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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 | 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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ZOOM SESSION 2 - AGENDA

. 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
o Sharing screens/applications
e Sharing video clips
e 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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Zoom
Quick Reference Guide
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ZOOM BASICS

H/W Requirements:

e ZOOM runs on Windows, Linux, Magc,
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

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

all possible.
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ZOOM APP SCREEN ON A PC/MAC
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= Schedule meeting

Schedule Meeting

Name Your Meeting
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O Genera

Security
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UPCOMING MEETINGS

’ =) Q. Search
Meetings Contacts

Upcoming

Osher Mastering Zoom
123 456 789

My Personal Meeting ID (PMI) 9:30 AM - 11:45 AM

Meeting ID: 898 3365 1320

m f@ Copy Invitation # Edit X Delete

Hide Meeting Invitation

Mon, February 1

Osher Mastering Zoom
9:30 AM-11:45 AM

Meeting ID: 898 3365 1320
Rick Chase is inviting you to a scheduled Zoom meeting.

R R . Topic: Osher Mastering Zoom
ecurring meeting Time: Feb 1, 2021 09:30 AM Eastern Time (US and Canada)

Join Zoom Meeting

FCC&TC Board Meeting https://us02web.zoom.us/j/89833651320?pwd=dIVDYmYxSHRmejUc2tHZUErUUF4UTO9
Meeting ID: 884 5227 0539 Meeting ID: 898 3365 1320
Passcode: 832620

One tap mobile

+13017158592,,898336513204,,,*8326204 US (Washington DC)
+13126266799, 898336513204, *8326204 US (Chicago)

Dial by your location
+1301 715 8592 US (Washington DC)
+1312 626 6799 US (Chicage)
+1 646 558 8656 US (New York)
+1253 215 8782 US (Tacoma)
+1 346 248 7799 US (Houston)
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ZOOM WEB PORTAL - PROFILE

® My Profile - Zoom X 83 Settings

< C @ (& https;//us02web.zoom.us, 2 ¢ 2 M

REQUEST ADEMO 1.888.799.5926 RESOURCES ~ SUPPORT

ZOOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOSTAMEETING ~ @

PERSONAL

Rick Chase
Account No. 123456789

Meetings

Webinars

Change Delete
Recordings

Settings Personal Meeting ID Rk X XD 0L Show
https:/us02web.zoom.us/j/*******566  Show
ADMIN Use this ID for instant meetings

> User Management
Sign-In Email rac”**@msn.com  Show
> Room Management
Linked accounts: )
> Account Management

License Type Licensed @
> Advanced

Meeting 100 participants @

Language English
Attend Live Training

Video Tutorials Date and Time Time Zone (GMT-5:00) Eastern Time (US and Canada)

Knowledge Base Date mm/dd/yyyy Example: 08/15/2011
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ZOOM WEB PORTAL - SETTINGS

@ My Settings - Zoom X 83 Settings

& C ® O https//usO2web.zoom.us/profile/se § B @

REQUEST ADEMO 1.888.799.5926 RESOURCES ~ SUPPORT

ZOOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOSTAMEETING ~ @

PERSONAL Meeting Recording Telephone

Profile
Meetings Security

Webinars . . . N .
Require that all meetings are secured with one security option

Require that all meetings are secured with one of the following security
options: a passcode, Waiting Room, or "Only authenticated users can join

Recordings

meetings". If no security option is enabled, Zoom will secure all meetings with
Waiting Room. Learn more

Per new security guidelines, you cannot change this setting. Please X
ADMIN contact your account admin for more information.

User Management

Room Management Waiting Room () Modified Reset
When participants join a meeting, place them in a waiting room and require

Account Management the host to admit them individually. Enabling the waiting room automatically
disables the setting for allowing participants to join before host.

Advanced

Waiting Room Options

The options you select here apply to meetings hosted by users who turned

'Waiting Room' on

. v Everyone will go in the waiting room

Attend Live Training
Edit Options Customize Waiting Room

Video Tutorials

Knowledge Base
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ZOOM TOOLBAR

Left-click to Mute/

UnMute Microphone
Left-click to Tum Left-click to Toggle Left-click to Launch Left-click to Choose an Emoji
On/Off Video View Participants List ~ Screen Sharing Options That will display on Screen
Rick Chase
4 ~ @ - & &~ . a- @ -] e
Mute Stop Video Security Participants Chat Share Screen Record Reactions

Left-click to Open Left-click to Toggle Left-click to Launch
Security Settings Menu  /View Chat Feature ~ Session Recording Menu
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ZOOM TOOLBAR - SECURITY SETTINGS*

Lock Meeting

Hide Profile Pictures

Allow participants to:
Share Screen

~ Chat

~ Rename Themselves

¥ Unmute Themselves

v Start Video

Suspend Participant Activities

*only on host toolbar

Rick Chase
4 -~ @ - & ar -~ . -~ @ (-] e
Mute Stop Video Security Participants Chat Share Screen Record Reactions
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ZOOM TOOLBAR - SCREEN SHARING OPTIONS

v One participant can share at a time

Multiple participants can share simultaneously

Advanced Sharing Options...

Rick Chase
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Mute Stop Video Security Participants Chat Share Screen Record Reactions
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ZOOM TOOLBAR -

RECORDING SESSION

Record on this Computer Alt+R
Record to the Cloud Alt+C

Rick Chase
$ -~ @ - &
Mute Stop Video Security

.
& - 0m Q- © o

Participants Chat Share Screen Record Reactions

End
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Meeting ID
Host

Invite Link

Participant ID

Encryption

You are connected to Zoom Global Network via data centers in the United

States

Report ™

Rick Chase

g, ~
Mute

Rick Chase's Personal Meeting Room

123456789

Rick Chase (You)

https://us02web.zoom.us/j/8670820566

@ Copy Link

987654

Enabled

wi -

Start Video

&

Security
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Share Screen

=
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Tools for Presenters

* 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:

Animate Your Mouse Pointer
(Windows 10)

Helps bring attention to a
specific area

Windows 10: Open Settings,
left click on Devices, left click
on Mouse, left click on
Additional mouse options,
select Pointer Options, check
Show pointer location
whenl press the CTRL key.

Magnifier (Windows 10)
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https://support.microsoft.com/en-us/windows/use-magnifier-to-make-things-on-the-screen-easier-to-see-414948ba-8b1c-d3bd-8615-0e5e32204198
https://osxdaily.com/2009/09/23/hide-all-desktop-icons-in-mac-os-x/

ZOOM BOMBING -
BEST PREVENTIVE PRACTICES

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.
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References

Zoom Quick Reference Guide:

ZOOM Keyboard Commands

Z0OOM Video Tutorials

Articles

What Is Zoom and How Does It
Work?

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

Zoom Security & Privacy Issues —
Video
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https://www.lifewire.com/what-is-zoom-and-how-does-it-work-4800476
https://www.zdnet.com/article/make-sure-your-zoom-meetings-are-safe-by-doing-these-10-things/
https://youtu.be/KeryuhnhA_A
https://www.customguide.com/cheat-sheet/zoom-quick-reference.pdf
https://1drv.ms/b/s!Anv8JX5zwIjQgagUXq7QqSTI8jlh-Q?e=TqNsg3
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
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