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Overview
This job-aid provides information on how to get started with Zoom video conferencing software to
create, join, record, end, and manage meetings.

Sign in to Zoom
e Navigate to https://cpp.zoom.us/
e C(Click on Sign In

JOINAMEETING  HOSTAMEETING ~ SIGN UP, IT'S FREE

e Use your Bronco name and password to sign in

BroncoName

Password

Forgot Password? Don'thave an account?

Create a Zoom Meeting
e Instantly create a meeting by clicking on Meetings

ZOOI l l SOLUTIONS = PLA

Profile ’

Webinars

Recordings
Settings
Account Profile

Reports

e And then click on Schedule a New Meeting
e Enter the meetings information including name, date & time, duration, time zone


https://cpp.zoom.us/
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e Inthe video settings area, be sure to select the radio on button’s for both the Host and
Participant to enable the use of video/webcam options. For large meeting of over 20 attendees
it is important to consider

Video Host ® on off

Participant ® on off

e (Click Save

Start a Zoom Meeting
e From the Meetings area, locate the meeting you are ready to start
o C(lick Start

You have a few options for audio when joining the meeting and can choose to join the meeting by using
a phone or a computer.

() Choose OME of the audio conference options ¥
%I Phone Call L Computer Audio
[ = Dial: +1669 900 6833

+1 646 558 8656
Meeting ID: 458 093 054

Participant ID: 39

Done

Audio and Video Settings

After you have selected and connected your preferred audio option, you can easily mute your audio or
turn off your webcam by clicking on the microphone or camera option from the menu on the bottom of
the screen.

® e 5

Chat Record  Breakout Rooms

When you have muted or turned off your video or audio, you will notice a red line on these icons

L~ Wl

Unmute Start Video

You can find and adjust additional audio options from the pop-out menus
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Select a Microphone

v Microphone (HD Webcam C525)
Line (Dell AC511 USB SoundBar)
Microphone Array (Realtek Audic)

Same as System

Select a Speaker
DELL P2317H (Intel(R) Display Audio)
Speakers / Headphones (Reaitek Audio) Selecta Camera (Alt+N to switch)

Speakers (Dell AC511 USB SoundBar) v HD Webcam €525

Same as System

Integrated Webcam

Leave Computer Audig Video Settings...

Audio Options... Choose a Virtual Background

L
i

Y ~ Wl A

-

Unmute Start Video

Meeting Invitations

Locate a meeting’s invitation details from the Meetings area by clicking on the Topic hyperlink for the
meeting you want to see the details of.

2 OOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES

Profile Upcoming Meetings Previous Meetings Personal Meeting Room

Schedule a New Meeting Join a meeting from an H.323/SIP room system

Webinars
Recordings
Start Time Topic *
Settings :
@ Wed, Mar 18 Training Session

Account Profile 12:00 PM /
Reports

e Next, click on the on the Copy the invitation hyperlink
e From the pop-up, click the Copy Meeting Invitation button
e Paste the meeting details into your communication to invite others.

Copy Meeting Invitation

Meeting Invitation
Amos Hammar is inviting you to a scheduled Zoom meeting.

Topic: Training Session
Time: Mar 18, 2020 12:00 PM Pacific Time (US and Canada)

Join Zoom Meeting
https://cpp.zoom.us/j/969463382

Meeting ID: 969 463 382

©One tap mobile
+16699006833,969463382# US (San Jose)
+16465588656,969463382# US (New York)

Dial by your location
+1 669 900 6833 US (San Jose)
+1 646 558 8656 US (New York)
Meeting ID: 969 463 382
Find your local number: https://cpp.zoom.us/u/awx5TSq4Q o

Copy Meeting Invitation [Jf{eies]

Recording Meeting
Press the record button from the bottom menu when you are ready to record your meeting
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¥

2.1

®

Stop Video Invite

Sharing Your Screen

Manage Participants Share Screen

Record  Breakout Rooms

When you are ready to share your screen with your attendees, click the Share Screen button from the

bottom meu

- 1

g

® @

~

Stop Video Invite

Manage Participants Share Screen

Chat Record Breakout Rooms

Next, you will see the option to select which screen or window to share with your attendees, select the

option which best meets the needs of your meeting.

=

Whiteboard

Select a Camera

Launch Meeting - Zoom "

Share computer sound

Zoom Guide - Word m Snagit Editor - [Mar me..@

Optimize for full screen video clip

Ending the Meeting

iPhone/iPad

=]

Zoom - Pro Account O

Press the End Meeting button from the bottom menu when you are ready to end the meeting.

¥

2.1

Stop Video

® e B

~

Invite

Manage Participants Share Screen

Chat Record  Breakout Rooms

After you end the meeting, Zoom will automatically prepare and save the video recording in you

documents area in a folder called Zoom.

“ Home Share View
Cut X *'_'_Newwtem'
~
—J 1 | Easy access ~
Pin to Quick Copy Paste Copy Delete Rename New Prop
access to @ folder 1
Clipboard QOrganize New
™ » ThisPC » Documents » zoom > 2020-03-13 08.58.37 training session 969463382
% Documents A Mame Status
+ Downloads &, audio_only =
Favorites & playback =
= Pictures & zoom_0 =
B Videos
% This PC

» 3D Objects
L AppleiPhone
m Desktop
| Documents

# Downloads
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Zoom Menu
After starting a Zoom meeting, if your camera and audio settings are off you will see the screen below.

Meeting Topic: Amos Hammar's Zoom Meeting

Host: Amos Hammar

Invitation URL: https://cpp.zoom.us/j/461138015
Copy URL

Participant ID: 29

Join Audio Share Screen Invite Others

Computer Audio Connected

The menu with icons across the bottom autohides itself and it may be necessary to hover your mouse
cursor over it to see its options.

L’ N —

Unmute Start Video Invite Manage Participants Share Screen Record  Breakout Rooms

Microphone and Video
/] Wl

Unmute Start Video

The red lines going diagonally through the audio and video icons indicate that both devices are turned
off. Both these devices can be turned on by clicking on them.

Stop Video

Access the device setting menu by clicking the small arrow to the right of the icon.

Select a Microphone
v Microphone Array (Realtek Audio)

Same as System

Select a Speaker Select a Camera
v Speakers / Headphones (Realtek Audio) v Integrated Webcam

Same as System

Video Settings...

Leave Computer Audio
Choose a Virtual Background

/ A g

Unmute Start Video Invite

Audio Options...
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Invite
Invite others to the meeting by clicking on the Invite icon.

Invite

A pop-up window will display the options for inviting others to your Zoom meeting. A simple and quick
way to invite others to meetings is to copy the meeting URL or invitation from the bottom left of the
pop-up screen.

& Invite people to join meeting 461-138-015 X

m % Invite by Contacts Invite Zoom Rooms Invite a Room System

Choose your email service to send invitation

O O O

Default Email Gmail Yahoo Mail

Copy URL Copy Invitation

Once copied, you will see a message indicating the URL or invitation is in your clipboard.

@ Invite people to join meeting 461-138-015 X

m Invite by Contacts | Invite Zoom Rooms Invite a Room System |

Choose your email service to send invitation

O O O

Default Email Gmail Yahoo Mail

The invitation URL has been copied to Clipboard.
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Manage Participants
Click the Manage Participants icon to see a pop-out menu to the left.

‘

Meeting Topic: Zoom Information Session
Host: Amos Hammar
Invitation URL: https://cpp.zoom.us/j/659904479
Copy URL
Participant ID: 45
ﬁ @
Join Audio Share Screen Invite Others.

Computer Audio Connected

© Zoom Meeting ID: 659-904-479 - o x
¢ o e
£ Amos Hammar (st me) i1
@ Jackson H. b1
Meeting Topic: Zoom Information Session
Host: Amos Hammar
Invitation URL: https://cpp.zoom.us/j/659904479
Copy URL
Participant ID: 45
‘
Join Audio Share Sereen Invite Others
Computer Audio Connected
Iy
2
B 8 ull MuteAl  UnmueAl Mo~
o Manage Participants _Polis cor: oms

Hover your mouse over an attendee’s name to reveal more options

% Amos Hammar (Host, me) %%
0 -  EEIEES

Click More> to see a menu of more attendee options
ints (2)
Chat

St Ask to Start Video

Make Host
Make Co-Host

Rename

Remove
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Polls
You can use Polls in your meetings by visiting the settings area of your account here:
https://cpp.zoom.us/profile/setting

Once enabled, you will see the polls icon in your menu during Zoom meetings. Click on the icon to setup
a Poll.

A pop-up window will appear, click on either Edit or Add a Question to be taken to the Polls page within
your online account.

Meeting Topic: oo
Host: Amog

Invitation URL: hitpsy

Participant ID: 45

10
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Share Screen
The Share Screen icon will enable you to choose an application window to share with your attendees.

Share Screen

Once clicked, a pop-up window will allow you to select with application window you’d like to share.

¢ N
Talking:
2 N

© Select a window or an application that you want to share X
Mee v -
Host /\ b, O
x
Invity |, -
Whiteboard iPhone/iPad Select a Camera
Parti
a
= 5]
-
‘ Document1 - Word ﬂ Snagit Editor - [Mar 17, 2. g Snagit Capture g Launch Meeting - Zoom ‘l
Joi o
Computer = ‘
| X Show all windows
Jiz=sesnsi]
Zoom - Pro Account o Sticky Notes
Share computer sound Optimize for full screen video clip m

b ~ W p 7 p S P am

Unmute Start Video Invite ~ Manage Participants  Polls  Share Screen Chat Record  Breakout Rooms

Click the desired application to share and the click Share Screen.

While sharing your screen with others, you will notice that your menu bar will move from the bottom of
your screen to the top.

B s X | e x | O oon X | g -*( v vl I'E ull T )

Unmite  StartVides  Manage Particpanss  Polis
« C @ youtubecom * Hoe 0
B apps O wenmyMansmems. O BonodTl @ FeoplsSon  semTowConnsdt - SumTorsl o SumiorslGace [ Sumtorsl Snarepoint (3 MassEmal ST Commentstion (3 ranaing (3 Accessibiz emal B 25ive .
= ©Voulube Search o, = P @
#A  Home X
FR— D3 YouTube Music
R — Our new music streaming service is here
I3 Lirary
[ vourvideos

©  watchlater

Recommended

il Liked videos

Three To Thrive

SUBSCRIPTIONS

O  Popular on YouTube

@ rusic

O sors ‘ Relaxing Jazz Plano Radio - Slow What's It Like Inside University of TED Color biind or color brave? | @ cityscape. [lofi / Jazzhop / sparkly
Jazz Music - 24/7 Live Stream - Washington? | UW Campus Crawl Mellody Hobsan beats]
© caming Cafe Music BGM channel £ Hafu Go TED & The Jazz Hop Café @
29K walching 19K views « 3 days ago 725K views * 5 years ago 56K views * 1 day ago
[LIVE Nowr
MCRE FROM YOUTUBE E— .

11
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Annotate
While sharing your screen, the Annotate icon is available. Annotate gives the ability to draw, stamp,
erase, and other features.

ﬂ .III: II '\ LR N

Annotate

°
Unmute Start Video Manage Participants Polls New Share Pause Share
B Stop Share

Once Annotate has been clicked, you'll notice a secondary menu available. Hover over the different
tools to see more options.

,

Draw Spotlight

Line Width

Clear All Drawing

Clear My Drawing

Clear Other’s Drawing

If you do not see the Annotate icon, you may need to enable it within your Zoom account settings. You
can enable this feature by visiting: https://cpp.zoom.us/profile/setting

Annotation ()

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

Whiteboard o

Allow participants to share whiteboard during a meeting )

Auto save whiteboard content when sharing is stopped

Remote control ()

During screen sharing, the person who is sharing can allow others to control the
shared content

12


https://cpp.zoom.us/profile/setting

Zoom Features & Settings

While using the Share Screen feature, you can find additional settings by clicking the small arrow to the
right of the icon.

b o~ W .  * 2 W B ~™. @ =

Unmute Start Video Invite Manage Participants Polls Share Screen Record Breakout Rooms

+/ One participant can share at a time

Multiple participants can share simultaneously

Advanced Sharing Options...

b ~ v ' ull a ~ ® @ L

Unmute Start Video Invite Manage Participants Polls Share Screen Chat Record  Breakout Rooms

Chat
Click the Chat icon to see the meetings chats. A small pop-up window will appear.

Chat

-

Talking:

Meeting Topic: Zoom Information Session

Host: © Zoom Group Chat - o X
Invitation URL:

Participant ID:

Join Audio To:  Everyone More Invite Others

Computer Audio Connected

2o & ull

Manage Participants Polls

Click the More button within the chat window to find more chat settings

Meeting Topic: Zoom Information Session
Host: © Zoom Group Chat - o x
Invitation URL:

Participant ID:

=5 LA

Tinie i)

Join Audio To:  Everyone — o Invite Others

Computer Audio Connected

Share file in meeting

Allow attendees to chat with
Host only

v Everyone

Merge to meeting window

13



Zoom Features & Settings

Record
You can click the Record icon to start recording your meeting anytime.

Y ~ Wl 2c 8 ull E -~ @5 ® B

Unmute Start Video Invite Manage Participants Polls Share Screen Chat Record  Breakout Rooms

Once your recording has started, you will notice an indicator at the top left of the screen that allows you
to pause or stop the recording.

ng n o=
;‘ Talking: Amos Hammar

Meeting Topic: Zoom Information Session

Host: Amos Hammar

Invitation URL: https://cpp.zoom.us/j/659904479
Copy URL

Participant ID: 37

Join Audio Share Screen Invite Others

Computer Audio Connected

Vil - 2o b Uy ull m ~ @ 1 =] =

Start Video Invite  Manage Participants __ Polls _Share Screen Chat Pause/Stop Recording _Breakout Rooms

If you want all your meetings to automatically start recording once you’ve started a meeting, you can
enable this feature from within your Zoom account Recording settings. You can enable this feature by
visiting: https://cpp.zoom.us/profile/setting?tab=recording

Profile Meeting Recording Telephone
Meetings
Recording
Webinars
Recordings Local recording o

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

m Hosts can give participants the permission to record locally

Account Profile
Save Cancel
Reports

Cloud recording Locked by admin

Allow hosts to record and save the meeting / webinar in the cloud

Attend Live Training
Automatic recording * o Modified  Reset

Record meetings automatically as they start

Video Tutorials

Knowledge Base
© Record on the local computer

IP Address Access Control C) m
Allow cloud recording access only from specific IP address ranges

14
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Breakout Rooms
Zoom: Allow attendees to break into private groups while in your Zoom meeting

Click the Breakout Rooms icon to start using this feature. Once clicked you will see a small pop-up
window allowing you to either automatically or manually create the rooms.

b ~ Wl . S Wi = - @ @ B8

Unmute Start Video Invite Manage Participants Polls Share Screen Chat Record  Breakout Rooms

Meeting Topic: Zoom Information Session
Host: Amos Hammar
Invitation URL: https://cpp.zoom.us/j/659904479
Copy URL © Create Breakout Rooms X
Participant ID: 37

Assign O participantsinto 1 - Rooms:

o) Automatically Manually

0 participants per room
|

Join Audio Share Screen Invite Others

Computer Audio Connected

Start Video

If you are manually assigning participants to the room, make your selections for each breakout. Then
click Open All Rooms.

2 |
~ Breakout Room 1 Ass@

Andrea Handy
angelachavez

~ Breakout Room 2 Assign amoberts

Recreate ~ Add a Room

Students will see a pop-up window and will need to click on join breakout room.

As a facilitator, you can gain access to all of the breakout rooms to see how the conversation is going
and provide support. On the main page you will see the breakout list and click on join room to the right
of each group.

15
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Participants will be able to see you in their room as your camera or picture will be displayed on the top
of the Zoom screen.

Once in their breakout group, participants will be able to see the others in their group. If participants
need support in their breakout room, they can click on the ask for help icon and the facilitator will be
notified.

Once their conversation is done, they can click on Leave Breakout Room, to return to the main Zoom
window with the rest of the class.

Whiteboard

You can use the built-in Whiteboard within Zoom while sharing your screen during a meeting. If you do
not see the Whiteboard icon, you may need to enable it within your Zoom account settings. You can
enable this feature by visiting: https://cpp.zoom.us/profile/setting

Annotation D

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

Whiteboard (:)

Allow participants to share whiteboard during a meeting 7

Auto save whiteboard content when sharing is stopped

Remote control ()

During screen sharing, the person who is sharing can allow others to control the
shared content

16
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Raise Hand Feature
Zoom: Allow attendees to raise their hand for questions and responses when class
is in session.

If you would like to see when attendees have raised their hands, click on the Manage Participants Icon
on the zoom menu bar then turn your attention to the participant box.

Y o~ v . 5 b Uy wr n ~ ® @ ==

Unmute Start Video Invite Manage Participants Polls Share Screen Chat Record Breakout Rooms

Attendees can raise their hands from the participants menu area by hovering the mouse on their name
and selecting the Raise Hand option. Attendees with raised hands are moved to the top of the
participants list.

© Zoom Meeting ID: 731-694-482 - a X

@ Amos Hammar (Host, me) OF 4.
@ Andy H. X wi

Meeting Topic: My Meeting /
Host:

Amos Hammar

Invitation URL: https://cpp.zoom.us/j/731694482

Copy URL

Participant ID: 13

@ 2 e

Join Audio Share Screen Invite Others

Computer Audio Connected

o oo =
L Mute All Unmute All More

Chat Pause/Stop Recording Breakout Rooms

Meetings hosts can lower an attendee’s hands by hover over their name.

@ Amos Hammar (Host, me) . %,r/f‘

Unmute

17
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Remote Control Feature
Zoom: Give remote control to another attendee who is in the meeting

While screen sharing, you can give control to an attendee who is in the meeting by clicking on the

remote-control icon on the top Zoom menu bar.

e ? (3 ~
ah (N / 0.
e Start Video Manage Partidpants Mew Share Pause Share Annotate Remote Control More

2571 m stop Share

After clicking on the Remote-Control feature, you see a drop-down menu of the participant names
appear. Select the name of the person you want to pass the controls to.

a2 I ’ 0

Manage Participants New Share Pause Share Annotate Remote Control More

B Stop Share
Auto accept all requests

Give Mouse/Keyboard Control to :

Michelle Eirod

Once you are done with the remote-control feature, you can click, and have the participant stop moving
the mouse. You will then click on the remote control drop down and choose to take back control. You

now have control of your mouse.

[} vt & 1 V 0
Mur

e Start Video Manage Participants Mew Share Pause Share Annotate Remote Control More

W Stop Share
Auto accept all requests

18
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Kaltura
Kaltura is a product that creates accessible transcripts for videos. After Kaltura works it’s magic, your

video is made available in the cloud using a URL link, which you can share with others.

To get started, navigate to https://streaming.cpp.edu/ Hover your mouse over the Guest icon on the
left of the screen and select Login

When prompted, enter you Bronco Name and password into the log in box.

BroncoName

Password

Forgot Password? Don't have an account?

Click the + Add New option next your name in the top left of the screen

© seaming Video @ CalP.. X |+

X

€ ©@ ntips//streaming.cpp.edu

C} CalPolyPomona

e | Qsearch w8 ¥ A0

Streaming @ CPP

Q SEARCH 4+ ADDNEW & AMOSHAMMAR

7

Discover Cal.Poly Pomena

From the options menu, select the Media Upload feature

Q SEARCH == ADDNEW

[ Media Upload

J YouTube L

@ Kaltura Capture

@ Video Quiz

19
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Next, drag and drop a video file or select the + Choose a file to upload button

Upload Media

common video, audio and image fo

Drag & Drop afile here

<4 Choose afile to upload

mats in all resolutions are accepted.

Once your video has been uploaded to Kaltura, you will see message at the top of the screen indicating
its completion. If you want your video to be viewable by anyone, select the option under Publishing

Save.

Upload Media

Schedule that says: Unlisted - Media page will be visible to anyone with a link to the page and then click

Upload Completed! Complete the required information for the uploaded media below.

Please fill out these details:

Your Brain and Bias

Black v Bold Italic

@ Always (O Specific Time Frame

Underline

il
@
®

(O Private-Media pagewill be visible to the content owner only.
# @ Unlisted - Media page will be visible to anyone with a link to the page.

Published - Media page will be visible to

dividuals according

published destinati

GoToMyMects i

To view you new video, click Go To My Media, next to Save

From the My Media screen, you can click on the name of your video to view this content

20
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My Media o
Q
= := ACTIONS v
Filters > Search In: All Fields Sort By: Creation Date - Descending v —
O

Your Brain and Bias

Owner » onMarch 19th, 2020 bo ®

Just below the video player, click the Share button to see shareable options for your video

because bias is an idea orj

opinion based on your experience,
.

»0 ®0

ACTIONS v

. OsBcizpe

Startat | 0000:00 | © Endat | 00:0000  ©

21
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Troubleshoot audio problems if they arise
Zoom: Troubleshoot Audio Echo or Feedback in a Meeting

If you are hearing feedback or echoes in your meeting, that means there is a device in the meeting that
is channeling your audio back.

There are 3 main causes of audio echo or feedback in a Zoom meeting:

1. A participant has both the computer and telephone audio active
2. The speakers on participants' computers or telephones are too close to each other
3. There are multiple computers with active audio in the same conference room

Case 1: A participant has both the computer and telephone audio active
If you join from a computer and call in from the telephone, please make sure you either:

Enter your participant ID when calling in, or enter #participant ID# when already in the call Or, use
the Audio Settings caret to the right of the Mute/Unmute button to manually Leave Computer Audio.

(Internal Microphone)

8 . W

Mute Start Video

Case 2: Participants with computer or telephones speakers that are too close to each other

If another participant is too close to you, and both of you have speakers on, either hang up one of the
telephone connections or select Leave audio conference on one of the computers.

Case 3: Multiple computers with active audio in the same conference room

If you are in a conference room with multiple devices, disconnect your computer audio from the other
devices. Muting your speaker is not enough.

e OnaPCor Mac: Select Audio Options > Leave Computer Audio
e Onan Android or iPhone: Select Disconnect

To figure out which attendee is causing the echo:

e Mute Options:
o The host can mute the attendees one at a time
o The host can mute all of the attendees at once
o Attendees can mute themselves
o Un-mute one attendee at a time.

22
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