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Download & Sign In

Zoom Client for Meetings




Zoom Client for Meetings

The web browser client will download automatically when you start or join your fir:
meeting, and is also available for manual download here.

Version 5.5.4 (13130.0228)

Or, for Macs with Apple Silicon chips, click here to download

ZOOI l l © 2021 Zoom Video Communications, Inc.

Zoom Client

Download & Install

Q Go to zoom.us/download.
Q Locate Zoom Client for Meetings.
Q Click Download.

Q Install the Zoom package.



Zoom Client

@
(&

200Mm
SignIn

[ Sign In ]

& Ciicksignin,

° Q Sign in via email, SSO, Google or
Version:5,  Signin Sign Up Free Facebook.
[Email ] [\ Sign In with SSO ]
\: Password Forgot? or [G Sign In with Google J
Keep me signed in sign In [ f  Sign In with Facebook ]
< Back
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° ® N Q & ® Q Search

Home Chat Phone Meetings Contacts

Zoom Desktop App
®

Home Screen

1:05 PM

Tuesday, January 12, 2021

New Meeting Join

Schedule Share Screen

No upcoming meetings today
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General

Video

Audio

Share Screen
Phone

©Q cra

Q Background & Filters
@ Recording

6 rofie

0 Statistics

0 Feedback

. Keyboard Shortcuts

Accessibility

Settings

<

< 8 OO0

8 0

080

Remind me 5

Theme

Use dual monitors ()

Always show meeting controls ()

Copy invite link when starting a meeting
Ask me to confirm when | leave a meeting
Show my meeting duration

Add Zoom to macOS menu bar

Enter full screen when starting or joining a meeting

~ . ) .
minutes before my upcoming meetings

O Light

Reaction Skin Tone

& = & &b

[View More Settings @]

() Dark
Zo00m

200Mm

Zoom Video Communications, Inc.

PERSONAL
Profile
Meetings.
Webinars
Personal Audio Conference
Phone

Recordings

ADMIN

SOLUTIONS +

() Use System Setting

PLANS&PRICING  CONTACT SALES

Meeting Recording

Security

Schedule Meeting

In Meeting (Basic)

In Meeting (Advanced)
Email Notification

Other

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

SCHEDULE A MEETING

Telephone

Security

Require that i i ity opti
Require that all meetings are secured with one of the following
security options: a passcode, Waiting Room, or “Only authenticated
users can join meetings". If no security option is enabled, Zoom wil
secure all meetings with Waiting Room. Learn more @)

Waiting Room

When participants join a meeting, place them in a waiting room and
require the host to admit them individually. Enabling the waiting room
automatically disables the setting for allowing participants to join
before host.

Zoom Desktop App

General Settings
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General

Video

Audio

Share Screen

Phone

Chat

Background & Filters

Recording

Profile

Statistics

Feedback

Keyboard Shortcuts

Accessibility

Settings

Camera

[C922 Pro Stream Webcam e )
(") original ratio HD () Mirror my video

My Video

Touch up my appearance

Adjust for low light [ Auto  ~ )
)

O 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

200m
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Zoom Desktop App

Video Preferences



General
Video

Share Screen
Phone

Chat

Background & Filters

Recording

Profile

Statistics

Feedback

Keyboard Shortcuts

OO0O00B60OO

Accessibility

Settings

Speaker

( Test Speaker j [MacBook Pro Speakers (MacBook Pro Speakers) Vj

Output Level:

Output Volume: 4 r 0)

C) Use separate audio device to play ringtone simultaneously

Microphone

[ Test Mic j [MacBook Pro Microphone (MacBook Pro Microphone) "]

Input Level:
Input Volume: L )

Automatically adjust microphone volume

Suppress background noise Learn More

o Auto

O Low (faint background sound)
O Medium (computer fan, pen taps)
O High (typing, dog barks)

Music and Professional Audio

C) Show in-meeting option to "Turn On Original Sound" from microphone @

Ringtones | Default v | ®
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Zoom Desktop App

Audio Preferences



General
Video
Audio
Share Screen
Phone
) chat

3 Background & Filters

@ Recording

° Advanced Feature

m Statistics
G Feedback

e Keyboard Shortcuts

Accessibility

A\

Settings

| have green screen (D () Mirror my video

Studio Effects (Beta)

200m
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Zoom Desktop App

Virtual Background

o Click + to add a new image or video
background.

What's New? - Blur Background

11



" . Zoom Desktop App

Studio Effects
Apply to all future meetings

R Video Filters and Studio Effects

General

Video

@ ro
) shore sereen
@ Froe
0 ot

8 Background & Filters

. Virtual Backgrounds  Video Filters
@ Recording PR

O protie
ﬂ Statistics
0 Feedback

g Keyboard Shortcuts

Q Use Video Filters to add flair and
fun to your meetings!

v Moustache & Beard

s ~
& ) |V
T e
N

e S

0 &

v Lip Color

C00000

2 @eaaan
() Mirror my video Studio Effects | Reset )

Accessibility
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Zoom Meeting

Share Screen




Share Screen

Basic

Q Share sound.

Q Optimize for video clip.

Q Whiteboard.
Q Desktop / Application.

o Phone & Tablet.

zoom © 2021 Zoom Vi

Communications, Inc.

Mono

Stereo (High-fidelity) v

€] - Advanced Files

y 4 el

Desktop 1 Desktop 2 Whiteboard iPhone/iPad via AirPlay

N-T=r

y i ,

iPhone/iPad via Cable

Jd A
'

Google Chrome - User_Training_M...  Google Chrome - Advanced User T... Installer - Install Zoom

Damindare - Deminders Google Chrome -

Google Chrome - Zoom Rooms - Z...

b4
Mute

s -

D Share sound D Optimize for video clip

@ - y 21 A . (cc

Stop Video Security Participal

Live Transcript ~ Reactions

14



Share Screen

Advanced

e Putyourselfin front of your
presentation with Slides as
Virtual Background.

e Share a Portion of Screen.

e Share Computer Audio.
e ShareaVideo.

e Share Content from 2nd
Camera.

ZOOI l . © 2021 Zoom Video Communications, Inc.

Mute

EBETA

[ ] CE

Computer Audio

Slides as Virtual Background Portion of Screen ®

Content from 2nd Camera  (9)

(") Share sound ~

- @

Video

@/« - % a2 - ~ i O]

Stop Video Security Participants Chat Share Screen Polling Record

-}

Reactions

15



Share Screen

Files

Q Share files from:

e Dropbox

e Microsoft OneDrive
e Google Drive

e Box

e Microsoft SharePoint

ZOOI l l © 2021 Zoom Video Communications, Inc.

® Basic

a

Dropbox Microsoft OneDrive

s g

Microsoft SharePoint

() share sound ~ () Optimize for video clip

=

Google Drive

Box

g ~ @ S &~ .

Mute Stop Video Security Participants Chat

1] O]

Share Screen Polling Record

Live Transcript

-}

Reactions




Share Screen

Share Screen Control Menu

ZOOI l . © 2021 Zoom Video Communications, Inc.

onzoom

Meet OnZoom.

A marketplace for immersive
experiences

Learn More

REQUEST ADEMO 1.888.799.9666 RESOURCES v SUPPORT

Chat
Invite

Record on this Computer

Record to the Cloud
Closed Caption
Breakout Rooms

Disable Attendee Annotation

Show Names of Annotators
Hide Floating Meeting Controls

Share computer sound

Optimize Screen Share for Video Clip

Live on Facebook
Live on Workplace by Facebook
Live on YouTube

Live on Custom Live Streaming Service

17



Share Screen

REQUEST ADEMO 1.888.799.9666 RESOURCES v SUPPORT

Annotation Tools

Line Width
/Z 7 @

Learn More
Font

Bl B 220

ZOOI l l © 2021 Zoom Video Communications, Inc. 18



Zoom Meeting

Record




Record

Record on this Computer

Record to the Cloud

= $ at~ @ ~ b @® cc

Stop Video Security Participants Chat Share Screen Polling Record Live Transcript Reactions

zoom S /oom \/

licatio



& Recording... 11 &

~ - o0 |
an

Stop Video Security Participants

ZOOI l . . Zoom Video Communications, Inc.

-

Share Screen

Polling

Pause/Stop Recording

Live Transcript

(-]

Reactions

2
"4

Record

Recording Icons

Q Cloud icon = cloud recording

Q Circle icon = local recording

21



Zoom Meeting

Meeting Reactions/Non Verbal Feedback




Meeting Reactions/Non-verbal Feedback

Enable/Disable >: ? v

VICIOI’ 1a Re

Log-in to the Web Portal
Settings > Meeting > In-Meeting (Basic)
Non Verbal Feedback/Meeting Reactions

LS dEYBOH

v X <« »

' U Raise Hand

@/ - $ at~ @ ~ b @ cc (-

Stop Video Security Participants Chat Share Screen Polling Record

Live Transcript Reactions More

zoom 2021 Zoom Video Communications, Inc.



Zoom Meeting

Polling




Polling

REQUEST A DEMO 1.888.799.9666 RESOURCES ~ SUPPORT

Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING ~ HOST AMEETING ~ ‘

Co-host

*T)

Web Portal Settings

Allow the host to add co-hosts. Co-hosts have the same in-meeting controls as the
host.

Settings > Meetings > In Meeting

Meeting Polls

Allow host to use 'Polls' in meetings. Hosts can add polls before or during a ( B a S i C) > M eeti n g PO | | S

meeting.

o

Webinar Polls

Allow host to use 'Polls' in webinars. Hosts can add polls before or during a
webinar.

o

Webinar Survey

Allow host to present surveys to attendees once a webinar has ended

Always show meeting control toolbar

Always show meeting controls during a meeting

Show Zoom windows during screen share

Screen sharing

6 68 ¢ 8

Allow host and participants to share their screen or content during meetings

Who can share?

Host Only @ All Participants_(7)

ZOOI l . Zoom Video Communications, Inc.




Polls

Poll 1 /" Edit

Add a Question

Launch Poll

P

(L]
N 4 asl ~
Security Participants

. Zoom Video Communications, Inc.

~

Share Screen

i
Polling

®

Record

Live Transcript

-}

Reactions

2
»

Polling

In Meeting Polling

Q If no polls have been created, click
Add a Question.



Polling

REQUEST A DEMO 1.888.799.5926 RESOURCES ~ SUPPORT

zool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOSTAMEETING ~
L]
L]
Web Portal: Add Questions

Profile Meetings Get Training
Upcoming Previous Personal Room Meeting Templates

‘Webinars

Details Poll l Live Streaming
Personal Audio Conference

Recordings You have not created any poll yet. Q O n th ewe b pO rta | ’ C| IC k Meetl ngs

Settings Q Select Personal Room.

Account Profile

Reports Q Choose Poll.
& Click+Add Poll,

Attend Live Training
Video Tutorials

Knowledge Base

ZOOI l . Zoom Video Communications, Inc. 27




200Mm

Test Question

Question 1
1. Untitled Question
Untitled Option 1

Untitled Option 2

+ Add Option

Copy Question

Delete Question

()

+ Add Question

Anonymous

. Zoom Video Communications, Inc.

Save Cancel

Polling

Web Portal: Adding Polls

28
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Training Meeting

1. Did you finish the training on Polling?

Yes

) No

Anonymous

. Zoom Video Communications, Inc.

+ Add Question

Save Cancel

Polling

Web Portal: Adding Questions

29



Z Ool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES

Profile Meetings

Upcoming  Previous Personal Room

Webinars

Details Poll Live Streaming
Personal Audio Conference
Recordings Title Total Questions
Settings

> Poll 1: Training Meeting 1 question

Account Profile

Reports

Attend Live Training
Video Tutorials

Knowledge Base

REQUEST A DEMO 1.888.799.5926

SCHEDULE A MEETING

Meeting Templates

Anonymous

JOIN A MEETING

RESOURCES ~ SUPPORT

HOST A MEETING ~

Get Training

Edit

Delete

ZOOI l . Zoom Video Communications, Inc.

Polling

Web Portal: Created Polls List

30



Polling

2
»

@® Polls

Launch Pol

1. Did you finish the training on Polling?

Yes

i & cClickPolling.

Q Click v to select a specific poll.

Q Once the desired poll has been
selected, click Launch Poll.

Launch Poll

$ ar~ @ ~ | ® cc (-]

Security Participants Share Screen Polling Record Live Transcript Reactions

ZOOI l . . Zoom Video Communications, Inc.



. @® Polls

Training Meeting in Progress 00:00:08

Attendees are now viewing questions 0 of 0 (0%) voted

1. Did you finish the training on Polling?

Yes (0) 0%

No (0) 0%

& ~ m-~ ~ 1l

Mute Stop Video Security Participants Share Screen Polling Record

ZOOI l . . Zoom Video Communications, Inc.

Live Transcript

-}

Reactions

More

2
»

Polling

Live Poll

o
o

See elapsed time of the poll.

Live updates of how many
attendees have voted.

Select End Poll to close out the
question.

32
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Favorite Food Type in Progress

Polls

Attendees are now viewing questions

00:01:06

6 of 9 (66%) voted

1. Choose your favorite types of cuisine...(Multiple

Choice)

American

Italian

Indian

Japanese

Mexican

(2/6) 33%

(4/6) 67%

(3/6) 50%

(3/6) 50%

(5/6) 83%

Mediterranean

Jamaican

Zoom Video Communications, Inc.

End Poll

(3/6) 50%

(2/6) 33%

(116) 17%

Polling

Live Poll

See elapsed time of the poll.

Q Live updates of how many
attendees have voted.

Q Select End Poll to close out the
question.



@ Polls

Poll 1: Training Meeting v

Poll closed

1. Did you finish the training on Polling?

Yes

No

/' Edit

0 voted

(0) 0%

(0) 0%

f Download | Re-launch Share Results ‘

S

v a’

~ . & - b

®

Security Participants Share Screen Polling Record

. Zoom Video Communications, Inc.

Live Transcript

2
»

Polling

Share Results

Q Download poll results.

Re-launch the poll for more
responses.

& Click Share Results to show
responses to participants.



Polling

. | [©] Polls
Sharing Poll Results Share Results

Attendees are now viewing poll results

1. Did you finish the training on Polling?

Yes (0) 0%

N i Q Download poll results.

Q Click Stop Sharing to show close
out sharing the poll with
participants.

Download | Stop Sharing

& - & ~ ~ [} O)  cc] (-]

Mute Stop Video Security Participants Share Screen Polling Record Live Transcript Reactions More
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Zoom Meeting

Breakout Rooms




Breakout Rooms

"
: : c
In Meeting: Host View
Q Select how many breakout rooms - Ereskou Rooms
you want to create.
Create 1 ¢ breakout rooms
Q Choose how participants will be | ©ssign automatically

Assign manually

assigned to breakout rooms:

Let participants choose room

Assign automatically
Assign manually

e Let participants choose
room

1 participants per room Create

Q Click Create to open up the final
step of launching breakout rooms.

§ - 2 % as’ A . i O] H

Mute Stop Video Security Participants Polling Record Breakout Rooms

zoom © 2021 Zoom Video C

Communications, Inc. 37




Breakout Rooms

~ Room1 /" Rename X Delete Room 6
@ Allan Gray -] Move To
& ArchieR -] Move To
In Meetlng: HOSt Vlew @ Dawn Schafer -] Move To
) . g Jessi Ramsay =] Move To Room 2 0
e Seealist of Rooms and assigned s
o Logan Bruno -] Move To Room 3 0
participants to each room. © rovert Fitzgersid I Move To Room 4 .
([ ] Rename or Delete Room. v Room 2 / Rename X Delete Room Assign
. . v R 3 "R X Delete R Assi
e Assign new participantstoa oom 7 Hename % Deleteoom - Assion
room. ~ Room 4 /" Rename X Delete Room Assign
e C(lickthe Gear iconto open up
settings.
e Recreate breakout rooms.
e Click Open All Rooms to send
participants to their breakout 5 (Recreate | ( Add Room )

rooms.

NP [ % &~ @ ~ @ cc] ®

Mute Stop Video Security Participants Chat Share Screen Polling Record Live Transcript ~ Reactions More

zoom © 2021 Zoom Vide
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Breakout Rooms

In Meeting: Host View

ZOOI l . © 2021 Zoom Video Communications, Inc.

v

v

v

e

A Archie R

@ Dawn Schafer

@ Jessi Ramsay

@ Robert Fitzgerald

Room 2 /" Rename
@ Logan Bruno

Room 3 /" Rename
Room 4 /" Rename

X Delete Room
-] Move To
-] Move To
—~] Move To
-] Move To
-] Move To
X Delete Room
—~] Move To

X Delete Room

X Delete Room

\: Recreate ] : Add Room \\ Open All Rooms

5

= Exchange °"!
* Exchange

= Exchange

= Exchange Room 1 5
% Exchange
Allan Gray
1
Archie R

= Exchange

. Dawn Schafer
Assign

Assign Jessi Ramsay

Robert Fitzgerald

Record Live Transcript




Breakout Rooms

In Meeting: Host View

Allow participants to choose room

Allow participants to return to the main session at any time

Automatically move all assigned participants into breakout rooms

Auto close breakout rooms after § minutes
Notify me when the time is up
Countdown after closing breakout room

Set countdown timer: 30 C seconds

& ~ @ % &2~ @ ~ @ cc] ®

Mute Stop Video Security Participants Chat Share Screen Polling Record Live Transcript ~ Reactions More
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Breakout Rooms “Room1  /Rename  XpeltoRoom s

@ Allan Gray -] Move To
.
4 Archie R -] Move To
@ Dawn Schafer >] Move To
° ° -
In Meeting: Host View
g Jessi Ramsay -] Move To
@ Robert Fitzgerald -] Move To
~ Room 2 /" Rename X Delete Room Assign
~ Room 3 /" Rename X Delete Room Assign
~ Room 4 /" Rename X Delete Room Assign

o Recreate ICEGLIE  Open All Rooms

2 N & v 8 - h ® cc] (-]

Mute Stop Video Security Participants Share Screen Polling Record Live Transcript ~ Reactions More

zoom © 2021 Zoom Video C
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Breakout Rooms

In Meeting: Participant View

[ J Breakout Rooms

The host is inviting you to join Breakout Room:
Room 2

Later Join Breakout Room

&2 @ (]

Participants Reactions

ZO0M .01 zeamv

Communications, Inc. 42



Breakout Rooms

In Meeting: Participant View

Joining Breakout Rooms...

Room 2
It may take a few moments.

[ 1) g
ar’ » o ©® Leave Room

Participants Chat Share Screen  Ask for Help Reactions

Zoom 2021 Zoom Video Communications, Inc 43



Breakout Rooms

Ask for Help: Participant View

Ask for Help

You can invite the host to this Breakout Room for
assistance.

Invite Host

& ~ @~ ad’ . [+ ] o (-]

Stop Video Participants Chat Share Screen | Ask for Help Reactions

Leave Room

200Mm . ....

> Communications, Inc 44




Breakout Rooms

Notification: Participant View

Breakout Rooms

Breakout Rooms will close in 56 seconds
You will be returned to the main session automatically.

Return to Main Session

+
= . n o 9 Leave Room

Participants Share Screen  Ask for Help Reactions

zoom 2021 Zoom Video Com




Breakout Rooms

Leave Room: Participant View

Jacob Burridge

Leave Meeting

Leave Breakout Room

Zoom 2021 Zoom Video Communications, Inc 46



Other Meeting Features

.




Hiding/Showing Self-View

Zoom Meeting

Hide Self-View

e Hoverover your video
e C(licktheellipsis button
e Select Hide Self View

Israel Test Zoom

Unmute My Audio

Stop Video

Choose Virtual Background...

Choose Video Filter...

Pin
Hide Self View

Edit Profile Picture

Rename
Assign to Type Closed Captions

Israel Pinile | Zoom CSM

Unmute Stop Video Sec Participants Share Screen ecorc Live Transcript  Breakout

Zoom 2021 Zoom Video Co




Hiding/Showing Self-View

Show Self-View

e Click the View Button
e Select Show Self View

ZOOI l . © 2021 Zoom Video Communications, Inc.

Ask to Unmute

Ask to Start Video

Chat

Pin

Hide Non-video Participants

Show Self View

Make Host
Make Co-host

Rename

Put in Waiting Room

Remove

Report




Resources & Support

.




JOIN AMEETING

Zoom Help Center SALES PLANS

Quickstart Guides

00,

% Owner & Admins @m Users & Participants D

Video Tutorials ~ Show All

-
@®
i)

Live Training Join A Meeting Record a Meeting Joining & Configuring Audit

Support Topics
Getting Started Audio, Video, Sharing Meetings & Webinars Zoom Phone Account & A¢

CA £ L& 6
ZOOI l I © 2021 Zoom Video Communications, Inc. Messaging Integration c

@)

Resources & Support

Q Please go to support.zoom.us.

Q Search through Zoom'’s knowledge
base for related content.

Q Browse through Quickstart Guides,
Video Tutorials, or specific Support
Topics.

51



Best Practices




Best Practices

A
Before the Meeting
e Testaudio &video.
e Have the content you wish to share ready in advance.
e Close applications with popups.
e Tidy up your background, or use a virtual background.
e Turnyour camera ON!
e Position your webcam at or slightly above eye level.
e Make eye contact- try to look at your webcam as often as possible.

ZOOI l l © 2021 Zoom Video Communications, Inc.




Best Practices

Hosting a Meeting

e Mute your microphone if others are presenting or speaking.

e Use Gallery View for collaborative meetings.

e Share Your Screen: Share specific applications to control displayed content.
e Use New Share to transition between applications.

e Use Annotation to grab attention.

e UsePolls, Breakout Rooms, and Online Activities (e.g. Kahoot) for better engagement.

ZOOI l l © 2021 Zoom Video Communications, Inc. 55
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