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ANNOUNCEMENTS
• Next month’s Membership Meeting – June 21@ 7:00pm –

“Thinking of or Needing to Replace Your PC?  What 
type of computing device should I buy?" There are 
many options to consider such as: PC, Mac, 
Chromebook or Tablets. 

• Tonight’s Meeting – “Mastering Zoom as a User & As a 
Host/Presenter – Part 2”
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Rick Chase

MASTERING  
AS A USER & AS A HOST/PRESENTER



ZOOM SESSION 2 - AGENDA
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• Hardware and software requirements & recommendations for presenters
• Testing your device’s video and audio
• Optimizing your video and device placement
• How to schedule a Zoom session
• How to Invite others to your Zoom session
• How to use the Share screen functions

• Sharing screens/applications
• Sharing video clips
• Sharing sound

• How to use the Chat function
• How to use the Participants function
• Recording your Zoom sessions – local and in the Zoom Cloud*
• How to view recorded sessions
• Importance of Rehearsals to practice using advanced functions 
• Session security techniques – Waiting Room, Passcodes, etc.
• And an open forum for all questions on using Zoom
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H/W Requirements:
• ZOOM runs on Windows, Linux, Mac, 

Chromebooks, Smartphones and Tablets

• On a Computer: a minimum of 16GB of 
RAM; more if at all possible.

• For video teleconferencing a built-in or 
aftermarket webcam is required for most 
desktop computers

• A microphone is also required; however 
most smartphones and tablets have these 
built-in

• Internet connectivity; per ZOOM’s website, 
your connection needs to be 1.5Mbps or 
faster, both download (D/L) and upload 
(U/L).  My personal recommendation is 3-5 
Mbps, D/L & U/L.

• On a desktop, use a wired connection if at 
all possible.  

Common Issues:
• Video and/or audio breakup

• WiFi and/or ISP service level
• Older H/W platforms (PC’s > 5-7 

years old)
• Running video source and 

screen sharing simultaneously
• Playing back video

• Participant can’t hear any audio of the 
session
• Failed to select “Use Computer 

Audio” when joining the session

ZOOM BASICS
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ZOOM APP SCREEN ON A PC/MAC
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View Tabs
User icon

Settings

Upcoming meetings 
will be shown here
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Name Your Meeting

Will be generated by Zoom

12345678
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UPCOMING MEETINGS
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123 456 789



ZOOM WEB PORTAL - PROFILE
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ZOOM WEB PORTAL - SETTINGS
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ZOOM TOOLBAR
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Left-click to Mute/
UnMute Microphone

Left-click to Turn 
On/Off Video

Left-click to Open 
Security Settings Menu

Left-click to Toggle
View Participants List 

Left-click to Toggle
/View Chat Feature

Left-click to Launch 
Screen Sharing Options

Left-click to Launch 
Session Recording Menu

Left-click to Choose an Emoji
That will display on Screen

Left-click to Leave 
or End a Session
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ZOOM TOOLBAR – SECURITY SETTINGS*
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*only on host toolbar



ZOOM TOOLBAR – SCREEN SHARING OPTIONS
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ZOOM TOOLBAR – RECORDING SESSION
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• Animate Your Mouse Pointer 
(Windows 10)

• Helps bring attention to a 
specific area

• Windows 10: Open Sett ings, 
left click on Devices, left click 
on Mouse, left click on 
Addit ional mouse opt ions, 
select Pointer Opt ions, check 
Show  pointer locat ion 
w henI press the CTRL key. 

• Magnifier (Windows 10)
• https://support.microsoft.com/

en-us/windows/use-magnifier-
to-make-things-on-the-screen-
easier-to-see-414948ba-8b1c-
d3bd-8615-0e5e32204198

• Hide Desktop Icons (Windows 10)

• Gets rid of distracting clutter 
on your screen

• Can be easily done by right 
clicking on main PC screen to 
bring up pop-up menu, hover 
over View, then uncheck 
Show Desktop Icons

• Hide Desktop Icons for Macs:

• https://osxdaily.com/2009/0
9/23/hide-all-desktop-icons-
in-mac-os-x/

Tools for Presenters
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1. Keep your ZOOM Apps up to date.

2. Use a unique Meeting ID & 
Password

3. Use the Zoom Waiting Room 
feature.

4. Make sure only host’s can share 
their screens.

5. Lock a meeting once it starts.

6. Kick offenders out or Put on Hold.

ZOOM BOMBING –
BEST PREVENTIVE PRACTICES
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What Is Zoom and How Does It 
Work?

https://www.lifewire.com/what-is-
zoom-and-how-does-it-work-4800476

Zoom security: Your meetings will be 
safe and secure if you do these 10 
things

https://www.zdnet.com/article/make
-sure-your-zoom-meetings-are-safe-
by-doing-these-10-things/

Zoom Security & Privacy Issues –
Video

https://youtu.be/KeryuhnhA_A

Zoom Quick Reference Guide: 
https://www.customguide.com/ch
eat-sheet/zoom-quick-
reference.pdf

ZOOM Keyboard Commands

https://1drv.ms/b/s!Anv8JX5zwIjQgag
UXq7QqSTI8jlh-Q?e=TqNsg3
ZOOM Video Tutorials

https://support.zoom.us/hc/en-
us/articles/206618765-Zoom-
Video-Tutorials

References Articles
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