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Mastering Zoom Meetings
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View Options
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Speaker View

v Gallery View

Fullscreen

2 View

*Speaker View
*Gallery View




When Someone 1S Sharmg

Original Size
Request Remote Control
Annotate

v Side-by-side Mode




Audio & Video Controls

Select a Microphone
v/ Internal Microphone (Conexant SmartAudio HD)

Same as System

Select a Speaker
v/ Speakers (Conexant SmartAudio HD)
Same as System

_ Select a Camera
Test Speaker & Microphone...

"‘ Switch to Phone Audio... v/ Integrated Webcam

Leave Computer Audio

Unmute Start Video _ ) Video Settings...
Audio Settings...

Choose Virtual Background




SOLUTIONS ~

200Mm

PERSONAL

Meetings

Webinars

Recordings

Settings

ADMIN

> User Management

> Room Management

> Account Management

PLANS & PRICING

CONTACT SALES

Change Delete

Personal Meeting ID

Sign-In Email

REQUEST ADEMO

SCHEDULE A MEETING

1.888.792.5926

JOIN A MEETING

RESOURCES -

SUPPORT

HOST A MEETING ~ g

Dawn Monr

Account No.

K _FFK_* 5
https:#/us02web.zoom

v Use this ID for inst

l.com

Linked accounts:

Q Zoom

2l

New Meeting ~

Schedule

Home

Join

Share screen

v

Chat

®

. Q. Search
Meetings Contacts

01:57 PM

Wednesday, April 15, 2020

IAAP Topeka: "Maste... ~  start

5:30 PM - 6:30 PM

Meeting ID: 156-339-209
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Participants |

% Dawn Monroe (Host, me) @ (X

Qe 1
an

Manage Participants
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go slower go faster maore Clear a

Reactions

Invite Mute All Unmute All

Mute Participants on Entry
Allow Participants to Unmute Themselves
Allow Participants to Rename Themselves

Play Enter/Exit Chime

R

Enable waiting room

Lock Meeting
(S e




Share Screen

Share Screen

) Select a window or an application that you want to share X

Basic Advanced
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Whiteboard iPhone/iPad
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() Share com puter sound O Optimize Screen Sharing for Video Clip m




Share Slides as a Virtual Background

| « .

Portion of Screen i Muslc or Computer Sound Onliy[5 Content from 2nd Camera  (5)




Slide Virtual Background

S it

JEOPARDY

Domain 3 | Tech & Info Distribution

Created by Dawn Monroe, MOSM, MCE, MCCT, CVE
CAPstone Bootcamp August 2020




Account Plans & Pricing

BASIC

Personal Meeting

Free

e Host up to 100 participants

e 40-minute maximum group
meetings

e Unlimited 1:1 Meetings

*Free, forever. No credit cards required.

Buy Now

Great for Small Teams

$ 149.90 /year/license

e Host up to 100 participants
e Unlimited group meetings
e Social Media Streaming

e 1 GB Cloud Recording (per license)

*Purchase up to 9 licenses per account

Buy Now

Small & Med Businesses

$ 1 99.80 /year/license

e Host up to 300 participants

Single Sign-On

e Cloud Recording Transcripts

Managed Domains

Company Branding

*Starting at 10 licenses for $1,999/year

Buy Now

ENTERPRISE

Large Enterprise-Ready

$199.90 /year,

e Host up to 500 Participant:

e Host up to 1,000 Participar
an Enterprise+ Plan

e Unlimited Cloud Storage

e Dedicated Customer Succe
Manager

e Transcription

*Starting at 100 licenses for $23,%9¢

Contact Sale



Profile

Z OOI I l SOLUTIONS ~ PLANS & PRICING CONTACT SALES

PERSONAL

Meetings

Webinars
Change Delete

Recordings

Settings Personal Meeting ID

ADMIN
> User Management
Sign-In Email

> Room Management

> Account Management

Dawn Monroe

Account No.

Show

https:/us02weh.zoom.us;

v Use this ID for instant meetings

Linked accounts:

REQUEST ADEMO

SCHEDULE AMEETING

JOIN A MEETING

SUPPORT

HOST A MEETING B




Settings

REQUEST ADEMO 1.888.799.5926 RESOURCES ~ SUPPORT

Z OOI l . SOLUTIONS - PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING E
PERSONAL . .
Meeting Recording Telephone
Profile
Webinars . . . .
Require a password when scheduling new meetings () Modified Reset
Recordings A password will be generated when scheduling a meeting and participants

require the password to join the meeting. The Personal Meeting ID (PMI)

Require password for participants joining by phone () Modified Reset
ADMIN

A numeric password will be required for participants joining by phone if your
meeting has a password. For meeting with an alphanumeric password, a numeric

> User Management ) )
version will be generated.

> Room Management

> Account Management Require a password for Personal Meeting ID (PMI) () Modified Res



Security

10 WAYSTO =2
SECURE Z0OM! =g

Use a : ;
] e cor 2l

; Password
Zoom Calls : T
When you schedule a Zoom meetin : : (One way to protect thE meeting is to require

choose Generate Automatically. Doing | ggﬁtﬁ;h?ﬁ;'shsmfﬁﬁﬂ& aa"m'ja:ﬁﬂ

so plugs up one of the biggest holes . start by scheduling a meeting and checking
that Zoom-bombers can exploit. the box next to Require meeting password.

. Only the
. Hosts
- Should

Room  : Share Their
When participants log into the call, they 3 Sﬁfﬂﬂﬂ

see a Waiting Room screen, the host, lets R
them in. ‘fnugﬂan let people in all atonce ~ + Make sure your settings indicate that the

or one at a time, which means if you see " only PED]]IE allowed to shart_‘. thﬂir_ﬂﬂr_ﬂﬂnﬂ
names you don't recognize in the Waitin . are hosts.You can enable this setting in
Room, you don't have to let them in atall.  * advance as well as during a call.
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Create gue Lock a

an 6 g Meeting
Invite-Only ; Once It

Meeting : Starts

Only people who can join the call are * While the meeting is running, navigate to
those you invited, antl they must signin -+ Lhe bottom of the screen an click Manage

using the same email address you used to + Partici tatnl}: J[:'t?up"?r}:'ﬁ:]ﬁgtfdﬂf:ﬁl L';'EI:L

invite them. rf etmg

¥

During the call, go to the
parhm ants pane on the

ri over over the name If someone is being rude or inappropriate

F the person you want to . on video, the host can open the

boot and when options : Fartlmpants panel and click on the video

appear uhuuse ernuue «camera icon next tu the person’s name.
Prevent Ammated Dlsable
GIFs and Other anate
Files in the Chat Chat |

m? In the chat area of a Zoom Open Settings in the Zoom web app (it's not
meeting, participants can share « in the desktop app). On the left side, go to T

'5521 files, including images and © Personal > Settings. Then click In Meeting + s TTOM 1= MagazIne

animated GIFs—if you let " (Basic). Scroll until you see Private chat. N e |
lhEm. hEﬂ hE hl.'lttﬂl'l is gray, Ifﬁ dISHbEEﬁ. Design: Liberty Leadership Development, LLC

Indn Credit: btips:/wwa pemag com/how-to/bow-10-preves]-zoam-bambisg Design: Liberty Leadership Development, LLC


https://www.pcmag.com/how-to/how-to-prevent-zoom-bombing
http://www.libertyleadershipdevelopment.com/

THANK YOU!

KANSAS
Q MANUFACTURING
SOLUTIONS

Trusted Advisors for Growth
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