Zoom Training
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Zoom Basic vs Zoom Pro

Basic — free version limiting users tQ host 40 min
session with up to 3 attendees

Pro — allows hostmgtfor up to 300 attendees
with unlimited session time
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Wesportal — Locate Zoom under "Campus
Applications” to navigate to Zoom account.

WesPortal

Wesleyan University Welcome, Al

Coronavirus (COVID-19): Wesleyan University is monitoring the public health situation related to novel strain of coronavirus.
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Zoom Authentication — Wesleyan SSO credentials

Single Sign-On

o

Username (include @wesleyan.edu):

avazquez@wesleyan.edu

Password:

Please click Open zoom.us if you see the system dialog.

@ Forgot your password?
© Click here for guest access

If nothing prompts from browser, click here to launch the meeting, or down|

Allow Zoom to open application

o
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App Client Mac versionillustrated)

New Meeting icon allows user to: -
- b
*NOTE: Personal Meeting ID is provided
automatically when signing into your Zoom account. L
PMI can be located in user profile on web interface or
at the top of the conference window
o
Alexander Vazquez (@ @ & Recording.. Il ®

Alexander Vazquez

Account No. 51471232

o
N
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4:07 PM

Wednesday, March 11

¥ Start with video

Use my Personal Meeting ID (PMI)
327-225-7935 > Copy ID
Copy Invitation

PMiI Settings

Zoom Meeting ID: 936-508-845



*Application Window (Mac version illustrated)

1) Automatically
generated for each session

2) Select mic
input/output

3) Select video
input/output

4) Invite

users to join meeting

5) View
attendees, control attendee's
audio (mute). NOTE: only
meeting Host(s) can manage
session
. B

Wesleyan University

Zoom Participant ID: 7 Meeting ID: 545-703-550

F 1

Choose ONE of the audio conference options

Phone Call Computer Audio

Join With Computer Audio

Automatically join audio by computer when joining a meeting

Click to invite participants
2 4 é +
Y 3 ) - -’ ~ P @, [ cc ] - (<]

Join Audio. Stop Video Invite N _inage Particic’ 1ts  Share Screen Chat Record Closed Caption  Support Reactions

**Beginners are encouraged to select "Join With Computer Audio



* Application Window (Mac version illustrated)

6) Allows user to select
what content to share

63) Share desktop

6b) Annotate on

Collaborative whiteboard

6¢)

Plugin required
6d)

Cable connection required o

Join Audio
—

o
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~

Stop Video

~

Zoom Participant ID: 17 Meeting ID: 545-703-550

Desktop 1

Google Chrome - Zoom Trai...

*HENN |

System Preferences - Syste...

fay

Basic

Whiteboard

Finder - Desktop

=

o

Photoshop CC - Snake Logo...

Share computer sound Optimize Screen Share for Video Clip

[ Click to invite participants ]

[ o 1
- -
Invite Manage Participants
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*hare Screer

~

Chat

iPhone/iPad via AirPlay

Android File Transfer -

Google Chrome - Activate y...

OX

Record

Closed Caption

iPhone/iPad via Cable

Google Chrome - Wesleyan...

Adobe lllustrator CC 2018 - I...

O @

Support Reactions


https://zoom.us/client/4.6.18176.0301/zoomusInstallerFull.pkg

* Application Window (Mac version illustrated)

Allows attendees to ask questions

NOTE: Chat conversations are also recorded for
Suture access, and accessible in "Recordings"”

Allows Host to record meeting.

Recording will be converted to MP4 file available
shortly after meeting is over-.

Allows recording
to be stored on local computer

Recording will be
stored to user's Zoom web profile
landing page.

Manage Participants _Share Screen

Wesleyan University

7

Chat

‘'oom Participant ID: 45 Meeting

A Alexander Vazquez (Host, me, participant ID:45)



*Application Window (Mac version illustrated)

« To join a meeting, click link

provided in email invitation.

*  OR click "IITWBVEITN]" in the

Web interface or Zoom app. Enter
the "Meeting ID" (no Zoom

account needed), and click "Join".

* NOTE: If attendee joins meeting
before Host, Host will be notified

through email

L JWATCH JOIN A MEETING VIDEO TUTORIA I

o
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* Click yellow highlighted text to view content
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https://zoom.us/join
https://youtu.be/vFhAEoCF7jg

* Application Window (Mac version illustrated)

Allows user to update profile info

Schedule meetings that can be
added to Outlook and Google Calendar.

Conduct Webinars (function

currently not available for users)

Access recordings stored on
user's cloud account. Share or download
Recordings. NOTE: Local recordings will
not be accessible remotely

Configurations and Settings
Account profile
Generate Reports

o
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Z00m

SOLUTIONS ~ PLANS & PRICING CONTACT SALES

Profile Cloud Recordings

Meetings

From
Webinars mmy/dd/yyyy

Settings

Search by ID || Q

Delete Selected Delete All

Account Profile

Topic
Reports

Alexander Vazquez's Zoom Meetin;

Alexander Vazquez's Zoom Meetin,
Attend Live Training

Video Tutorials

Knowledge Base

Local Recordings

4 To 03/11/2020

REQUESTADEMO 1.888.799.0125

RESOURCES

HOST AMEETING ~ SIGN OUT

SUPPORT

SCHEDULE A MEETING JOIN A MEETING

Settings

T Allstatus &

Share this cloud recording

Share this recording
© Publicly

Only authenticated users can view

essing Recording...

Viewers can download
On-demand(Registration Required) @
Password protect

Recording Link Information

Topic: Alexander Vazquez's Zoom Meeting
Start Time : Mar 11, 2020 04:48 PM

Meeting Recording:
https:/wesleyan.zoom.us/rec/share/5vZZKb7sr1FIT4WU4n3kelEA
DKr3Té6a8gCBN_volyEdxOcKjZm3e2CXGQcl1héPr

Select, copy and paste the recording links. Copy To Clipboard Close



*Application Window (Mac version illustrated)

* Schedule meeting through

Web interface Or Zoom app. Profile My Meetings - Schedule a Meeting

Schedule a Meeting
* Add meeting directly to your webinars )

Recordings S
. Description (Optional) Enter your meeting description
catenaar Settings

Account Profile

* Copy meeting info and share Reports

03/11/2020 Mmoo 900

through text or email L wo

Attend Live Training -

|I~ WATC H Sc H E D U LI N G M E ETI N G ::i':;:;:":;e Time Zone (GMT-4:00) Eastern Time (US and Canada)
IN OUTLOOK VIDEO TUTORIAL

~  min

- WATCH SCHEDULING MEETING
IN GOOGLE VIDEO TUTORIA

- ml
IDEO TUTORIAL
. 1
Wesleyan University

* Click yellow highlighted text to view content

SOLUTIONS « PLANS & PRICING CONTACT SALES SCHEDULE A MEETING L4

: 3:43 PM 2
. Wednesday, March

Copy Meeting Invitation

Meeting Invitation

Alexander Vazquez is inviting you to a scheduled Zoom meeting.

Topic: My Meeting
Time: Mar 11, 2020 09:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https:/wesleyan.zoom.us/j/463496641

Meeting ID: 463 496 641

One tap mobile
+19294362866,463496641# US (New York)
+16699006833,463496641# US (San Jose)

Dial by your location
+1 929 436 2866 US (New York)
+1 669 900 6833 US (San Jose)
Meeting ID: 463 496 641
Find your local number: https: #wesleyan.zoom.us/u/adY7mTZyj4

Copy Meeting Invitation Cancel



https://youtu.be/r9blzoJPC1c
https://youtu.be/E0XmIIXcrEY
https://youtu.be/ZAYv8sVPTxU

*Application Window (Mac version illustrated)

* Clicking Record icon prompts host to
select video storage location. Either

Record on this Computer 3R

"Cloud" or "Local" can be accessed T . » e T
through user' s Web intel'face. Invite Manage Participants  Share Screen Chat Record C} .ed Caption Breakout Rooms Reactions More
L__ JWATCH RECORDING MEETING VIDEO TUTORIA I
. . § .. @ at e ~ | [11] ] :
© If Selected, Closed Captlonlng and M\je Stop Video Invite Manage Participants  Share Screen Chat Pause/Stop Recording Closed Caption  Reactions

Automatic Transcription will be available
under "Recodings" after meeting

« Copy meeting info and share through text o o
OI‘ email Search by ID - Q

Settings

Cloud Recordings Local Recordings

Jelete Selected Delete All
Account Profile

Reports

- Alexander Vazquez's Zoom Meeting

My Meeting

-
N
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Wesleyan University * Click yellow highlighted text to view content

All Status &

[[s]

936-508-845

366-740-862

Start Time:

Mar 12, 2020 02:55
PM

Mar 12, 2020 10:51
AM

File Size

2 Files (66 MB)

3 Files (142 MB)

More



https://youtu.be/AYzPS28rg7E

Click links below to access content

PDF = Zoom Meetings Training

PDF = Zoom Online Event Best Practices.pdf
Host and Co-Host Controlsin a Meeting

ips to Help You Meet Like a Pro
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https://wesleyanedu.service-now.com/kb_view.do?sysparm_article=KB0011055
https://wesleyanedu.service-now.com/kb_view.do?sysparm_article=KB0011056
https://wesleyanedu.service-now.com/kb_view.do?sysparm_article=KB0011049
https://support.zoom.us/hc/en-us/article_attachments/360047188071/Zoom_Meetings_Training_Reference_Guide.pdf
https://support.zoom.us/hc/en-us/article_attachments/360047066292/Zoom_Online_Event_Best_Practices.pdf
https://support.zoom.us/hc/en-us/articles/201362603-Host-and-Co-Host-Controls-in-a-Meeting
https://blog.zoom.us/wordpress/2020/03/09/working-from-home-tips-to-meet-like-a-pro/

