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Signing In To Zoom

Zoom Meeting App

Or

Sign Up Free

Sign In with SSO

Sign In with Google

Sign In with Facebook
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Connect to a meeting in progress

Start a meeting

Configure your account

Made with Zoom
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Settings

() Use dual monitors @)

() Enter full screen when starting or joining a meeting | n / \ p p
\:\ Copy invite link when starting a meeting *
ettings

Ask me to confirm when | leave a meeting

':|;|:' Share Screen () Show my meeting duration

O Chat Add Zoom to macOS menu bar

Virtual Background

Notable Options

> General

() Stop my video and audio when my display is off or screen saver begins

Remind me 5 C minutes before my upcoming meetings

> Video

Reaction Skin Tone > Virtual Backg round

Profile _: . ;5 ‘ ‘

. » Recording

I‘Jﬂt“_[‘l Statistics

0 Feedback c .
Note: Listen to the recording

Q Keyboard Shortcuts for d detailed explanation Of
this slide.

Accessibility

View More Settings (£




Settings Settings

) Use dualmoniiors General
THE UNIVERSITY OF TEXAS
) Enter full screen when starting o joining a meeting
SnETs A
) Copy invite link when starting a meeting CancerCenter

Audio : .
Ask me to confirm when | leave a meeting Audio Making Cancer History"

=) Share Screen ) Show my meeting duration Share Screen | r ] A

O Chat Add Zoom to macOS menu bar ) chat
") Stop my video and audio when my display is off or screen saver begins

Virtual Background

i 2) i . Virtual Background
Remindme 5 ¢ minutes before my upcoming meetings

L]
Recording Recording
Reaction Skin Tone
ofile Camera: FaceTime HD Camera
Profile

_ O 16:9 (Widescreen) Original ratio
7\\ Statistics Statistics My Video: v Enable HD

Mirror my video

(© reedback © Feedback

Touch up my appearance

h . -
O Keyboard Shortcuts D Keyboard Shortcuts Meetings: Always display participant name on their videos

Turn off my video when joining a meeting

°
Always show video preview dialog when joining a video meeting N ota b I e o tl o n s
Hide non-video participants p

Spotlight my video when speaking

Accessibility Accessibility

View More Settings (2
Display up to 49 participants per screen in Gallery View

» General
Settings Settings > VI d e O

General Store my recordings at: General ’ ANYON, ARIZONA

420.10 GB remaining VISITARIZONA.COM > Vi r—tu a | B a Ckg ro u n d

Video Video

Choose a location to save the recording to after the meeting ends
Audio Audio

Record a separate audio file for each participant > Re coO rd i N g

Share Screen Optimize for 3rd party video editor () Share Screen

™) Chat Add a timestamp to the recording (® ™) Chat

Record video during screen sharing
Virtual Background Virtual Backgrou
Place video next to the shared screen in the recording
S
Keep temporary recording files® fiecording

Profile Profile Choose Virtual Background

Statistics Statistics

O Feedback O Feedback

(©) «eyboard Shortcuts (©) «eyboard Shortcuts

Accessibility Accessibility

| have a green screen (D Mirror my video




Waiting Room ()

When participants join a meeting, place them in a waiting room

and require the host to admit them individually. Enabling the
Z O O | l ' \/\/e b waiting room automatically disables the setting for allowing

participants to join before host.

PO' l a ‘ — Waiting Room Options

The options you select here apply to meetings hosted by users
who turned 'Waiting Room' on

S ett | n g S FO r v Users not in your account will go in the waiting room

v Host and co-hosts only can admit participants from the waiting

room

WAITING ROOM

Edit Options Customize Waiting Room

Waiting Room Options

These options will apply to all meetings that have a Waiting Room, including standard meetings, PMI
meetings, webinars.

Who should go in the waiting room?
Everyone
© Users not in your account

Users who are not in your account and not part of the allowed domains

Who can admit participants from the waiting room?

© Host and co-hosts only

Host, co-hosts, and anyone who bypassed the waiting room {only if host and co-hosts are not
present)

Continue Cancel




Schedule Meeting

> /Zoom Web
Start meetings with host video on

Participants video ()

Start meetings with participant video on. Participants can change this during the meeting. O a
Mute participants upon entry (:) | ; ’ S

Automatically mute all participants when they join the meeting. The host controls whether participants can
unmute themselves. )

SCHEDULING




Annotation O

Allow host and participants to use annotation tools to add information to shared screens ()

Allow saving of shared screens with annotations

Only the user who is sharing can annotate

Whiteboard ()
Allow host and participants to share whiteboard during a meeting () O O I I I e

Allow saving of whiteboard content (v)

Auto save whiteboard content when sharing is stopped (V)
© Saveas PNG Save as PDF O a —
S -tt . ‘

Polling

Add 'Polls' to the meeting controls. This allows the host to survey the attendees. ()

IN MEETING

Breakout room

Allow host to split meeting participants into separate, smaller rooms

Allow host to assign participants to breakout rooms when scheduling (V)




Local recording

Allow hosts and participants to record the meeting to a local file

Automatic recording

Record meetings automatically as they start

Recording disclaimer

Show a customizable disclaimer to participants before a recording starts ()

Multiple audio notifications of recorded meeting

v ¢V ¢

Play notification messages to participants who join the meeting audio. These messages play each time the
recording starts or restarts, informing participants that the meeting is being recorded. If participants join the audio
from telephone. even if this option is disabled. users will hear one notification message per meeting.

/oom Web Portal - Settings For

RECORDING - (USE ONLY FOR EDUCATIONAL PURPOSES!)



Using Zoom
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Schedule a Start Instant

Scheduling

Meeting ~ Meeting ~ Wlth P‘UglﬂS
Zoom
» Zoom Meeting Outlook Plugin
(Mac & Windows)
7 o »Zoom Meeting Client
@ smeemamesono ¢ o »Zoom Meeting Chrome Plugin

|
g o _
Schedule a Meeting

Start a Meeting v

Start a meeting with video
Start a meeting without video

Sign Out



Outlook Plugin

WINDOWS

Meeting

Insert

Untitled - Meeting

FormatText ~ Review  Q Tell me what you want to do...

X @

To
Subject
send
Location
Start time
End time

o

Mon 7,

Mon 7|

n Shared Folder [} Calendar

© You haven't sent this meeting invitatio

o

ppointment

cheduling Assistant

Meeting ID

@ Generate Automatically

Password
] Require sword (773496
Video
Host on (& off Participants
Audio
Telephone Computer Audio
Dialin from United States Edit

Advanced Options

Do not show me again

Personal Meeting ID 355 586

s R

&z

Delete LLQ . Schedule Add Webex Skype Teams Cancel
aMeeting  Meeting - Meeting  Meeting  Invitation & ~
Adtions Zoom Webex Show Skype M... TeamsM...  Attendees

3735

on

o

Options  Tags Meeting ~ View

off

@ Telephone and Computer Audio

Cancel
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otes  Templates
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9:00 AM - 9:30 AM
1 conflict: Kimble,Shel...

&

9:30 AM - 10:00 AM
onflict: Kimble, Shel,

10:00 AM - 10:30 AM
T tonfict Kimble shet.. %

1030 AM - 11:00 AM
L oniitt Ximte Shat ¥

Organizer Meeting ~ Format Text

Personal Meeting ID 355 586 3735

Meeting ID

* Generate Automatically

Meeting Password

v 137141
Video (when joining a meeting)
Host: On (o) Off

Participant: (®)On Off

Audio Options

Telephone Computer Audio (¢ Telephone and Computer Audio

Dial in from United States Edit

Advanced Options
v| Enable Waiting Room
Enable join before host
v| Mute participants upon entry
Only authenticated users can join

Automatically record meeting on the local computer

! Include invite link in location field
Insert Zoom meeting invitation above existing text
Enable additional data center regions for this meeting

English ¢

Select a language to send invitatio:
Alternative Hosts:

Example:john@company.com;peter@school.edu

Save and do not show again Cancel

Continue
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Schedule Meeting

MDAnderson . Topic
CancorCenter SOLUTIONS PLANS & PRICING CONTACT SALES
( Zoom Presentation - Tool Time Tuesdays j
Date

Profile Upcoming Meetings

°
S ( :P ] ed l I ‘ | n | 7/19/2020 ~ || 12:30PM ~ | to | 7/19/2020 ~ || 1:00PM ~ |
(") Recurring meeting Time Zone: Central Time (US and Canada) v
Schedule a New Meeting

Webinars
Meeting ID
o Generate Automatically () Personal Meeting ID 355 586 3735
Password
Require meeting sword | 078691
My Meetings Schedule a Meeting
. Video
Schedule a Meeting - -
Host () on @ off Participants Q) on () off
Topic My Meeting
Description (Optional) Enter your meeting description .
Audio
7 Telephone ’ Computer Audio O Telephone and Computer Audio
When 07/19/2020 |7 | 200 v | PM ~ Dial in from United States Edit
Duration 1 v /|bhel 0 v | min
Calendar
Timezone (GMT5:00) Centrl Time (U5 nd Conede) ¢ O ical () Google Calendar © outlook (O) Other Calendars

[ Recurring meeting

Advanced Options ~

Registration O Required

| cancel | [N

Meeting ID @ Generate Automatically O Personal Meeting ID 355 586 3735

Security Passcode & 047399 Waiting Room




Basic Advanced Files

P4 [

Whiteboard iPhone/iPad via AirPlay

iPhone/iPad via Cable

RREM |

Google Chrome - Using annotation...

-

Google Chrome - The 35 Best Pro...  Google Chrome - What do the One...

Google Chrome - Getting Started...

Google Chrome - PC Maintenance...

g (7] Optimize Screen Share for Video Clip

[ a an
% e’ ~ . O) 1]
Security Participants Record Breakout Rooms

Screen
Sharing




Tips and Best Practices

Q Double check meeting settings

Test your audio and video as you join
Use a USB connected headset

Mute microphone when not speaking

Position webcam at eye level and
make contact as much as possible

Tips & Best Practices

DURING A MEETING



Lock your meeting

Control screen sharing

Ti pS fo r Enable the Waiting Room
Success

Avoid using your Personal Meeting ID for public meetings

Mute participants on entry




[ N N J Zoom Meeting ID: 843-548-323

Choose ONE of the audio conference options

Phone Call Computer...Connected Call Me

Changing +1 646 876 9923

+1 669 900 6833

A U d | O 888 788 0099 (Toll Free)

877 853 5247 (Toll Free)

D u ri n g Meeting ID: 850 850 5003
M e etl n g Participant ID: 51

Select a Microphone
Same as System
v/ MacBook Pro Microphone (MacBook Pro Microphone)

Select a Speaker
Same as System

v MacBook Pro Speakers (MacBook Pro Speakers)

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

Audio Settings...

PN A 2 2! " o R

Unmute Start Video Invite Manage Participants Share Record Breakout Rooms More




Video Layout

Participant 1

Participant 1

Full Screen
Active Speaker
Gallery View
Mini
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Assigning Scheduling

You can assign users in your account to sche, > meetings (
behalf of someone that has assigned you leduling privileg

[ ] [ ]
P r | V | e g e S plan within the same account.

Assign scheduling privilege to  +

No one

| can schedule for

-

No one

> R
»Login

»Settings

> Other Assign scheduling privilege
»Scheduling Privileges

example: sales.ea@company.com,marketing.ea@company.com

G,

Enter the email addresses of those who can schedule meetings on your
behalf. Use a comma to separate multiple email addresses.

»Click + next to Assign scheduling privilege to



https://mdacc.zoom.us/

) Anonymous? @

L °
File transfer Add a Poll
Hosts and participants can send files through Zoom Presentation Poll

1
Feedback to Zoom How familiar are you with Zoom?

Add a Feedback tab to the Windows Settings

feedback to Zoom at the end of the meeting
® singl Cholce
Answer 1

Display end-of-meeting experience feedback

Answer 2
Display a thumbs up/down survey at the end
provide additional information about what w¢

Answer 3 (Optional)
Answer 4 (Optional)
Answer 5 (Optional)

»Settings > In Meeting (Basic) - Polling

Allow the host to add co-hosts. Co-hosts hav Answer 7 (Optional)

Answer 8 (Optional)
O n \ pr———
Polling

Answer 10 (Optional)

Add 'Polls' to the meeting controls. This allow

Delete.

»Schedule a Meeting
»Create Poll

V Poll 1: Zoom Polling Demo

. . You have created 2 polls for this meeting. il ol
> I_a u n C h PO | | D u rl n g M e etl n g Polling? It's possible to do a poll in Zoom?
Title I know you can, but that's about it!
> Share Results

v PO" 1:ZOOm Polling Demo 2. How do you create a poll in Zoom?

»Relaunch Poll

Create the poll in Zoom.

v Poll 2:Poll 1: Favorite Food Type

I have no clue, please tell me.

ch Poll




/o0om Breakout Rooms

| NN Breakout Rooms - Not Started
~ Breakout Room 1 /" Rename X Delete Room Assign
~ Breakout Room 2 Assign

Ammlmm

Breakout Rooms - Not

~ Breakout Room 3 Rename

Breakout Room 1

~ Breakout Room 4 - Breakout Room 1 / Rename
~ Breakout Room 2 | L ‘
e - Breakout Room 3 Assign
“~ Breakout Room 4 Assign

Move all participants into breakout rooms automatically
B e R Allow participants to return to the main session at any time
o) Automatically Manually Breakout rooms close automatically after: minutes
Notify me when the time is up

0 participants per room R
= = s Countdown after closing breakout room

Create Breakout Rooms l Set countdown timer: = 60 Eseconds

Options ~ Recreate ~ | AddaRoom | Open All Rooms




[ ]
o 2 > gV
Annotation it e b S
Start Video Particpants Q&A Polling New Share  Pause Share  Annotate Remote Control More

W Stop Share

»On Shared Screen &
Whiteboard

»Tools for Presenting
» Spotlight Tool
» Stamp
» Draw




Questions




MDA Zoom User Guide (Scheduling and Hosting
Zoom Meetings) PDFE

Joining a Zoom Meeting

https://support.zoom.us/hc/en-
us/articles/201362193-How-Do-I-Join-A-Meeting-

Zoom Help Center https://support.zoom.us/hc/en-
Resources us

Zoom Polling for Meetings
https://support.zoom.us/hc/en-
us/articles/213756303-Polling-for-meetings

Zoom Breakout Rooms

https://support.zoom.us/hc/en-
us/articles/206476313

Scheduling Privileges
https://support.zoom.us/hc/en-

us/articles/201362803-Scheduling-privilege
»Using Outlook Add In



https://inside.mdanderson.org/departments/it-services/files/zoom-user-guide.pdf
https://support.zoom.us/hc/en-us/articles/201362193-How-Do-I-Join-A-Meeting-
https://support.zoom.us/hc/en-us
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings
https://support.zoom.us/hc/en-us/articles/206476313
https://support.zoom.us/hc/en-us/articles/201362803-Scheduling-privilege
https://assets.zoom.us/docs/pdf/outlook-add-in-scheduling-privilege.pdf

