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Objectives: zo Om

e Access Zoom Desk

. . In this tutorial you will gain the skills you need to be an incredible Zoom
Client or via Canvas

host from your desktop or directly from your Canvas course. The tutorial
tells you about features applicable to Zoom Meetings and using the Zoom
Client software. It explains using the settings for web collaboration,
scheduling and hosting your events with an emphasis on best practices.
Please call Dr. Sheila Morgan at 662-241-6423 for assistance.

e Schedule Meetings
e Home Screen
e Meeting Settings

Access Zoom on your Desktop

You can access Zoom two different ways: on your desktop and in your
Canvas course. First, let’s take a look at how you access you from your
desktop using the Zoom Client software. Find the Zoom icon on your -
desktop and click on it. Sign in with your MUW email and password. . E
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& Zoom Cloud Meetings
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Sign In with your MUW email and [ &/ Zeom Cloud Meetings
password.

Sign In Sign Up Free

| snmorganl@muw.edu Q Sign In with 550

Password C Sign In with Google

Keep me signed in Sign In with Facebook

You are now logged in to g -
the Zoom client. It opens ci e o
on the Home screen
area. From this page,
you do many things: you
can host class meetings
with lots of participants,
and small group
collaborations can work
nicely; as well. You can
share screens and
collaborate in real time.

Q_ Search

7:10 PM

Tuesday, March 26, 2019

New Meeting ~

No upcoming meetings today

Schedule Share screen



Access Zoom on your Canvas course

Before we jump into the features in Zoom, let's explore the other
way to access Zoom directly from your Canvas course. Log into
Canvas, then into the specific course where you want your Zoom link
posted.  Account

[iC%)

Dashboard

Modules
Chat

McGraw Hill Cam-
pus

Purchase Course
Materials

Research and
Adopt Course Ma-
terials

Access Digital
Course Materials

Learn About Digi-
tal Options

smarterproctoring

If you do not see Zoom as an option on the menu on the left hand side of
the screen, you will need to put it in your course. To do this, go to settings
in the course menu, then select the tab for Navigation.

— Sheila_Test_Course_101 > Settings

Home Course Details :—IELU\JII\'JJE Feature Options

Modules

Attendance Drag and drop items to reorder them in the course navigation.
Chat Home

LockDown Modules

Browser
Attendance

Piazza

Badges

Tutoring

smarterproctoring
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From the Navigation tab, scroll to the bottom of the page and find the option
for Zoom and then drag it to the top section of the page to add it to your
course, then scroll back to the bottom of the page and select Save. This oo

portian of the

. . page, drop it there
action put Zoom in your course. andscl o

bottom of the
page and select
Save.

Please see detailed information on how to use Zoom with Canvas

Schedule Meeting from Desktop Client
You can schedule a meeting )

from the home screen by o © ®
clicking the Schedule icon. Also
notice form the screenshot that
you are alerted to upcoming
meetings from the home
screen and can start the

o 8:48 AM
meeting directly from the alert o Wednesday, March 27, 2019
message.

NewMeeting, Aoin Sheila Morgan's Zoom M.
12:00 PM - 01:00 PM

Meeting ID: 975-660-427
Schedule

Share screen

View today’'s upcoming meetings (1)

You will be prompted with a Schedule A meeting box, consider
the options like Start time, duration of the meeting, time zones,

Schedule a Meeting

Topic:

. . . . Sheila Morgan's Zoom Meeting «
reoccurring meetings, how will host the meeting, password R ————————
requirements and which calendar to sync the meeting. Lastly, oo [ e b “hin

select the Schedule option to post the meeting to your calendar.
In this example, we will post the meeting to Outlook.

O Outioek Google Calendar Cther Colendars

* -y -



file:///C:/Users/user/Documents/Sheila%20Projects/tutorials/Zoom%202019/Updated%20Tutorail/Canvas%20and%20Zoom.docx
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[AETTCM Inset  Format Text s ¥ .
should open to o ' — ~ -
S [= 1 sal 2a . (o) Private
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Zoom meetlng Actions Show Skype Meeting Meeting Notes Attendees Options [F] Tags

o You haven't sent this meeting invitation yet.

room details,
to.. e Invite your students here

With an Option EE' Subject Sheila Margan's Zoom Meeting
tO inVite Others send Location https://muw.zoom.us/j/474065144

Starttime | Fri 3/29/2019 & [10:00am - All day event
to your End time Fri 3/29/2019 = [11:00am -

meeting. Click

to search for

participants to

. . One tap mobile

invite or type +1646§769923,,474065144# US (New York)
. . +14086380968,,4740651444 US (San lose)

them directly in

Sheila Morgan is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting

https://muw.zoom.us/j/474065144

Dial by your location

the invitation’s +1 646 876 9923 US (New York)
+1 408 638 0968 US (San Jose)
text box a rea +1 669 900 6833 US (San Jose)

Meeting ID: 474 065 144
Find your local number: https://zoom.us/u/abah3MQ2uZ

Once you have posted your meetingsto |°
your calendar, you can quickly look for M

upcoming meetings from the Home
screen by selecting either the Meetings
icon at the top of the page or from the
View today’s upcoming meetings option
at the bottom of the screen. Either way

New Meeting ~ Join
takes you to upcoming meetings.
Stant
-
Schedule Share screen

View 1003y's upcoming meetings (3)




From the upcoming meetings section, you can clickona |°
meeting and start the meeting, copy the invitation
details to send to anyone, edit the meeting details or
delete the meeting. In addition, there is an option to
show the meeting details in the section, as well.

Home Screen on Zoom Desktop Client

From the Home Screen, you have
many options to create a new
meeting instantly, join a meeting,
schedule a meeting, or share
your screen. Also please note
that you are alerted on the home
screen for upcoming meetings
and you can start them directly
from the Home screen area.

Sheila Morgan's Zoom Meeting
10:00 AM-11:00 AM
Mesting 10: 271077340

Sheila Morgan's Zoom Meeting

Fri. Mar 20

Sheila Morgan's Zoom Meeting
1000 AN-11:00 A

Meeting i0: 474-065-144

Thu dnros

Qe tap maks
~ GIGTR23, S5TTALAIZ US (Hew York)
~ 16699008833, 3532752418 US (San Jose)

Home

00

New Meeting ~ Join

Schedule Share screen
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Chat

O] Q) Search

Meetings Contacts

9:38 AM

Wednesday, March 27, 2019

Sheila Morgan's Zoom M...

10:00 AM - 11:00 AM | Starts in 22 minutes

Meeting ID: 271-077-340

Wiew today's upcoming meetings (2)




Meeting Settings

We cover scheduling a meeting later in this tutorial,
so here; let’s look at the New Meeting option. When
you choose the New Meeting option, you are
instantly taken to your Zoom meeting area. Now it is
time to either join the meeting via phone call or
computer audio. Please test speaker and
microphone options first, before entering the room if
you are using computer audio.

The ringtone test ensures that you can hear the piano
playing; if you do not hear it then you will need to find your
speakers from the pull down menu option. Do you hear a ringtone?

Yes No

Speaker 1: Speakers / Headphones (Realtek Audio)

Output Level: ﬁ

Test your microphone by speaking, you should hear the recording in a playback. If you do not, select the
dropdown menu and find your microphone, then retest to see if it is working properly. Once both test for
speaker and microphone passes, you will be
prompted to Join with Computer Audio.

Speak and pause, do you hear a replay?

Yes No

Microphone 1: Micrephone (HD Pro Webcam C920) ©

Input Level:




Let’s take a look
now at the options
available in your
Zoom meeting,
specifically at the
bottom of the
screen. Notice,
there is no slash
thru the video icon
at the bottom and |
am allowing for my
video camera to be
available. | can
mute and unmute,
start and stop my
video from
showing, invite
people to them meeting, share my screen with others, chat, record the meeting, add Closed caption,
add break out rooms or End the Meeting.

~ e &'

Unmute Stop Video Invite Manage Participants Share

You can also change your audio options in the
Zoom meeting, see from screenshot the speaker
and microphone being used in the meeting as

well as the option to test the speaker and v Microphone (HD Pro Webcam C€920)
microphone. If you do not hear sound, choose Same as System

other options for microphone and speakers from
elect a Speaker

this area.
v/ Speakers / Headphones (Realtek Audio)

Same as System

est Speaker & Microphone...

Switch to Phone Audio...

Leave Computer Audio

- Audio Settings...
f Sheila b _ 2

P
% &4

Unmute Stop Video




The same concept applies to video options
as well, you change your video
preferences from this area by selecting the

. ST P Camern
arrow prompt beside the video icon = = and
v/ HD Pro Webcam C920

then consider your settings in this

area.
gl ideo Settings...
: Choose a Virtual Background
- Sheila Morgan
% ~ W
Unmute Stop Video
For more specific audio
. . Settings
and video options such as @ setna
Where to flnd recordlngsl General Local Recording  Location:  Ci\Users\user\Decuments\Zoon Open Change
choose the audio or video video 350 GE remaining.
. . Choose a location for recorded files when the meeting ends
Settln S. Audio
g Record a separate audio file for each participant whe speaks
Chat

Optimize for 3rd party video editor (3)

Virtual Background Add a timestamp to the recording (7)

@® Recording Record video during screen sharing

Place video next to the shared screen in the recording
Advanced Features

Statistics Cloud Recording Manage my cloud recerding

0 Feedback
ﬂ Accessibility

From the ribbon at the bottom of the Zoom meeting, you can also manage all students. For example, if
they are loud; you can mute them all. You can hear chimes when they enter and exit them meeting.

[ | ]
‘r.: -~ ’ OA L < Mute All Unmute All > Mcro
Invite e Chat Record  Closed Caption Breakout Rooms

Mute participants on entry

v Allow participants to unmute themselves
v Put attendee in waiting reom cn entry

Play enter/exit chime




You can also ; RRRRR / Ny nm 7z -

Manage Partipants ~ NewShare  PauseShare  Annotate More

manage - e DEIPOTENI ¢ e K L]
individual :

students; such as
make them host
or co-host or
assign them to
type the Closed
Caption for you

as well as other -

things. /‘:}/ Z»V \&\}\\‘\‘y

ﬁ)-‘ 34

You can share v/ One participant can share at a time

your share with Multiple participants can share simultaneously
other by selecting

the Share icon at

the bottom of the
Zoom meeting. 2- 1 @ , ©A ==

Manage Participants Share Chat Record Closed Caption Breakout Roo

Advanced Sharing Options...

Consider this example of a biology class where the instructor is showing the students the heart of a
fish. Once you are done sharing your screen, click the Stop Share option at the top of the page.

You can
choose to
record your
meeting to 1
me % 2

Invite Manage Participants

Record on this Computer
Record to the Cloud

10



computer or the cloud.

Break out rooms allow the instructor to
easily place students into sub-meetings
for group discussions, projects or
activities. Notice the Breakout Rooms
option at the bottom of the ribbon in the
Zoom meeting, if you are sharing your
screen; the button is under the More
menu. Zoom will show you the number of
eligible participants and ask how many
rooms to create. It will also assign Create Rooms
members to rooms automatically. Create
breakout room to proceed.

Assign 0 participants into 1 . Rooms:

-

®  Automatically Manually

0 participants per room

Pq mm
Lastly, (OX -
you can L Record Closed Caption Breakout Rooms

use the
Chat icon to private chat with students and when you are ready to end the meeting, you can choose
the End Meeting link on the lower right portion of the ribbon on the screen.
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