Allow participants tojoin the meeting before the host arives

Use Personal Meeting ID (PMI) when scheduling a meeting

You canvist Parsanal Meeting Reom to change your Perscnal Meeting settings.




- Application and Outlook Plugin

- Outlook Plugin
~ Schedule a Meeting
~ Choose Options
~ Select People, Date/Times

- Application
~ Schedule a Meeting

— Choose Options, Date/Times
- Outlook Calendar

~ Select People

Scheduling a Meeting

Meeting Insert Format Text Review

x ® [T Appointment CS\F

EScheduling Assistant

Help

Bei
m Eﬂ :x [22 Address Book 2 show As: | Il Busy

Untitled - Meeting

Q Tell me what you want to do

:'°}@Check Names

1O

Delete - Schedule Skype Teams Meeting ~ Cancel ) Reminder:| 15 minutes
a Meeting Meeting  Meeting Notes  Invitation & Response Options -
Actions Zoom Show Skype Mee... Teams Mee... Meeting N... Attendees Options
ﬁ You haven't sent this meeting invitation yet. B 'Zoom - Schedule a Meeting
y To.. | Video (when joining a meeting)
Subject | Host: On * Off
Send Locat 1
ocation 4 Participants: On ® . Off
Start time Fri 4/12/2019 7 12:00 PM
Endtime  Fri 4/12/2019 2 1230PM Audio Options
1 .

Telephone Computer Audio
Dial in from United States Edit
Meeting Options
Require meeting password
Enable join before host
Mute participants upon entry
Use Personal Meeting ID 993-255-0877
Record the meeting automatically
+ | Force include Join URL in location field

Insert meeting details above the invite

Alternative hosts:

Telephone and Computer Audio

Examplejjohn@company.com;peter@school.edu

Save and do not show again

Cancel

Ti
Zc

. Recurrence

)\ A
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Sto ideo

- Ute
- Start/Stop Video
- Share
- Chat
- Record
- Closed Captions
- End Meeting

Meeting Controls

Invite Manage Participants

Record Closed Caption




Untitled - Meeting

- Use the Outlook Plugin

x - 7 Appointment @:’\_D m Eﬂ Fx [22 Address Book Z show As: | [l Busy - O (

Scheduling Assistant &% Check Names

. Delete (™ _ SchedL.JIe Sky;:_)e Tean.ws Meeting C.anc.el [ R . . Reminder: 15 minutes -|Recurrence Ti
P a Meeting Meeting  Meeting Notes  Invitation €] "esponse Uptions Zg
U U I Actions Zoom Show Skype Mee... Teams Mee... Meeting N... Attendees Options
0 You haven't sent this meeting invitation yet. B "Zoom - Schedule a Meeting X
.
- Schedule a Meeting | P :
Subject | Host: On * Off L
(] Send Locat 1
~ Choose Options | (e @ @r
Start time | Fri 4/12/2019 T 12:00 PM
End time  Fri 4/12/2019 T 1230PM [ Audio Options

— S e | e Ct Pe O p | e a n d RO O m S 4 Telephone Computer Audio ®) Telephone and Computer Audio | ©

Dial in from United States Edit

o MH-XXXXX Meating Options

Require meeting password

i D a t e/T i m e S Enable join before host

Mute participants upon entry

Use Personal Meeting ID 993-255-0877

« Location Field Entries

+"| Force include Join URL in location field

Insert meeting details above the invite

L]
- Meeting Owner
Example;john@company.com;peter@school.edu

Save and do not show again m Cancel

Scheduling a Meeting with Zoom Rooms



- Room Availability

- Email
— Tentative Response
~ Accepted Response

« Outlook Calendars
— MH-xxxxxx

- Meeting Owner

- Multiple Rooms

MH - IT Conference Room o
Accepted: Martin, Scott Wed 11:38 AM

MH - IT Conference Room ik
Tentative: Staff Meeting Wed 11:38 AM
Your request was received and is

Scheduling a Meeting with Zoom Rooms



Zoom Room

BITS Conference Room

Use Controllerto Start Meeting

Zoom Room Display



Start Meeting

Start an instant
. " aa Tues, Aug 8 (Today)
meeting by inviting
12:00 PM Business Opportun... Ch
others ID: 411-355-555

v Business Opportunity Review
Scheduled meetings O 12:00 - 1:00 PM
for the room appear O
Meeting ID: 411-355-555

here

Join a Zoom meeting by
entering a meeting 1D l

Share content from -
your laptop or

mobile device Make a phone call One touch to start a
scheduled meeting

Zoom Room Controller Functionality



Mute/unmute
room microphone

Change video

display layout

Speaker view: displays
active speaker

Gallery view: shows all
attendees in grid

View and manage
meeting participants

Control Meeting

Meeting ID 411-355-555

Mmmplvone

”\ C? ...m

Lhange 5 ich Manage Record Setti n& I
Participants

-
T
L]

Leave the meeting or Invite others into
end the meeting if host the meeting

Zoom Room Controller Functionality

Share content from
your laptop or
mobile device

Start recording to
the cloud. (Once
the meeting is
over, a link to your
recording will be
emailed to you.)
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