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Zoom Video Conferencing Getting Started

Objectives

Zoom is the leader in modern enterprise video communications, with a
secure, easy cloud platform for video and audio conferencing, messaging,
and webinars across mobile, desktop, and room systems. Zoom Rooms

is the original software-based conference room solution used around

the world in board, conference, huddle, and training rooms, as well as
executive offices and classrooms.

Contact Us For Help

The Connie & Tom Kossen Center for Teaching and Learning is
dedicated to the goal of providing assistance to faculty with instructional
technology. We are currently located on the Second Floor of the
Library. Instructors may choose to come by at their convenience or by
appointment. Our office is open from 8:00 am to 5:00 pm.

Instructor

Rick Frazier

Instructional Technologist

Center for Teaching and Learning
rsfrazier@muw.edu
662-241-6423
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1. Double click the Zoom icon.

2. Click Sign In.

3. Enter your email address and password and click Sign In.

Desktop App Home Screen

1. View in Settings the settings for your Zoom meetings. This includes
Audio, Video, General (Application, Content Sharing, and Instant
Message), Feedback, Recording, Account Type (Basic, Pro, etc.), and
Statistics (Overall, Audio, Video, and Screen Sharing). See Home
Screen: Settings for more details.

2. Click Start without video to start a meeting sharing your "desktop" or
"application".

3. Click Start with video to start a video meeting.

4. Click Schedule to set up a future meeting.

5. Click Join to join a meeting that has already started.

Home Screen Drop-Down Menu

From the Home Screen drop-down menu, you can:

» Set your availability to Available or Busy.
» Change your account picture.

* Check for updates to Zoom.

* Get help using Zoom.

* Switch to another Zoom account

* Log out or exit Zoom.

Center for Teaching and Learning 241-6423
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Home Screen: Upcoming Meetings

1. View Upcoming or meetings you have Recorded. - @

2. View your Personal Meeting ID (PMI). Pt Mnathog Mm%

3. Select whether you always want to use your Personal Meeting o ' @
Identifier (PMI) for instant meetings on the current computer. byt i Pt it i . @:

4. For Recurring Meetings, you can: i wm@r _

e Start the meeting

* Edit the meeting settings.

* Schedule the meeting in Outlook or Google Calendar, or, copy the

meeting invitation to send via email or message. s J1 e 1, i [ oy @

5. For Scheduled Meetings, you can:

e Start the meeting

* Edit the meeting settings.

e Delete the meeting. |

* Copy the meeting invitation. ‘
Home Screen: Recorded Meetings
1. When you click Recorded meetings, you can: ('S o0m" P dee

* Play the recording with both video and audio. oming MGD
* Play Audio plays the audio part of the meeting. It will not play the o,

video if there is any for the meeting. Py [Pt | Oy | [ G
e Open will bring you to the folder that contains all your meeting B s
recordings. e
e Delete will delete the recorded meeting.
Home Screen: Contacts
When you click the Contacts icon, you can do the following: S 200 o e . g e el
1. Search for a name in your list of Contacts. - @ =
2. Click the + plus sign to add other contacts by email or to copy an - @
invitation to a contact. e
3. Classify your contacts as Favorites. Right-click a contact name from
your contact list and add the name to your favorites.
4. View your list of Contacts.

Center for Teaching and Learning 241-6423 Fall 2017
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Home Screen: Chats
When you click the Chats icon, you can start a new chat or start or establish a

B Horws Hew Gavap

new group chat.

Start a Chat

1. Click New Chat at the top of the window. The chat window opens.

2. Search or select the contact you want to chat with and begin your chat.

Start a New Group Chat

3. Click New Group at the top of the window. New Group chat window
opens.

4. Enter a unique Group Name for the New Group.

5. Select or search for contacts for the group chat.

6. Click Create Group when you have finished adding the contacts you
want to your New Group. You can also add or remove contacts from
group at any time. You can now begin the group chat.

2 Kew Chat i O B Gz

. .
8 o | [ e,

| Start (hat ] Cancel I | Creste G | Cancal
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Home Screen: Settings

On the Home screen, when you click the Settings icon, the
Settings screen opens. On the Settings screen, you can o Jack Thompson @ & setinos
1. Test your computer Audio.
2. Select your Video source and select settings for
video.
3. Select General settings for the Zoom application,
content sharing, and instant messaging.
4. Provide Feedback to Zoom on the Zoom
application.
5. Select a location to save your meeting Recordings. Start without video st with video
6. View or make changes to your Zoom Account.

7. View Statistics on the following items:
— CPU and memory usage.
* Audio
* Video
* Screen Sharing

S Semngd - — —— - = iy g Audio
| ’ —
o Test Computer Audio L . E .
- Vi z Gonami &.....uo Vided Fondtiocs Racond Account Stadlfics
& Cenral
TR A Y o K
B Feedac 1ot 3;. abery, Eognd Blter K- fs Riprss. Aot Spe\aef
[E] Rusarding LR 1
Test Spaakar Bulit=im Outpard {Intarnal Speskens) [%]
B Fo -
B s m . - Chick Test Speaker (o make sure you can hear others
Wby rrer — I Crtput Lavel:
Sy Mgt PO pROnE Clutpat Vosurma:
Microphonea
Pleass spaak to your microphona. i you can not s00 the wolume
indicator blinking. salect a different mic.
Solect Mig  Buill-in Microphona {Internal Microphone) ﬁ
gt Lewal:
Ingait Voluma:
] Auomadically adjust microphong satlings
Autormabically join Budio by computer whan |oining a maoting
Always mule microphons when joining maeting
i
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Settings: Audio Options > e T
The Audio settings allow you to test your computer e Test Computer Audia |
speakers and microphone. This also includes all microphones | .. ...,
connected to the computer through a USB port. B Fredoock @m Pt S e S el [i_'f'@
1. Click the down arrow to select the computer ket e
speakers you want to use from the drop-down menu. - I oo e i @
2. Test Speaker: Click the Test Speaker button to hear Vo
the piano sound. Use the sound bar to adjust the el o
volume. @ N e
3. Click the down arrow to select the computer i = @
microphone that you want to use from the
drop-down menu.
4. Test Mic: Click the Test Mic button to test a
microphone on or connected to your computer. Use
the sound bar to adjust the volume.
This button is not on the Mac.
5. Check to Automatically join audio by computer
when joining a meeting. This will use your e & iz .
computer’s speakers and microphone for the A (O, }_L,;;!:h ﬁ Pl
meeting. Speaker
6. Check to Always mute microphone when joining
meetlng. @ Tast Speaker Bullt-in Dulput (nbernal Speakess) W@
Click Test Speaker to make swre you can hear others
Outpul Level
Outpurt Volurme:
Microphone
Plaass speak bo your microphona. I you cin nol ses the voluma
inticator blinking, select a ditferent mic,
Salect Mez  Built-in Microphons (Inbernal Microphona) ﬁ@
Mnput Lol
Inpirt Wighusman:
Bl Auromatcally aopust microohone setg
Aeitomatically join audio by computer when jaining a nw'.-u_-;@
@ Abways mula microphone when joining meating
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Settings: Video Options O U —— - - —
The Video settings allow you to make the following settings — b i
for video: ry
1. Select video source for Zoom video meeting. -
. . . 2] Recording
2. Select or deselect the following video options: B bt
* Check to Enable mirror effect for my video. @ st |
e Check to Always show name on video window. ,
e Check to Always turn off video when joining
meeting.
e Check to Hide Non-video participants.
e Check to Capture 720p by default.
LL
@ Video
W ) B &
Geners Auda Video leedbacs Flecord Account Samoaticy
Camara:  FacaTima HD Camara (Buitt-in) H
[ Enabla mirmor affect for my video
Al ahind RAMEe on Vides window
Akwaya turn off vigeo whan joming maeting
Hida Mon-Videa Participants
Capture 7200 by deladll
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Settings: General for PC Only D T — i po— _ e
The General settings allow you to select Application, L ki
Content Sharing and Instant Message settings: @ o s SRR
1. For Application, you can select the following settings: P i g Meanten Sme @
e Start Zoom when I start Windows which loads the A ety o e aton L o Chpnd s ot
Zoom application whenever you start Windows. B s i e

* Minimize window to Notification area. This minimizes
the Zoom window to the Notification area in the lower g s i
right hand corner of Windows. oy e i i @

e Automatically copy Invitation URL to Clipboard after
meeting starts. This makes the URL available for you to 4

 Confirm with me when I leave a meeting. This will .
allow you to confirm you are leaving and even assign i i @
another host. St i 55 O sl it ot |

2. For Content Sharing, you can select the following settings: K

e Enter full screen mode automatically when starting
video.

e Enter full screen mode automatically when viewing the
shared screen. Whenever you or a meeting participant
shares a screen, you screen will automatically go into
full screen mode.

* Fit to window automatically when viewing the shared
screen.

e Enable dual stream for dual monitor. If you have a

"Dual monitor" setup at conference room, office or room,
please make sure that you have your monitors/HDTV
connected via HDMI cables (preferred) or VGA cables.
You will need to access your computer display settings.
Go to Control panel — Appearance and Personalization—
Display —screen resolution. Then select Extend these
displays.

e Turn off Windows 7 Aero mode in screen sharing. This
frees up processing power on your computer.

3. For Instant Message, you can select the following settings:

* Play sound when I receive a chat message.

* Show Floating notification when I receive a chat mes-
sage.

» Show offline contacts.

e Show my status as Offline after I am inactive for XX
minutes. Select the number of minutes from the drop-
down menu.

Center for Teaching and Learning 241-6423 Fall 2017
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Settings: General for Mac Only
The General settings allow you to select Application, 2 e l_I 8 ...a. .
Content Sharing and Instant Message settings: R L Y T e e e
1. For Meeting Option, you can select the following settings:
* Enter full screen mode automatically when viewing the
shared screen. Whenever you or a meeting participant
shares a screen, you screen will automatically go into

o

Meoting Dpton
& Entor 1l screon mode automatically when viewing the shaned scroen
Enter full screan mode automatically wissn siarting video
3 Fit to wincow autcematicaly whee viswing the shared screan

Enabie dual siream lor dual monitor

full screen mode. You will need to access your com- Auromatically popy invitation URL 16 Gilpboar afier miessing stas
puteI‘ dlSplay Settings . &3 Confirm with me when | leave a meating
* Enter full screen mode automatically when starting
. Inatont Message
video.
. . . . . Shaw offline conlacts
* Fit to window automatically when viewing the shared _ @
[ Piay sound when | receive o chal message
screen. Show fioating notilication when | recolva a chat mossage
* Enable dual stream for dual monitor. If you have 00t depliondion o et { recahie 8 il s | Corinuousiy I
a "Dual monitor" setup at conference room, office or £ Changa my status to Ofine whan | am inactive for s i minutes

room, please make sure that you have your monitors/
HDTYV connected via HDMI cables (preferred) or VGA
cables. Go to the Apple menu, choose System Prefer-
ences, go to the View menu, choose Displays, click the
Arrangement tab, and enable Mirror Displays in the
bottom left-corner.

* Automatically copy Invitation URL to Clipboard after
meeting starts. This makes the URL available for you to
paste.

* Confirm with me when I leave a meeting. This will
allow you to confirm you are leaving and even assign
another host.

2. For Instant Message, you can select the following settings:

* Show offline contacts.

* Play sound when I receive a chat message.

* Show Floating notification when I receive a chat mes-
sage.

* Bounce application icon when I receive a chat message.
Select either Continuously or Once.

e Show my status as Offline after I am inactive for XX
minutes. Select the number of minutes from the drop-
down menu.

Center for Teaching and Learning 241-6423 Fall 2017
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Settings: Recording S — . —— ==
The Recording setting lets you select where and when to e i
save Zoom meeting recordings. o Genera ot e R
1. Click Change File Location to change the location My I
where you want to store the Zoom meeting o
recordings. The Browse for Folder screen opens. B s
* Browse and select an existing folder, or
* Click Make New Folder to create a new folder to
select. -
2. Click to Choose a location for recorded files when ]
meeting ends. This option allows you to choose the Garwcs e Vito Ford  Susics
location to save the meeting file each time you save a | Stoemymeordings at
meeting. When this option is not selected, the btk S bl ikl e e
recording is saved to a default location. A R
Choosa a location for recomded files whan mooting onds

Center for Teaching and Learning 241-6423 Fall 2017
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Meeting Options

Once you have started or joined a meeting, you can perform the

following actions from the menu bar located at the bottom of the meeting [

window (move your mouse to toggle):

You can: 9 o

1. Mute and Unmute your audio and select Audio options.

2. Access the Microphone and Speaker options by clicking the up
arrow next to Mute. This allows you to change your computer’s
microphone and speaker choices. You can also access the Audio

Camera{Alt+N to switch)

Settings. See Meeting Options: Audio Options (Page 13). @ e ey
3. Stop and Start the video portion of the meeting. Hauppauge WinTV 885 Video Capture
4, Access the Video options by clicking the up arrow next to Video. R - Capuing Fter
This allows you to change your computer’s video input. You can Video Settings...
also access the Video Settings. See Settings: Video.
5. Invite more people to join by email, instant messaging or a Room
System.
6. Manage Participants, including mute/unmute, lock screen share

so only the host can screen share, play enter/exit chime for
participants, and lock the meeting.

7. Share Screen lets you share your screen with
meeting participants.

8. Chat lets you start a private or group chat.

9. Record lets you start recording the video and

audio of the meeting. If you are already
recording, you can stop recording by clicking the
Stop Recording button in the upper left hand
corner of the screen.
10. End Meeting lets you end or leave the meeting.
I1. Click Enter Full Screen in the upper right hand
corner to use full screen mode.

Center for Teaching and Learning 241-6423 Fall 2017
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Meeting Options: Audio Options — Mute or Unmute Audio

Click the microphone icon to mute or unmute your meeting audio. L Unmuted gl Muted

Meeting Options: Audio Options — Computer Audio Tab

When you click Audio Options you can access the following options by
clicking either the Join by Phone or Computer Audio tabs. S Tet e P

When you click the Computer Audio tab, you can:

1. Leave Audio or Join Audio in the meeting you are attending. Gm

2. Click Test Mic & Speaker to test the your computer speaker(s) or :
microphone and adjust the volume.

3. If you have a Zoom Pro account, there will be a third tab for the Sty o s by et mben o e
Call Me feature, see Meeting Options: Audio Options — Call Me.

Center for Teaching and Learning 241-6423 Fall 2017
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Meeting Options: Audio Options — Call Me
If you have subscribed to the Call Me feature, Call Me will be listed as one of the Computer Audio tabs. To use
this option:

1. During a meeting, click the up arrow next to Mute and click Audio Options.

2. Select the Call Me tab to enter your phone device's number. Select your country code from the drop-
down menu.

3. Enter the phone number.

4, Click Call Me.

Pl R
b = I i

d Blater X Fl Xireme Audic) W +1 w AROLPSTRON @

i Xlreme Aushia) Remember the sember am Bl compoter

Azndio Uplien..

W o+l v GS04TETE0D
i LS & Canada w1
BB Usnined Kingdom wdd
B Aniraba 01
§ Frmrn +31
. Carran v d®
EE Do widf
= Metherlands £ ]
I Mexka
& Jagan +R]
B Chira +RE
X Indis 21

Meeting Options: Audio Options — Join by Phone Tab

When you click Audio Options you can access the following audio op-
tions by clicking either the Join by Phone or Computer Audio tabs.
When you click the Join by Phone tab, you can:

S To banr cthers. peanss lon medka

1. Select the flag drop-down to find your country.

2. Dial the number listed for your country.

3. Enter the meeting ID as seen on the screen when you receive
the prompt on your phone.

4. Enter the participant ID as seen on the screen when you receive

the prompt on your phone.
Note: If you decided to Join via telephone after Joining via computer,
please select Audio Options and Leave Computer Audio. Then enter
#Participant ID#. Otherwise you may hear audio feedback or echo in
the meeting.

5. If you have a Zoom Pro account, there will be a third tab for the
Call Me feature, see Meeting Options: Audio Options — Call
Me.
Center for Teaching and Learning 241-6423 Fall 2017
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Meeting Options: Video

1. Click the Video camera icon to turn on or off video for a

meeting.

Meeting Options: Invite

Invite lets you invite people to a meeting.

opens.

The

Video On Video Off

1. Click Invite. The Invite people to join meeting screen @

2. Click Invite by Email to invite people to a meeting [ = e see s o moviug sz 050
using Outlook, Gmail or Yahoo Mail. Click to Copy e e bt 3 o Syctem

URL or Copy Invitation to include in the email.

Meeting Options: Manage Participants
When you click Manage Participants, the Participants
screen appears. On this screen, you can:

1. Mute All meeting participants.
2. Unmute All meeting participants.
3. By selecting Lock Screen Share, all participants in

a meeting will not be able to share a screen. The

host will still be able to share a screen. Select

Unlock Screen Share to allow all participants to

share a screen.
4. Click More to select the following:

.......

Copy BN Copy Inwia

© O O

Choose your emall service to send invitation

Wabors Ml

Manage Participants Bt A3

e Mute on Entry will mute audio when participant

join the meeting.

* Play Enter/Exit Chime will play a chime when-

ever a person enters or exits a meeting.
* Lock Meeting will not allow any new
participants to join the meeting.

5. Scroll over a meeting participant’s name to Mute or

Un-mute the participant.

6. Scroll over a meeting participant’s name to Rename
the screen name of the participant. Click Rename,

type in the new name and click OK.

Center for Teaching and Learning 241-6423
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Meeting Options: Share Screen

1. When you click Share Screen, a screen opens where you can select the window or application that you
want to share.

2. Select, if needed, one of the following options: - @
* Share computer sound when screen sharing .
* Optimize for full screen video clip
3. Click Share Screen.

Meetlng Options: Chat

Click Chat to send a group chat to a selected Group. @
2. Select a Group from the left side of the screen. chat
3. Type in a message and press Enter. The message is sent to all members in the
selected Group.
4. If you want to keep the chat, click Save Chat. The message is saved in the meeting
folder on your computer.
5. To view the chat, click Show in Folder or browse to the folder.

Tt Goup Chit ﬁm—-ﬂ‘”ﬂ (2 Soam S G
= y [kt et

1 thérnk wei @ mraling progress Sodiy
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Meeting Options: Record

To record or stop recording a meeting audio and video (if selected), do the @ O]
following: Recod e
1. Click Record to begin recording. Zoom will record the meeting’s

audio and video (if selected).
2. Click Stop Recording to end all audio and video recording of the

meeting. The recording will not be saved until you end the meeting.

Meeting Options: End Meeting
To end a meeting: - @
1. Click End Meeting. The End Meeting and Leave Meeting screen
appears.
2. Click the I'd like to give feedback to Zoom if you want to
provide feedback on the conference call you just hosted or attended.

3. Select End Meeting for All to end a meeting for which you are a

4. Click Leave Meeting if you want to leave a meeting you joined.

5. Click Cancel if you decide you do not want to end or leave the
meeting.

l._,'.l End Meeting or Leave Meeting

To keep this meeting running, please assign a Host before you click
Leave Meeting.

I'd like to give feedback to Zoom @ @ @

@ End Meeting for All Leave Meeting Cancel

Meeting Options: Full Screen

1. If you want to view the meeting in full screen, click Enter Full Screen in the upper right corner of the
Zoom meeting.
2. To exit full screen mode, click Exit Full Screen and your meeting window returns to its original size.

@ ¢4 Enter Full Screen @ % Exit Full Screen
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