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● Zoom Desktop Client

● Share Screen

● Record

● Reactions

● Polling

● Breakout Rooms

● Resources and Support

● Best  Practices
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Agenda
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Download & Sign In

Zoom Client for Meetings
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Download & Install

Zoom Client

Go to zoom.us/download.

Locate Zoom Client for Meetings.

Click Download.

Install the Zoom package.
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Sign In

Zoom Client

Click Sign In. 

Sign in via email, SSO, Google or 

Facebook.



© 2021 Zoom Video Communications, Inc.© 2021 Zoom Video Communications, Inc. 6

Home Screen

Zoom Desktop App
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General Settings

Zoom Desktop App
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Video Preferences

Zoom Desktop App
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Audio Preferences

Zoom Desktop App
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Virtual Background

Zoom Desktop App

Click + to add a new image or video 

background. 

What’s New? – Blur Background



© 2021 Zoom Video Communications, Inc.© 2021 Zoom Video Communications, Inc. 12

Video Filters and Studio Effects

Zoom Desktop App

Use Video Filters to add flair and 

fun to your meetings!
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Zoom Meeting

Share Screen
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Basic

Share Screen

Share sound.

Optimize for video clip.

Whiteboard.

Desktop / Application.

Phone & Tablet.
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Advanced

Share Screen

● Put yourself in front of your 

presentation with Slides as 

Virtual Background.

● Share a Portion of Screen.

● Share Computer Audio.

● Share a Video.

● Share Content from 2nd 
Camera.
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Files

Share Screen

Share files from: 

● Dropbox

● Microsoft OneDrive

● Google Drive

● Box

● Microsoft SharePoint
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Share Screen Control Menu

Share Screen
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Annotation Tools

Share Screen
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Zoom Meeting

Record
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Record
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Recording Icons

Record
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Cloud icon = cloud recording

Circle icon = local recording
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Zoom Meeting

Meeting Reactions/Non Verbal Feedback
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Enable/Disable 

Meeting Reactions/Non-verbal Feedback

Log-in to the Web Portal

Settings > Meeting > In-Meeting (Basic)

Non Verbal Feedback/Meeting Reactions
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Zoom Meeting

Polling
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Web Portal Settings

Polling

Settings > Meetings > In Meeting 

(Basic) > Meeting Polls

25



© 2021 Zoom Video Communications, Inc.© 2021 Zoom Video Communications, Inc.

In Meeting Polling

Polling
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If no polls have been created, click 

Add a Question.
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Web Portal: Add Questions

Polling
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On the web portal, click Meetings.

Select Personal Room.

Choose Poll.

Click +Add Poll.
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Web Portal: Adding Polls 

Polling
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Web Portal: Adding Questions 

Polling
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Web Portal: Created Polls List 

Polling
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Launch Poll

Polling
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Click Polling.

Click v to select a specific poll.

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

Polling
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See elapsed time of the poll.

Live updates of how many 

attendees have voted.

Select End Poll to close out the 

question.
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Live Poll

Polling
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See elapsed time of the poll.

Live updates of how many 

attendees have voted.

Select End Poll to close out the 

question.
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Share Results

Polling

34

Download poll results.

Re-launch the poll for more 

responses.

Click Share Results to show 

responses to participants.
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Share Results

Polling
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Download poll results.

Click Stop Sharing to show close 

out sharing the poll with 
participants.
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Zoom Meeting

Breakout Rooms
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In Meeting: Host View

Breakout Rooms

Select how many breakout rooms 

you want to create.

Choose how participants will be 
assigned to breakout rooms:

● Assign automatically
● Assign manually

● Let participants choose 
room

Click Create to open up the final 
step of launching breakout rooms.
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In Meeting: Host View

Breakout Rooms

● See a list of Rooms and assigned 

participants to each room.

● Rename or Delete Room.

● Assign new participants to a 

room.

● Click the Gear icon to open up 

settings.

● Recreate breakout rooms.

● Click Open All Rooms to send 
participants to their breakout 

rooms.
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In Meeting: Host View

Breakout Rooms
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In Meeting: Host View

Breakout Rooms
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In Meeting: Host View

Breakout Rooms



© 2021 Zoom Video Communications, Inc. 42

Breakout Rooms

In Meeting: Participant View
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Breakout Rooms

In Meeting: Participant View
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Breakout Rooms

Ask for Help: Participant View
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Breakout Rooms

Notification: Participant View
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Breakout Rooms

Leave Room: Participant View
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Other Meeting Features
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Hide Self-View

Hiding/Showing Self-View

● Hover over your video

● Click the ellipsis button

● Select Hide Self View
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Show Self-View

Hiding/Showing Self-View

● Click the View Button

● Select Show Self View
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Resources & Support
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Resources & Support

Please go to support.zoom.us.

Search through Zoom’s knowledge 

base for related content. 

Browse through Quickstart Guides, 

Video Tutorials, or specific Support 
Topics.
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Best Practices
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Best Practices

Before the Meeting

● Test audio & video.

● Have the content you wish to share ready in advance.

● Close applications with popups. 

● Tidy up your background, or use a virtual background.

● Turn your camera ON!

● Position your webcam at or slightly above eye level.

● Make eye contact- try to look at your webcam as often as possible.
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Best Practices

Hosting a Meeting

● Mute your microphone if others are presenting or speaking.

● Use Gallery View for collaborative meetings.

● Share Your Screen: Share specific applications to control displayed content. 

● Use New Share to transition between applications.

● Use Annotation to grab attention.

● Use Polls, Breakout Rooms, and Online Activities (e.g. Kahoot) for better engagement.
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Q
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A
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Thank You
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