Create a Zoom Meetingsing Zoom

Note: For those you would like to use Zoom outside of Moodle.
A4S {GNT 0F2NRQa %22Y ! w[ (2

1. Go tohttps://stratford.zoom.us
2. Click the Sign in button

2Z00m

Video Conferencing

Join Connect to a meeting in progress

Host Start a meeting

Sign in Configure your account _

A = 4 A x

3. YugAft 6S NBRANBOGSR (dh) sifeamiwil Fe 2R aatheftitate o6 { A y 3 f
with your network User ID and Passwor
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https://stratford.zoom.us/

Stratford

University

Sign in with your Stratford account

STRATFORD\mmetzler _

Change/Forgot My Password

L}

4. If you already have Zoomaccount registered to your Stratford email address, it will be
upgraded to a Pro licenséf you do ot* already have @oomaccount, it will be created for
you upon first login.

- OR-

. 550 Sign In with S50 L
5. Yau may need to click on the SSO op = the first time you
access Zoom to schedule a meeting
& Zoom Cloud Meetings | = = |

Sign In (or Sign Up) or

Emnail Sign In with S50 -

Password

H Sign In with Facebook
Keep me logged in Sign In
Forgot your password?
6 Back Version: 41348141119
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6. Enter in Stratford, if it is not there, in the company domfaeld and then click on the Continue

button

&) Zoom Cloud Meetings

= 2]

6 Back

Enter your company domain

stratford _

I don't know the company domain

ZO00m.us

Note: After that,youmay not needsteps 2 and 3 abow® access Zoom

Rememberif you have an existing Zoom account, and are currently logged in, you will need to log out
of Zoom and follow thénstructions above to get the Pro license upgrade.

Schedule a Zoom Meeting Zoom

1. Cick on Schedule a Meeti

SCHEDULE A MEETING

option in the top row

2. Enter in values for the following options at a minimum
a. Topicc Name of meeting
b. Wheng Date and start time of meeting
c. Durationg length of meeting
d. Time Zone; select from the drop down menu
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03/07/2019 | & [ 200 [«|[ PM . _
1 v | Brip - mir"_

(GMT-5:00) Eastern Time (US and Canada) v ﬂ

3. Additional options:

a.

Recurring meetingption under Time zone check this if this meeting recurs daily,
weekly, monthly, etc.
i. Additional repeat information and end date can &eded
Registration; check if you want participants to register for this meeting
Videog select the option if you want the video on for host and/or participant when then
join the meeting
Audiog select the option for audio (Suggestraputer audio when pssible)
i. If bandwidth is an issue, allow patrticipants to use phone and computer.
Meeting options:
i. Require a passworgicheck if needed will need to supply the password
ii. Enable join before hostallow participants to join before the host
iii. Mute participaris upon entryg participants will be muted when they join the
meeting

iv. Use PersonalMeetinglDi KA & A& G(GKS K2aiQa LISNBR2Y!I f

v. Enable waiting roonq participants wait until the host allows the participant to
join the meeting
vi. Record the meeting damatically¢ check if the meeting should automatically
be recorded. Select either on the local computer or in the cloud
Alternate Host; provide email address of alternate host to run the meeting if you
cannot be thereyvant someone to sharmeeting responsibilities, ds an invited
speaker.
Click the Save button
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Schedule a Meeting

Topic My Zoom Meeting from within Zoom

Description (Optional) This meeting will take place at from 3:00pm - 4:00pm on Monday, February 4, 2019
When | 02/04r2019 | B | 300 ||| pm v

Duration K v/hrio |+ min

Time Zone | (GMT-5:00) Eastern Time (US and Canada) v |

[C] Recurring meeting

Registration [F] Required
Video Host © on @ off
Participant ©on @ off
Meeting Options [C] Require meeting password

[C] Enable join before host

[T Mute participants upon entry
[[] Use Personal Meeting ID

[] Enable waiting room

Record the meeting automatically @ On the local computer @ In the cloud

Alternative Hosts Example: john@company.com, peter@school.edu

) B

4. Click the Save button
5. Once the meeting is saved, the host has an option to add the Zoom information to a calendar
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a. Depending on the calendar option selected, pgpscreen(s) will appear to add the
meeting to your calendar.
b. Calendar options are Google Calendar, Outlook Calendar, Yahoo Calendar

Feb 4, 2019 3:00 PM Eastern Time (US and Canada)

Add to

m Google Calendar ‘ ﬂﬁ Outlook Calendar (.ics) ‘ ‘ @Yahoo Calendar

6. Host can also click on the copy the invitation to pop-up the
invitation information tocopy andsendthe informationto participants in an email

7.
a. Click on the Copy Meeting Invitation button (content will be copied to the clipboard)

Copy Meeting Invitation

Meeting Invitation

Michelle Metzler is inviting you to a scheduled Zoom meeting.

Topic: My Zoom Meeting from within Zoom
Time: Feb 4, 2019 3:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://stratford.zoom.us/j/355621816

Copy Meeting Invitation Cancel

b. Go toyouremailof choiceand paste (CtfV) the corent into the body of an email. Add
your participants to the To: line and send the email.
8. You can also create polls that will be available for the meeting. Click on the Add option to create
the polls.
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You have not created any poll yet. ‘ Add

Note: Check out the job al; How to use Zoom in adéting;to learn how to create a poll.
9. Below is an image of a scheduled meeting that is displayed once a meeting has been scheduled.

Topic Michelle Metzler's Personal Meeting Room
Time Addto | Y Google Calendar ﬂi Outlook Calendar [ ics} { e‘(a"nn Calendar
Meeting ID 463-837-7273
Join URL: hutps:/istratford zoom us/j/4638377273 @ Copy the invitation
Video Host off
Participant off

Audio Computer Audio
Meeting Options Require meeting password

Enable join before host

Mute participants upon entry

Enable waiting room

Record the meeting automatically

Edit this Meeting Start this Meeting

You have not created any poll yet. Add

10. If you want to add this link to a Moodle course, check out the job aid: How to Create and Launch
Zoom meeting from a Madie course.

Sart a Zoom Meeting in Zooutt the Moment

1. Go tohttps://stratford.zoom.us
2. Click the Host button to start a meeting

2Z00m

Video Conferencing

Join Connect to a meeting in progress

Host Starta meeting_

Sign in Configure your account
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https://stratford.zoom.us/

3. Click on the Zoom Meetings option in the Launch Applicatiorygpand then click the Open

Open link
Link button. Note: You may see an OK button instead of an Oper button.

Launch Application A g

|I This link needs to be cpened with an application.
Send to

Choose other Application

[ Remember my choice for zoommitg links.

1

a. May want to click on Remember my choice for zooommtg links for future zoom
meetingsso it opens a Zoom meeting using this application
4. A Zoommeeting will start and ask the host to join an audio option.

S

[ Cancel ] I[}pen link

Join with Computer Audio

Test speaker and microphone

Automatically join audic by computer when joining a meeting

Note: Depending on your setup, you can elect to join audio via a phone call, computer audio or to
have zoom call you.

Zoom Desktp Client
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You can download/install thBoomdesktop client fromhttps://stratford.zoom.us/download If
installing onto a Stratford computer, you may need assistance from your local IT Coordinator.

Usingthe ZoomDesktop Client

1. Zoom will popup a zoom control center. Instructors have the ability to use the icons and the
menu items to schedule or join a meeting, set zoom settings, or check upcoming or recorded

meeting

2. If the client is installed, you careess it 2 way:

®

a. Use the zoom icon on the deskt i

b. Use the Zoom option from the Start me

J 0 Start Zoom

3. Click on eithethe Zoom icon or the Zoowption aboveandthe first time, Zoom will require
you to log into Zoom. Click on the Sign in button.

Q) Zoom Cloud Meetings

4. The Single sigon popup will appear. Click on the Sign in button

Z00m

Sign In

Version: 4,1,34814.1119

Sign In with 550

2 Zoom Cloud Meetings

.D E .1

Sign In
Email
Password

Keep me logged in

Forgot your password?

€ Back

(or Sign Up )

Sign In

= A

Or

Sign In with 550 _

Sign In with Facebook

Version: 4.1.34514 1119
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5. Enter in Stratford, if it is not there, in the company domain field and then click on the Continue

&) Zoom Cloud Meetings | = ® |

button

Enter your company domain

stratford — ZOOM.US

I don't know the company demain

4 Back

6. Next £23 Ayid2 {dGN}IGF2NRQa {{ho

Stratford

University

Sign in with your Stratford account

—

Change/Forgot My Password

]

7. The Zoom desktop client will appear.
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Start with video Start without video

Join Schedule

s

Share screen

T a———)

@ Michelle Metzler @~ £} settings

Use theicons to:

a. Start a meeting instantly with or without video @ ===

b. Join a meeting, |

n

displays a list of meeting for the drop down to select

Meeting ID or Personal Link Name -

Michelle Metzler's Zoom Meeting
Zoom right now

Michelle Metzler's Zoom Meeting
Michelle Metzler's Zoom Meeting
Michelle Metzler's Zoom Meeting
Michelle Metzler's Zoom Meeting
Michelle Metzler's Zoom Meeting
Michelle Metzler's Zoom Meeting
Michelle Metzler's Zoom Meeting
Week 1 Zoom Meeting

Clear History
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c. Schedule a meetingl_=«__fill in the parameters to schedule a meeting

Topic:  Michelle Metzler's Zoom Meeting

~— When

Start: Tue February 52019 «

Duration: 1 "lHr IU'

Time Zone: (GMT-05:00) Montreal

Recurring meeting

— Video (when joining a meeting)

Host: On (& Off

Participants: On (@ Off

— Audio Options

Telephone Computer Audio ® Telephone and Computer Audio

Dial in from United States Edit

— Meeting Options

Require meeting password

Advanced Options

— Calendar

®  Outlook Google Calendar Other Calendars

/I\
aa

d. Share a scree *==== | ¢ needs a meeang ID to access the meeting and then the
meeting will start with a screen share
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R

Meeting ID or Sharing Key

9. At the topthe desktop client is 2 options:
a. Drop down arrow
b. Settings

@ Michelle Metzler --T-*l“r #S-ettings

10. The drop down arrow will allow the user to set a number of items. First four options are used for
the chatting (instant messagirigature), check for updates, get help, log out or exit zoom.

o £} Settings

& Available
2 Do not disturb k
Away

Add a Perscnal Mote
Change My Picture
Check for Updates...

Help

Switch Account
Leg Qut

Exit

11. The Setting_™ Settings option will allow the user to customize theiram features There are
10 different setting screens:
a. General- set settings for joining or starting a meeting
b. Audiog set your microhpone and speakers, testtineadjust the volume and more
c. Videocg view you video feed to others and change the camera
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Virtual Background; select a virtual background or uplaod a virtual background images
Recording; determine the location of the recordings and status about recoding space
Advanced Featuresopen your Zoom account to change features and your profile
Statistics; displays how much CPU andemory Zoom is currently usingvhile in a
meeting it will show netwdt statistics

h. Acacessibilityg offers close caption capability for Zoom and shotcut keys

i. Instant Messaginget instant messaging features

j. Feedbacl; Send feedback to Zoom
12. General- Use each settirgyto customize your Zoom setup

a. Application setting refer the Zoom application

b. Content Sharing setting ike behavior for wheryou are sharing your contentésktop

@™o

or screen)
Q) Settings - A — - @
[ General General
v Audio
Application
W{ Video

Start Zoom when I start Windows
[Zal Wirtual Background

Silently start Zoom when I start Windows

® Recording | When closed, minimize window to the notification area instead of the task
bar
& Advanced Features . . ) .
Automatically copy Invitation URL to Clipboard after meeting starts
4~ Statistics
| Confirm with me when | leave a meeting

fr Accessibility .
L ty Show my connected time

A Instant Messaging | Remindme 15 = minutes before my upcoming meetings

= Feedback

Content Sharing
Use dual monitors
Enter full screen automatically when starting or joining a meeting
| Enter full screen automatically when viewing screen shared by others
Maximize Zoom window automatically when viewing screen shared by others
| Scale ta fit my Zoom window when viewing screen shared by others
| Turn off Windows 7 Aero mode in screen sharing
Enable the remote control of all applications
+| Share Zoom windows in desktap sharing
Side-by-side Mode

Limit your screen shareto 10 frames-per-second

Enable Advanced Features

13. Audio ¢ setting for coriguring and testing your microphone agdur speaker. Testing of audio
can be done every time you join a Zoom meeting.
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© Settings A e e 2]

. General Test Computer Audio
) Audie
Click Test Speaker to make sure you can hear others
md Vvideo
. Test Speaker Speaker/HP (Realtek High Definition Audio =
[z virtual Background ? £
@® Recording Qutput Level:
& Advanced Features

4l Statistics Volume: \:|
'ﬁ' Accessibility

& Instant Messaging

_ Microphone (Realtek High Definition Audic =
= Feedback

Input Level:

volume: N

i . )
+ Automatically adjust volume
([ v Automatically join audio by computer when joining a meeting
I Always mute microphene when joining mecting
|
| Press and hold SPACE key to temporarily unmute yourself

I

14. Videoc used to configure video settings and hdie video featurs respondvhen in a Zoom
meeting

[© settings — - =)

[ General

N\ Audio

m¢ Video

[ial virtual Background
® Recording

& Advanced Features
4\ Statistics

T Accessibility

a

& Instant Messaging

=7 Feedback
Camera: | Integrated Camera -
® 16:9 (Widescreen) Original Ratio
My Video: Enable HD 'l

v Enable mirror effect
| Enable hardware acceleration

Touch up my appearance

Meetings: v/ Always display participants' name on their video
Turn off my video when joining meeting ‘
Hide Non-Video Participants

Spotlight my video when I speak n

Didn't see any video, trouble shooting

15. Virtual Background; used to &t the background when the viddeature is turned on.There
are (3) images that come with the desktop client. You can add your own image by clicking on
the Add image option. The remove option will remove the images from the list. Click on None
to remove an image from the background
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Q Settings. - »
[ General
N\ Audio
®|¢ Video

Virtual Background

3

Recording
Advanced Features
Statistics

Accessibility

L T

Instant Messaging

Feedback

O Rotate 90°

A solid color video background is required. Green color is preferred. @

Choose a Virtual Background - Remove + Add Image

Manually pick the color of the background if the detected color is not accurate. @

16. Recordingg Set the location of the local recordings and local recording features. The manage

button for Cloud recording will take the user to the My Recordings ogtiotheir My Meeting

Settings

General

Audio

Video

Virtual Background

Recording

Advanced Features
- Statistics
Accessibility
Instant Messaging

Feedback

Local Recording:

Store my recordings at:
ChUsers\mmetzler\Documents\Zoom Open Change
316 GB remaining.

Choose a location for recorded files when meeting ends
Record a separate audio file for each participant who speaks
Optimize for 3rd party video editor @
Add a timestamp to the recording @

~ Record video during screen sharing

Place video next to the shared screen in the recording

Cloud Recording:

1.2 GB used Manage...

You have 250 GB of cloud record storage.
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17. Advanced Featureg Clicking orthe first 2links will take the user to their Meeting settinder
Profile and Advanced Features under Meeting Settings. Change My Subscription is active for
those that have administrative rights.

[ Sertngs R — |

[l General

Advanced Features

Audio

m Vvideo Michelle Metzler

& Virtual Background Single Sign On

@® Recording Enable Advanced Features
Edit My Profile

Change My Subscription

& Advanced Features
- Statistics

T Accessibility

A Instant Messaging

=s Feedback

Meetings Meetings

Recordings Recordings

Webinars Webinars

Personal Audio Conference Personal Audio Conference

18. Statisticsg see thesend/receive rate of audio, vidoe and sceen sharing during a meeting. This
will allow the user to gauge whether there are connection issues during a meeting.

Note: to check yourbandwidtltgoto http://speedtest.net Zoom recommends a 1.2 toSMbps

upload/downbad for optimal experienceUseful if Zoom needs to do some troubleshooting on

bandwidth by taking screen shots of each tab.

Formoreinfoonmeetd & G G A adA O nMeeting Statishe? Y Q& KSf LI 2

https://support.zoom.us/hc/enus/articles/2029207 1Meeting-Statistics
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http://speedtest.net/
https://support.zoom.us/hc/en-us/articles/202920719-Meeting-Statistics

© sw]

[ ceneral Audio Video Screen Sharing
M Audio
mt Video CPU  2.2GHz Cores: 2 Memory 7.70 GB
L virtual Background Zoom 1% Zoom 90 MB
! !
@ Recording Oversll 12% Overall 601 GB
. — ——
- Advanced Features
4 Statistics
Bandwidth = =
¥ Accessibility
Metwork Type
& Instant Messaging
o Proxy

= Feedback
Connection Type

19. Accessibilityc Provides the ability to add close captioning; in a specific font size; tecetnge
if the host has turned on close captioning in their My Settings under Advanced Meetings

Closad Caption

settings. A close captioning menu opt will appear in the menu for the meeting
host. The host can type in the text or assign a participant to type inltise captioning. Once
assigned, will also see the close captioning menu option. Clicking on the close captioning menu
will open up a popup screen where they can type in the close captioning.
a. In Addition, this option providekeyboard shortcuts fofeatures such as:
i. Start/stop share screen

ii. Start/stop cloud recording

iii. Mute/unmute audio

iv. Enter/exit full screen mode

v. Display/hide chat

vi. Etc.
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[{ General Accessibility

SNty s v o i —— ==
|

M\ Audio
W{ Video Always show meeting controls
You can also use the Alt key to show/hide meeting controls

[ial virtual Background

@® Recording

Closed Caption Font Size: (}
& Advanced Features
Normal Medium Large '

- Statistics

T Accessibility

& Instant Messaging .

=7 Feedback These are default (small) sized subtitles.

Keyboard Shortcuts:

Description Shortcut

Navigate among Zoom popup windows F6

Change focus to Zoom meeting controls (at the top

when sharing your screen, at the bottom when not Ctrl+Alt+Shift
sharing)

View the previous 25 video participants in Gallery PageU
View 9etp

View the next 25 video participants in Gallery View PageDown ’

20. Instant Messaging; allows the user to setup their Instant Messagargl notification settings.
A user can chaghare filesand start arinstant meeting with contacts from your Zoom account.

Through the Desktop client, the user will click on the the Con option, select a
user and then click on chat for the chat or invite to meeting option.

‘3 Andrew Davis @y cpat  mq Invite to Meting

I'm awesome. .
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[ General

Instant Messaging

M Audio
Instant Messaging
e video +| Include link preview

Eal virtual Background Show Code Snippet button
®

Recording | Show my ststus as Away when I am inactive for 2 - minutes
L] —
& Advanced Features Blocked users | Manage blocked users...
4l Statistics
. - Metification Settings
T Accessibility o All messeges
A Instant Messaging )
Only direct messages and mentions
=s Feedback

Mothing

With exceptions for: | Groups... ‘

Receive netifications for: | Keywords |
Automatically disable notifications from:  05:00 PM | to 09:00 AM

+| Play sound when I receive a chat message

+| Pause notifications while [ am in meeting or internal call

21. Feedbaclk; Use this screen if you need technical Zoom support by clicking Support link in the
first. You can also this screen to submit feedback to Zoom.

0 General Feedback
N Audio
For technical support, please visit Support.
|4 Video .
'We also welcome your ideas, requests or comments, Please enter your feedback here:
virtual Background
. ile we won't respond to your comments directly, we will use the information you
® Recording provide to improve our support resources.
2 Advanced Features
- Statistics
T Accessibility
A Instant Messaging

Feedback

Send Feedback
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22. Menu items for_

a. Home - is the main screewher a user can start a meeting with or without
video,join a meeting, schedule a meeting, or start a meeting sharing a screen

EE T

I @ Michelle Metzler ®~ LF Settings

Start with video Start without video

Jain Schedule

dh

Share screen
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Meetings

Meeting ¢ will show the meetinginformation where you can start, edit
meeting setting or schedule a meeting.

| Start || Edit || Schedule - |

a. Start will start a zoom meeting

S i 577 T i

Talking: Michelle Metzler
Meeting Topic: Michelle Metzler's Personal Meeting Room
Host: Michelle Metzler
Invitation URL: https://stratford.zoom.us/j/4638377273
Copy URL

You are using the computer audio

Join Audio Share Invite Others
Computer Audio Connected

b. Edit provides the option to edit meetings features. The personal id number will
be seen in the top section.

i. Click the Sam button to edit the features
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~— Personal Meeting ID:

Change Your Personal Meeting ID

~— Video (when joining a meeting)

Host: On (&) Off
Participants: On (& Off
— Audio Options
Telephone ®  Computer Audic Telephone and Computer Audic

~— Meeting Options

Require meeting password

Advanced Options ~

Save

c. Schedule opens up an email with the meeting information after choosing a
email type or click o€opy Invitation to adéhvite informationto an already

exisitng email or location

Schedule =

Cutlock «

zoogle Calendar
Copy Invitation

ﬂ Mo responses have been received for this meeting.

:'E' To.. |

Send Subject |Mi(hel|e Metzler's Personal Meeting Room
Update || oeation | nttps://stratford.zoom.us/i/4638377273 -]
Start time |Wed 3/13/2019 |1o:52 AM - | [] Al day event
Endtime | Wed 3/13/2019 [11:52 a0 -

Topic: Michelle Metzler's Personal Meeting Room

Join Zoom Meeting
14638377273

Michelle Metzler is inviting you to a scheduled Zoom meeting.

[ 4
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Note: Copy Invitaiton will copy the all the text in the meeting invite.

d. Upcominm button will list any upcoming meetings
e. Recorded button will show links to recored sessions

c. Contacts - will show a list of company contacts that you can chat with (if they
are availble) or invite to the meeting
a. You can type in a name to search
b. You can click on the arrow for Company Contac} (8®xpand the list
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