Being a “Zoom”er in
Rotary District 5170

The purpose of this document is to provide our membership with
some tools for on-line video communication’s operation using Zoom.

A variety of sources were utilized in the creation of this document. It

is highly suggested that testing and practicing be conducted prior to
making “live” presentations.
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Basics

Basics items for consideration

1. Depending on your internet service provider, you may or may not obtain decent quality.
You can run
http://www.speedtest.net to evaluate your connection capability. Here are my results:

) RESULTS SETTING:

© DOWNLOAD Mbps (@ UPLOAD Mbps

45819 599

Connections
RATE YOUR PROVIDER

Comcast

XFINITY

I have excellent results with no loss or breakup of video or audio signal.

2. My best connection is through my home/office desktop PC using a cable modem into a
NetGear Router. | have Wi-Fi but prefer this faster connection.

3. Investin a good HD type camera with built-in microphone. | have a Logitech unit and paid
about $200 for it.

Setting up your computer

If you have a laptop or desktop computer, that’s ideal. If not, a tablet or smartphone will work, it’s
just not quite as easy to use. If you haven’t already used Zoom, it’s best to download and install
their software by going to https://zoom.us/test and just following the instructions.

REQUESTADEMO 18887999666  RESOURCES v  SUPPORT

Zool l l SOLUTIONS v PLANS&PRICING ~ CONTACT SALES JOINAMEETING ~ HOSTAMEETING v SIGNIN m

Join Meeting Test

Test your internet connection by joining a test meeting.

If you are unable tcjiin the meeting, visit Zoom Support Center for useful information.

Click on “Join”

s © Durasto @ el

zoom

Please click Open Zoom Meetings if you see the system dialog.
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http://www.speedtest.net/
https://zoom.us/test

Select “Open Zoom”
With your camera connected, you should get: (Yes, a video of yourself!)

© Video Previe

Always show video preview dialog when joining a video meeting

Join with Video Join without Video

Now, click on “Join with Video” or “Join without Video”.

© Zoom - o X

[, 2 © Q. search ﬁ.

Home Chat Meetings Contacts

04:31 PM

Thursday, March 19, 2020

New Meeting v Join

Schedule

No upcoming meetings today

Share screep”<

Zoom “Settings”

(7) Show my connected time

© Settings X
() start Zoom when | start Windows
Video When closed, minimize window to the notification area instead of the task bar
Use dual monitors

@) Audio O
() Enter full screen automatically when starting or joining a meeting

Share Screen () Automatically copy invitation URL once the meeting starts

O Chat Ask me to confirm when | leave a meeting

(

Virtual Background —
() Remind me 5 minutes before my upcoming meetings

Recording Reaction Skin Tone

profile K/g ‘/E ‘ ‘ ‘

Statistics

e
o0
© Feedback
®

Keyboard Shortcuts

Accessibility
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Virtual Backgrounds

General

(=] Pre X © Settings.
‘ Video
Audio
() share Screen
0 cha

Recording

- Pprofile

@ statistics

Always show video preview dialog when joining a video meeting © Feedback
eedbac
@) Keyboard Shorteuts
Join with Video T without Video ]
L) Accessibility

Select Virtual Background and select any that you have preloaded in jpg format. You can also add videos.

If the image text is reversed, select “Mirror my Video.” However, you can see that the text on my shirt
is reversed. Maybe best to NOT wear a shirt with text!

Choose Virtual Background

None

() I have a green screen Mirror my video

You can decide which image to show or “None” by clicking on the up arrow.

Sa)2 (]

Unmute Stop Video i Participants Share Screen Reactions
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© Settings X
General
Enter full screen when a participant shares screen
Video () Maximize Zoom window when a participant share screen
Scale to fit shared content to Zoom window

Audio
() Enable the remote control of all applications

L) Sreemem Side-by-side mode
O chat silence systerfotifications when sharing desktop

Virtual Background
Recording
Profile

() statistics

O reedback

) «eyboard shorteuts

) Accessibility

("Advanced )

Selecting the “Side-by-side mode” should permit seeing the presenter and his/her presentation during
the “Screen Share” selection.

Other comments:

1. While showing the “Chat” screen during operation, you can use the “Save File” feature (lower
right corner) to save the Chat section.

a. ldo not believe that this “Save” feature is available on an iPad or Smartphone!

2. The “Recording” feature permits recording the entire event. The output is in MP4 format and
can be edited with appropriate software.

a. Asarecommendation, turn the recording feature on and off during the meeting. This
way, the created MP4 file can be segmented thus reducing needed editing. Ex: Pledge
then Thought for the Day then Announcements then speaker.

b. Recording can be accomplished to the “cloud” or local computer. | recommend local
computer.

The Zoom Screen:

Change participant
view between
filmstrip and grid.

View next
group of
particpanta

Enter full
screen mode

View Participants

(Raise hand is at the
bottom of the list)

Exit the meeting when

Chat with everyone or a
you are done

single person

Mute or
Unmute

Start / Stop
Video
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Creating a successful meeting environment

1. Your room setup:

e Position yourself so you’re facing any windows or bright lights. If the light is behind you, you'll
show up as a silhouette. If you can’t avoid having a window behind you, close the curtains or
blinds as tightly as possible and/or turn on lights in front of you.

e Also, don’t wear a hat unless you have had a really bad hair day. It puts too much shade on
your face.

2. Practice makes perfect:

e Tojoin either a practice meeting or a real meeting, just open a browser (Google Chrome
seems to work best) and click on the blue URL (web address) for the Zoom Meeting: Ex:
https://zoom.us/X/XXXXXXXXX.

e If you can’t join with video through your computer or smartphone, you can phone in for a
voice-only connection at the phone number provided and when asked, enter the Meeting ID.

Due to the very latest in Zoom security, you may be required to enter a password which will be
linked to the URL.

3. During the meeting:

e When you’re in the meeting, you’ll be able to see and hear everyone else, and they’ll see and hear
you.

e Therefore, it's important to have your microphone muted anytime you’re not speaking. You'll be
automatically muted after you join the meeting, and if you unmute to speak, be sure to mute again
after. Otherwise, barking dogs and clattering dishes can seriously disrupt a meeting.

e You can also mute your camera if you wish, for example if you’re eating lunch, and don’t want
everyone to watch you chewing.
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https://zoom.us/x/xxxxxxxxx

Zoom Proven Best Practices

Pre-Event Best Practices:

e Create a brief but thorough registration form.
e Promote the event early and up to the start time.

e Set your duration with care.
Atypicalonlineeventisonehourinduration. Longer events should be managed consciously
of attendees’ schedules and attention. Keepin mind thattheyareinfront of their computers
—oneofthe mostdistractingenvironments ever.

Never exceed two hours, if it can be avoided. Even with a one-hour event, it is recommended
atleast 10 minutes be setaside forinteractive activity suchas Q&A. Ifyouneedtodeliver more
contentthan two hours will allow, please consider breaking the session up into multiple, bite-
sized sections.

e Plan arehearsal.
Live-Event Best Practices:

e Start early and startinteracting.

o Tiredofattendeesjoiningfive minuteslate ormore? Startanew precedence with audience!

o Whileyoushould always have your session open at least 15 minutes priorto the starttime to
getyourself and yourteam prepared, try adding some interaction early to motivate them
to join early.

o Turnon your audio and video and start asking them questions or request that theyaskyou
guestions. Ifthey receive some rather exclusive interaction with you, word will get out that
thereis valuable time being shared before the event even starts.

e Bring a buddy to help you.
o Ifmorethan20people are expected tojoin, consider bringing a subject matter expertto
assistyou.
o Zoomallowsyou to make them a co-host (locate the “more” menu nexttotheirnameinthe
participants list to “make co-host”) so that they can help manage participants, chat, and
Q&A.Theywillnotbe able to launch polls or end the meeting, however.

e Use dual monitors.

o Itmayprove quite difficult to manage all aspects of an online event on a single monitor.
Add screen sharingtothatand you mayfind windows are alwaysin your way while you
present. With asecond monitor, you can hostthe screen sharingon your primarydisplay
and move windows like your participantslist, chat, Q&A, and pollingto a secondary
monitor which will give you a greater ability to track everything ata glance.

o Don’thavedual monitors? Bringasecond laptop, make sureitismadea co-host and you
can monitor additional features there.

e Provide housekeeping.
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e Waste no time getting into your content.
o Manyonlineeventsareservice oriented. There should be a call-to-action and there
should be some form of promotion of servicesinyourevent.
o Considersavingthat contentforthe end of your event. Providing alengthy pitch atthe
beginning of your event encourages a lack of engagement and simply begs your
attendeestotuneout.

o Contentiswhattheyaretheretohear. If your contentis compelling, they will stay with you

to hear that call-to-action at the end.
e Avoid “death by PowerPoint” — visualize your content.

o Thosetext-heavyslides mayseem meaningfulandinformative, but whattheyactually
doisdrawattentionfromthepresenter’'sverbal content.

o Replacethosewall-of-textslideswithimages, single keytermsorbrief phrasesthat
helptodrivethe contenthome withoutdistractingfromthe presentation.

o Youmayneed moreslidestodo thissuccessfullyand you may needto pushthrough
them more quickly than before.

o Visualize your content tocreate amore lastingimpression.

e Encourage a discussion-based presentation.

o Lecturesaregreatforconveyinginformation, but neverdiscountthe engaging power of
discussion. Your moderator should be skilled enough to bringin questionsthatleadto
discussion of topics of interest.

o Ifhosting multiple presenters, ask themto co-present on atopicwhen possible. Hearing
multiple voices and their questionsand comments broughtintothe presentation will
discourage attendees from tuning out.

e Always record.

o Therearenumerousbenefitsto recording yoursessions: reach partiesthat could not
attend, provide a chance for attendees to review the content, and more.

o Consider whetheryou wanttorecord from beginning to end or if you only wish to record
certain portions of the event.Zoom will provide a separate file for each portion of the
eventthatyourecordifyou opttostart andstop recording, so please be aware that you
may need to stitch those files together with a basic video editing software.

e Interact within the first few minutes.
o Thebeautyofanonlineeventisthatitisasynchronousexperience foryouandyour
audience. Treatitasyouwould anin- person presentation.
o Driveengagementandinterestinyourtopicbygettingattendeestointeract with you early
and often.
o Setthestageforahighlyinteractive and engagingsessionrightawaybyimmediately using
featuressuchasQ&A and polling.

e Use frequent and varied interaction.

o Considerinteractingatregularintervals without makingittoo formulaic. Five-minute
intervals (give ortake) is agood marker.

o Pollingisan obviousoption, butalso consideraskingthemtotypeinaresponsetoa
guestion or comment using Q&A or chat.

o Handraisingisalsoaquickand easywaytointeractwith yourattendees.

o ltis recommendedtostartasessionbyaskingparticipantstochatinwhere they are joining
from and read through several responses just to give the event that real-life feeling.
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e Manage the aesthetics of your webcam view.

o Zoomletsyougetface-to-face with youraudience, which adds a high level of
engagement opportunities foryouasahost. Takeadvantage of this by optimizing your
meeting spaceforvideo.

o Lightingshould bebrightand evenand preferably come frominfront of youandnever
behind youtoavoid casting shadows onyourface.

o Yourbackgroundshouldbeinteresting but not distracting — consider using the Virtual
Background feature to present from literally, anywhere!

e Make eye contact.

o Wanttoreally pullyourattendeesin? Look at your webcam instead of your screen. This
will give the effect of eye contact andvisualengagement. Use the gesturesand
mannerisms thatyouwould typically use in person.

o Ifyouareviewingthevideo feed of others, try moving that feed to a monitor position just
below your webcam to make this easier.

e Provide presenters with a final comment.

o Sometimesthatfinal questionisadoozy. Othertimesit maybea bitlackluster. After you
wrap up your Q&A portion of the event, turnit back overto your presentersfor a final
comment. Let them know ahead of time that you will be doing this to givethemachance
todraftsome compellingfinal remarksto help you endyoursession smoothlyand

concisely. Theyarethe subject matter experts after all. If you are presenting solo, give
yourself this opportunity.

e Leave attendees with a call-to-action.
o What'sthepurposeoftheevent? Whetheryouare prospecting, providingeducation, or
buildingyourcommunity, you have a great opportunity with online eventsto ask your
participantstotake action.

o Makeyourcall-to-action clearand concise, and be sure to provide your audience with
everything that they need to succeed.

10
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Enabling and adding a co-host

Overview

The co-host feature allows the host to share hosting privileges with another user, allowing the co-host to
manage the administrative side of the meeting, such as managing participants or starting/stopping the
recording. The host must assign a co-host. There is no limitation on the number of co-hosts you can

have in a meeting or webinar.

Co-hosts do not have access to the following controls as they are only available as host controls in a

meeting:

e Start closed captioning and assign someone or a third-party to provide closed captioning

e Start live streaming

e End meeting for all participants

e Make another participant a co-host

e Start breakout rooms or move participants from one breakout room to another

e Start waiting room (co-hosts can place participants in waiting room or admit/remove participants

from the waiting room)
Co-hosts also cannot start a meeting. If a host needs someone else to be able to start the meeting, they
can assign an alternative host.

Note: By default, meetings hosted by On-Prem users with on-premise meeting connectors, cannot assign

co-host rights to another participant. This option must be enabled by Zoom support.

This article covers:

e Enabling co-host
e Using co-host in a meeting

11
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https://support.zoom.us/hc/en-us/articles/207279736-Getting-Started-with-Closed-Captioning
https://support.zoom.us/hc/en-us/articles/206476093
https://support.zoom.us/hc/en-us/articles/115000332726
https://support.zoom.us/hc/en-us/articles/208220166-Alternative-Host
https://support.zoom.us/hc/en-us/articles/201362003
https://support.zoom.us/hc/en-us/articles/206330935-Enabling-and-Adding-a-Co-Host#h_ebe1cd63-f1b7-4137-b290-56b5cbca50f6
https://support.zoom.us/hc/en-us/articles/206330935-Enabling-and-Adding-a-Co-Host#h_9c3ee7f2-b70c-4061-8dcf-00dd836b2075

Enabling co-host

A Closer look at this- Arley’s comments:

1. Go to Home Screen:

[ =) @)

Home Chat Meetings Contacts

Q Search

New Meeting Join
.. No ypébming meetings today
Schedule Share screen v

Select “Settings”

O settings
(L) start Zoom when I start Windows
Video When closed, minimize window to the notification area instead of the task bar
(@]
audio () Use dual monitors

() Enter full screen automatically when starting o joining a meeting

() Automatically copy invitation URL once the meeting starts GO TO ”VieW M ore Settl ngsu
0 chat Ask me to confirm when | leave a meeting /

Show my connected time

Share Screen

Virtual Background

() Remindme 5 minutes before my upcoming meetings
Record ~
corng () Stop my video and audio when my display is off or screen saver begins
O rrofiie Reaction Skin Tone

@ statistics
© Feedback

@ Keyboard Shortcuts

k&b

Accessibility

View More Settings (2

This screen will now appear:

12
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PERSONAL
Profile
Meetings
Webinars

Recordings

ADMIN

> User Management

> Room Management

> Account Management

> Advanced

Scroll down to “Co-host”

Co-host O

Allow the host to add co-hosts. Co-hosts have the same in-meeting controls as the host.

Enable “Co-host”
Account

To enable the Co-host feature for all members of your organization:

1. Sign into the Zoom web portal as an administrator with the privilege to edit Account settings, and
click Account Settings.

2. Navigate to the Co-host option on the Meeting tab and verify that the setting is enabled.
If the setting is disabled, click the Status toggle to enable it. If a verification dialog displays,

choose Turn On to verify the change.

Co-hast (}

Allow the host to add co-hosds. Co-hosts hivve the same in-meating contreds as the host

3. (Optional) If you want to make this setting mandatory for all users in your account, click the lock

icon, and then click Lock to confirm the setting.

13
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1.

Group

To enable the co-host feature for all members of a specific group:

Sign into the Zoom web portal as an administrator with the privilege to edit User groups, and

click Group Management.

2. Click the name of the group, then click the Settings tab.

3. Navigate to the Co-host option on the Meeting tab and verify that the setting is enabled.
If the setting is disabled, click the Status toggle to enable it. If a verification dialog displays,
choose Turn On to verify the change.
Co-host @
Note: If the option is grayed out, it has been locked at the account level, and needs to be changed
at that level.

4. (Optional) If you want to make this setting mandatory for all users in this group, click the lock icon,
and then click Lock to confirm the setting.

User

To enable the co-host feature for your own use:

Sign into the Zoom web portal and click My Meeting Settings (if you are an account
administrator) or Meeting Settings (if you are an account member).

Navigate to the Co-host option on the Meeting tab and verify that the setting is enabled.

If the setting is disabled, click the Status toggle to enable it. If a verification dialog displays,
choose Turn On to verify the change.

Co-host ()
1 Eo add 3 1% Furve 8 e in-rreeling contrals as the host

ABave this Bt to aod ca-hatts. Co-hadts Furee the

Note: If the option is grayed out, it has been locked at either the Group or Account level, and you

will need to contact your Zoom administrator.

14
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Using co-host in a meeting
There are two ways that you can make a user a co-host.

During a meeting:

1. Hover over a user's video.
2. Click the more icon n

3. Click Make Co-Host.
Using the participants window:

1. Click on Manage Participants in the meeting controls at the bottom of the Zoom window.

&

2. Hover over the name of the participant who is going to be a co-host, and choose More.

3. Click Make Co-Host.

Once a participant has been made a co-host, they'll have access to the co-host controls.

15
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https://support.zoom.us/hc/en-us/articles/201362603

Enabling breakout rooms

https://www.youtube.com/watch?time continue=6&v=jbPpdyn16sY&feature=emb logo

Overview

Breakout rooms allow you to split your Zoom meeting in up to 50 separate sessions. The meeting host
can choose to split the participants of the meeting into these separate sessions automatically or

manually, and can switch between sessions at any time.

Prerequisites

e Account owner or admin privileges

Note: Before using breakout rooms, see the limitations of breakout rooms.

Account

To enable the breakout room feature for all members of your organization:

1. Sign in to the Zoom web portal as an administrator with the privilege to edit account settings.

2. In the navigation menu, click Account Management then Account Settings.

3. Navigate to the Breakout Room option on the Meeting tab and verify that the setting is enabled.
If the setting is disabled, click the toggle to enable it. If a verification dialog displays, choose Turn

On to verify the change.

Breakout room (}

Allow host to split meeting participants into separate, smaller rooms

ﬂ Allow host to assign participants to breakout rooms when
scheduling

4. (Optional) Click the checkbox to allow meeting hosts to pre-assign participants to breakout rooms.
5. (Optional) If you want to make this setting mandatory for all users in your account, click the

lock icon, and then click Lock to confirm the setting.

16
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https://www.youtube.com/watch?time_continue=6&v=jbPpdyn16sY&feature=emb_logo
https://support.zoom.us/hc/en-us/articles/206476313#h_1660846b-7d2d-4a87-b8a6-efe29a61759a
https://zoom.us/account/setting
https://support.zoom.us/hc/en-us/articles/360032752671

A Closer look at this- Arley’s comments:

Go to Home Screen:

O ©] Q Search
Home Chat Meetings Contacts

New Meeting ~ Join
.. No ypdming meetings today
Schedule Share screen v

N\

Select “Settings”

O Settings
m () start Zoom when I start Windows

Video ‘When closed, minimize window to the notification area instead of the task bar

@]
Audio (L) Use dual monitors

nter full screen automatically when starting o joining a meeting

Share Screen () Automatically copy invitation URL once the meeting starts Go To ”VieW More Setti ngsﬂ
Q cnat Ask me to confirm when | leave a meeting /

() Show my connected time

Virtual Background -
L) Remind me 5 minutes before my upcoming meetings

Record .
ecording () Stop my video and audio when my display is off or screen saver begins

Profile Reaction Skin Tone

b bbb

Statistics

Keyboard Shortcuts

(=]
o
O Feedback
®

Accessibility

View More Settings (2

This screen will now appear:

PERSONAL
Profile
Meetings
Webinars
Recordings

Settings

17
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Scroll down to “Meeting Advanced”

Breakout room D

Allow host to split meeting participants into separate, smaller rooms

Allow host to assign participants to breakout rooms when scheduling

Enable “Breakout room”

Also, to view this feature on your Zoom main menu:

Scroll to “show control bar”

Always show meeting control toolbar \ (:)

Always show meeting controls during a meeting

1.

Group

To enable the breakout room feature for all members of a specific group:

Sign in to the Zoom web portal as an administrator with the privilege to edit groups.

In the navigation menu, click User Management then Group Management.

Click the name of the group, then click the Settings tab.

Navigate to the Breakout Room option on the Meeting tab and verify that the setting is enabled.
If the setting is disabled, click the toggle to enable it. If a verification dialog displays, choose Turn
On to verify the change.

Breakout room
Allow host to split meeting participants into separate, smaller rooms

ﬁ Allow host to assign participants to breakout rooms when
scheduling
Note: If the option is grayed out, it has been locked at the account level, and needs to be changed
at that level.

(Optional) Click the checkbox to allow meeting hosts to pre-assign participants to breakout rooms.

(Optional) If you want to make this setting mandatory for all users in this group, click the lock

icon , and then click Lock to confirm the setting.

18
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https://zoom.us/account/group
https://support.zoom.us/hc/en-us/articles/360032752671

User

To enable the breakout room feature for your own use:

1. Sign in to the Zoom web portal.

2. In the navigation menu, click Account Management then Account Settings (if you are an account
administrator) or Settings (if you are an account member).

3. Navigate to the Breakout Room option on the Meeting tab and verify that the setting is enabled.
If the setting is disabled, click the toggle to enable it. If a verification dialog displays, choose Turn
On to verify the change.

Breakout room
Allow host to split meeting participants into separate, smaller rooms

ﬁ Allow host to assign participants to breakout rooms when
scheduling

Note: If the option is grayed out, it has been locked at either the Group or Account level, and you

will need to contact your Zoom administrator.

4. (Optional) Click the checkbox to allow meeting hosts to pre-assign participants to breakout rooms.

Using breakout rooms

After enabling breakout rooms, you can do the following:

e Participant in breakout rooms (participants)

e Manage breakout rooms (host)

e Pre-assign participants to breakout rooms (host)

19
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https://zoom.us/account/setting
https://zoom.us/profile/setting
https://support.zoom.us/hc/en-us/articles/360032752671
https://support.zoom.us/hc/en-us/articles/115005769646
https://support.zoom.us/hc/en-us/articles/206476313
https://support.zoom.us/hc/en-us/articles/360032752671

Polling for Meetings

Overview

The polling feature for meetings allows you to create single choice or multiple choice polling questions
for your meetings. You will be able to launch the poll during your meeting and gather the responses

from your attendees. You also have the ability to download a report of polling after the meeting. Polls
can also be conducted anonymously, if you do not wish to collect participant information with the poll

results.

Prerequisites

Host user type must be Licensed

The meeting must be either a scheduled meeting, or an instant meeting using your Personal Meeting ID
Participants on the iOS or Android mobile app can use polling, but hosts need to be using the desktop
client to manage polling.

Note: Only the original meeting host can edit or add polls during a meeting. If the host or
co-host role is transferred to another user, that user will only be able to launch polls

already created.

Enabling polling

Account

To enable the polling feature for all members of your organization:

Sign in to the Zoom web portal as an administrator with the privilege to edit account settings.

In the navigation menu, click Account Management then Account Settings.

Navigate to the Polling option on the Meeting tab and verify that the setting is enabled.

If the setting is disabled, click the toggle to enable it. If a verification dialog displays, choose Turn On to

verify the change.

Polling ()

Add "Polls’ to the meeting controds. This allows the host to survey the attendees. [

20
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https://support.zoom.us/hc/en-us/articles/201362843
https://zoom.us/account/setting

> 0P F

(Optional) If you want to make this setting mandatory for all users in your account, click the lock icon,

and then click Lock to confirm the setting.

Group

To enable the Polling feature for all members of a specific group:

Sign in to the Zoom web portal as an administrator with the privilege to edit user groups.

In the navigation menu, click User Management then Group Management.

Click the name of the group, then click the Settings tab.

Navigate to the Polling option on the Meeting tab and verify that the setting is enabled.

If the setting is disabled, click the toggle to enable it. If a verification dialog displays, choose Turn On to
verify the change.

Note: If the option is grayed out, it has been locked at the Account level, and needs to be changed at

that level.

Polling ()

Add 'Polls’ to the meeting controls. This allows the host to survey the attendees. [

(Optional) If you want to make this setting mandatory for all users in this group, click the lock icon, and

then click Lock to confirm the setting.
User

To enable Polling for your own use:

Sign in to the Zoom web portal.

In the navigation menu, click Account Management then Account Settings (if you are an account
administrator) or Settings (if you are an account member).

Navigate to the Polling option on the Meeting tab and verify that the setting is enabled.

If the setting is disabled, click the toggle to enable it. If a verification dialog displays, choose Turn On to

verify the change.

Palling & Madified

Note: If the option is grayed out, it has been locked at either the Group or Account level, and you will

need to contact your Zoom administrator.

21
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https://zoom.us/account/group
https://zoom.us/account/setting
https://zoom.us/profile/setting

Creating a poll

1. Go tothe Meetings page and click on your scheduled meeting. If you do not have a scheduled meeting,
schedule a meeting now.

2. From the meeting management page, scroll to the bottom to find the Poll option. Click Add to begin
creating the poll.

You have not created any poll yet. Add

3. Enter atitle and your first question.

o (Optional) Check the box to make the poll anonymous, which will keep the participant's polling
information anonymous in the meeting and in the reports.

o Select whether you want the question to be single choice(participants can only choose one answer) or
multiple choice question(participants can choose multiple answers).

4. Type in the answers to your question and click Save at the bottom.

22
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https://zoom.us/profile/setting
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-

5. If you would like to add a new question, click Add a Question to create a new question for that

particular poll.

Add a Poll

i

[ )

Anonymous? (7

& Single Choice Multiphe Chaice

Delete

+ Add a Question

6. You can add more polls by repeating Step 2.

You can also create a poll by clicking Polling during the meeting. This will open up your default web

browser where you can add additional polls or questions.

Note: You can only create a max of 25 polls for a single meeting.
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Launching a poll

1. Start the scheduled Zoom meeting that has polling enabled.

2. Click Polls in the meeting controls.

i

3. Select the poll you would like to launch.

4. Click Launch Poll.

Polling 1: Polling Questions Edit

1.What is your favorite color?
Red
Green

Blue

Launch Poll
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5. The participants in the meeting will now be prompted to answer the polling questions. The host will be

able to see the results live.
Polling Questions in Progress 00:00:19

1 of 1 voted

Attendees are now viewing questions

1.What is your favorite color?

Red (0 0%
Green (03 0%
Blue (1) 100%

6. Once you would like to stop the poll, click End Poll.
If you would like to share the results to the participants in the meeting, click Share Results.

7.
Polling 1: Polling Questions Edit

Poll closed 1 voted
1.What is your favorite color?

Red (0) 0%
Green (0) 0%
Blue (1) 100°%

Share Results Re-Launch Polling 1
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Participants will then see the results of the polling questions.

Sharing Poll Results

Attendees are now viewing poll results

1.What is your favorite color?

Red (0) 0%

Green (0) 0%

Blue (1) 100%

=2

Downloading a report of poll results

You can download a report of the poll results after the meeting. If registration was turned on and the
poll was not anonymous, it will list the participants' names and email addresses. If registration was not
on, it will show the results, but list the participants as "Guest". If the poll was anonymous, it will show

"anonymous" for the participants' names and email addresses.
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Streaming a meeting on Facebook Live

Overview

You can stream a Zoom webinar or meeting live on Facebook to your Facebook timeline or a group or
page that you are an admin for. This allows your participants to join via Zoom or viewers to watch and

comment on Facebook Live.

Note:

e Zoom does not support the new Facebook Live Producer. If you see a notification to try to the new Live
Producer, click Dismiss.

e Facebook changed their APl as of April 2018 and now prevents some users from live streaming to
groups. If you are unable to live stream your webinar to Facebook, you can configure the Facebook Live

stream as a custom service.
Prerequisites

Streaming for meetings

e Pro, Business, Education, or Enterprise account
e The Host is Licensed
e Zoom Client version 4.4.53582 or higher on PC or a Mac

e Live stream is enabled on Facebook

Streaming for webinars

e Pro, Business, Education, or Enterprise account
¢ Host has Webinar add-on

e Zoom Client version 4.0 or higher on PC or a Mac
e Live Stream is enabled on Facebook

27

Return to Home



https://support.zoom.us/hc/en-us/articles/115001777826
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> 8P F

Enabling Facebook Live streaming for meetings

Account

To enable all members of your organization to live stream meetings on Facebook:

Sign in to the Zoom web portal as an administrator with the privilege to edit account settings.

Click Account Management > Account Settings.

Toggle the Allow live streaming the meetings under In Meeting (Advanced), and enable Facebook.
&

Allow live streaming the meetings ()

Facebook
° Workplace by Facebook
YouTube

Custom Live Streaming Service

Provide specific instructions that will enable meeting hosts in your account to configure live streaming

C)

A

(Optional) If you want to make this setting mandatory for all users in your account, click the lock icon,

and then click Lock to confirm the setting.

Group

To enable all members of a specific group to live stream meetings on Facebook:

Sign in to the Zoom web portal as an administrator with the privilege to edit groups.
Click User Management > Group Management.
Click the name of the group, then click the Settings tab.

Toggle the Allow live streaming the meetings under In Meeting (Advanced), and enable Facebook.
Y
Allow live streaming the meetings ()

Facebook
Workplace by Facebook
YouTube

Custom Live Streaming Service

Provide specific instructions that will enable meeting hosts in your account to configure live streaming

®

A

Save Cancel
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Note: If the option is grayed out, it has been locked at the Account level and needs to be changed at that
level.
5. (Optional) If you want to make this setting mandatory for all users in this group, click the lock icon and

then click Lock to confirm the setting.

User

To enable live stream the meetings that you host on Facebook:

1. Signinto the Zoom web portal.

2. Click Account Management > Account Settings (if you are an account administrator) or Settings (if you
are an account member).

3. Ioggle the Allow live streaming the meetings under In Meeting (Advanced), and enable Facebook.

Allow live streaming the meetings ()

@ Facebook
Workplace by Facebook
YouTube

Custom Live Streaming Service

Provide specific instructions that will enable meeting hosts in your account to configure live streaming

G)

A

Save Cancel

Note: If the option is grayed out, it has been locked at either the Group or Account level, and you will

need to contact your Zoom administrator to make changes.

Enable Facebook Live streaming for webinars

1. Asanowner or account admin, sign in to the Zoom web portal.
2. Click Account Management, then Webinar Settings.

3. Click Edit to the right of In Webinar Settings.
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4. Enable Allow hosts to live stream to webinars, and then enable Facebook.
t

In Webinar Settings

Allow hosts to live stream their webinars
Facebook
Workplace by Facebook
YouTube
Custom Live Streaming Service
Provide specific instructions that will enable webinar hosts in your account to configure live streaming.

Template with Instructions for live streaming:

1. Enter the Stream URL: [rtmp: /www.example.com/livestream)]

2. Enter the stream key: [location_of_stream_key]

3. Enter the live stream page URL: [https:/'www.example.com/livestream/location]

5. Click Save Changes.

Initiating a live stream to Facebook

Direct streaming from a meeting or webinar

1. Start your webinar or meeting.

2. In the meeting/webinar controls, click More.

Chant Choeand] Caplion
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3. Click Live on Facebook.

Live on Facebook
Live on Workplace by Facebook

Live on YouTube

Live on Custom Live Streaming Service

Invite

Record on this Computer
Record to the Cloud

4. Your default browser will open and you will be prompted to log into Facebook if you aren't already
logged in.

5. Signin to Facebook.

6. Choose where on Facebook you would like to Go Live.

7. Click Next.
Note:

o Ifyou are not able to start the live stream, clear your browser's cache and cookies, then try again.

o Zoom does not support the new Facebook Live Producer. If you see a notification to try to the new Live

Producer, click Dismiss.
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8. When you are ready to start the broadcast on Facebook, click Go Live.

Create 8 Live Brossoait
E==3
B P =
Tie
Wides Gama £
Molly Parker
ZO0Mm
o Diont ot e ey wided 508 I your e vickes, For tosomple, Sont inciue Durpars, pracrol, mid eol -
o pesatrell. Engurg iy frg-rodirdiod otient 1 Sidrly Sasguiinals e g odrtinnl.

9. Wait for the notification from the Zoom client that your Webinar is Live on Facebook, then begin your

Webinar.

Meeting is on live on Facebook now!

Meeting Topic: My Webinar

Host Name: Nitasha Walia dev

Invitation URL: https:/ /dev.zoom.us/| /662870557
Participant 1D: 46

10. Streaming stops when you end the webinar or meeting or click the Stop Streaming icon on the Zoom

client.
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5.

Streaming to Facebook via custom live streaming

Enable Custom Live Streaming for your Meeting or Webinar.

In Facebook, click Live Video on the page, group, event, or your timeline where you would like to go live.

# Make Post B Photo/Video Album | B¢ Live Video

What's on your mind?

[£4 Photo/Video Feeling/Activity see

Click Connect.

Click Schedule.

iream Koy @ Pairo]

Vo S50 PN PEUS I8 £RES SRS O

Entor the informat

Select the date and time of your webinar.

Return to Home

J Lhiirg o et Timatien v

Note: If you are not able to start the live stream, clear your browser's cache and cookies, then try again.

Croate 3 Ui Broddeast

Eramsun whoro 10 poat o e Brsadiane:

-

W Paa T R Cammis b
O eacefereen

] Bt - Bl - Mcr.. b

T

Vidro Qare O
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6. Click Schedule.

Schedule Live
Select a date and time you want to go live. You can News Feed Announcement Preview

Molly Brown plans to go live.
Just Now

Thursday at 3:00pm
Molly Brown plans to go live.

Get Reminder I

Scheduled Start Time

S/3/2018  [E]  3:00PM COT

GCustom Image @

Upload Image

Cancel

7. On the Go Live announcement, click Edit Your Details.

Molly Brown plans to go live.
Justnow* g v

Thursday at 3:00pm
Molly Brown plans to go live.

Get Reminder

#" 'Broadcaster Only Edit Your Details

oY Like (D comment 7> Share

Write a comment... © @]

Press Enter to post.

8. In another browser tab, sign into Zoom and navigate to your meeting or webinar.

9. Copy and paste the Stream Key. Stream URL, and Live Streaming page URL in your Custom Meeting or
Webinar Live Stream Setup.

10. Click Save.
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11. Start your Zoom meeting or webinar when you are ready to begin the event.
12. More in the Meeting Controls.

13. Click Live on Custom Live Streaming Service
Tips for live streaming on Facebook
Processing time

There is a processing time of approximately 20 seconds for Facebook Live, so participants watching on

Facebook will see the same content approximately 20 seconds after participants watching on Zoom.
Audio echo

If you have the Facebook window open on your computer, you will hear your audio play back to you
approximately 20 seconds delayed. If you need to keep the Facebook window open to view and reply to
comments, click the speaker icon at the bottom right of the live stream on the Facebook page to mute

the video.

Checking Facebook permissions

You can stream to your Facebook Timeline or to a Facebook Group or Page, if you have appropriate

permissions.
To check your permissions for a Facebook page

You must be an admin or an editor to stream to a Facebook page. If you are a moderator, analyst or

advertiser, this page will show up under your Facebook pages, but you will not be able to Live Stream.

1. Sign in your Facebook account.
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2. Click the arrow at the top right and choose the page you would like to stream to.

Your Pages:

@ Moaolly's Test Page 1]

Create Page

‘ Manage Pages

Create Group

Manage Groups
Create Fundraiser

Create Ads

Advertising on Facebook

Activity Log
Mews Feed Preferences

Settings

Send Money
Payment History

| Log Out

If the page is not listed, click Manage Pages and then click the name of the page.

3. Click Settings.

Malty's Test Page Q

Page Inbax Hotitications @ Insights Publishing Tools Feed Seltings Help »
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4. Click Page Roles on the left.
i+ General
1™ Messaging
{* Edit Page
Post Attribution
@ Notifications

» Messenger Platform

W4 Videos

A Page Roles

People and Other Pages

5. Under Existing Page Roles, it will list anyone who is assigned a role for this page and their role. Only

admins and editors can stream to a page.

Existing Page Roles

Admin

Can manage all aspects of the Page. They can: send messages and publish as the Page,
respond to and delete comments on the Page, create ads, see which admin created a post or
commeant, view insights, respond to and delete Instagram comments from the Page, edit
nstagram account details from the Page and assign Page roles.

Molly

Admin Edlit

To check your permissions for a Facebook group

You must have admin permissions for a group to stream. If you have moderator or member permissions,

you will not be able to live stream to this Facebook Group.

37

Return to Home




1. Login to your Facebook Account.

2. Click Groups on the left side.

Molly

== News Feed oo

e Messenger

g Watch

L Marketplace

Shortcuts

M Molly's Test Page 1
&

Explore

Events
@ Groups

Pages

3. Under Groups You Manage, click the gear next to the group you would like to stream to and click Edit

Group Settings.

Groups You Manage

Molly's Facebook Testing &

Eci1 Motification Se1tngs

Edit Group Settings

Leaine Group
Add to Favoesites

Note: If the group appears under Your Groups, not Groups You Manage, you are a member of this group

and will not be able to live stream.
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4. Click Members on the left.

Molly's Facebook
Testing

@ Closed Group

About

Discussion

m

Events

Videos

Manage Group

5. Under Admins and Moderators, click ... next to your name.

Admins and Moderators 2

]

If you are a moderator for the group, you will have the option Remove as Moderator. You will not be

o

able to live stream.

If you are an admin for the group, you will have the options Change to Moderator and Remove as
Admin. You will be able to live stream..
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Using the Zoom Converter

If you do not allow the conversion from a .Zoom file to .MP4 at the end of a session do the following. The
file appears as a PDF file and do NOT attempt to open this file with a PDF editor. You will corrupt the file.

This conversion file is a “bin” type file that is automatically opened at the end of a Zoom session.
| found this file on my computer at this location:
C:\Users\Arley\App Data\Roaming\Zoom\Bin\zTscoder.exe

Note that your App Data file may be a hidden file. So, you cannot view this unless you “Show Hidden

Files.”
Example file:
Name Date modified Type Size
2020-05-16 10.53.41 Tim Lundell's Zoom Meeting 82494040832 5/16/2020 1:53 PM File folder

1. Do a “Right Click” and “Open” on this file and you will see the following:

Name Date modified Type Size

— chat.txt 5/16/2020 1:53 PM Text Document 8 KB
o double_click_to_convert_01.zoom 5/16/2020 1:53 PM ZOOM File 961,906 KB
Q double_click_to_convert_02.zoom 5/16/2020 1:53 PM ZOOM File 1,025 KB
— meeting_saved_chat.txt 5/16/2020 1:53 PM Text Document 8 KB

2. Now do a “Right Click” on one of the “.Zoom” files.

3. Select the “Open With” option

4. Find the Zoom app

5. Once you click on the Zoom app, the conversion will start.

6. Once the conversion is completed, these files will appear.
Name Date modified Type Size
.| audio_only.m4a 5/16/2020 7:26 PM MA4A File 23,709 KB
—| chattxt 5/16/2020 1:53 PM Text Document 8 KB
— meeting_saved_chat.txt 5/16/2020 1:53 PM Text Document 8 KB
] playback.m3u 5/16/2020 7:26 PM M3U File 1 KB
|| zoom_0.mp4 5/16/2020 7:26 PM MP4 File 476,953 KB

Note: It appears that the converter works on the complete session. Therefore using this procedure on
either “.Zoom” file will provide the same results.
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Example on “How to join a meeting”.

(Portions of this information were created by our Los Altos Rotary Club (LARC) with credit going to various
members of our club.)

A LARC organizer, Jack Higgins in this example, will send you an email (and/or calendar invitation) to
attend the meeting using Zoom Conferencing.
The Calendar invitation

You have been invited to the following event.

Mike Kerr, Steve Pomeroy and Jack Higgins

The Emall invitation When Fri Mar 20, 2020 Spm - 6pm Eastern Time - New York

Jack Higgins Where Zoom videoconference - https:/fzoom.us/j/9130697554. (map)

Hil We will have a Zoom meeting this Friday afternoon at 2:00 pm to Calendar moragamike@gmail.com
discuss the plan. To join the meeting, click this URL for our Zoom

Meeting: hitps:/fzoom.us/j/9130697554

Wha jhigginsmd1@gmail.com - organizer

- T ayal RS TIAlL AT
« Steve Pomeroy

Jack

URL for our Zoom Meeting: hitps:/fzoom.us/j/9130697554.
¢ phone connection: (408) 638-0986 - Meeting ID: 913 069 7554,

Jack Higgins, MD
Director, International Service

7RIS Club of
Rotary 25F | Los Altos

The best way to join this meeting is over your desktop PC, tablet, or Smart phone. Click on the URL link or dial in
as noted.

If you see a “waiting for host to start this meeting” window, you are all set ...the meeting will start when
the host arrives.

Note: You can test your computer audio (and video), while waiting.

Waiting for the host to start this meeting

This is a recurring meeting

Jack Higgins' Personal Meeting Room

If you are the host, sign In to start this meeting

| Test Computer Audio |

41

Return to Home




© Settings X

. |
() Start Zoom when | start Windows

y Video When closed, minimize window to the notification area instead of the task bar
r . m Use dual monitors
Audio —

(7) Enter full screen automatically when starting or joining a meeting

| J| Sharepcreen

O Chat

Virtual Rackground

O Automatically copy invitation URL once the meeting starts
Ask me to confirm when | leave a meeting
() show my connected time

O Remind me 5 minutes before my upcoming meetings

Recordi Reaction Skin Tone

Lok

Profile

1

£

)

-
3

Statistics

Feedback

Keyboard Shortcuts

Accessibilit

D0 0

View More Settings (&

You can test your Video and Audio (speaker and microphone) from the Settings window.

As noted earlier, maintain proper protocol when in a meeting:

[ 5K ) Zoom Meeting ID: 913-069-7554

Steve Pomeroy

[ THEON 5 as?

Stop Video Invite Participants Share Screen Record Reactions

Hover your mouse at the bottom to bring up this menu.

Mute youy'microphone when you’re not talking. This will prevent your household noise (barking dogs)
from djgrupting themeeting.

Stop your video if you need to step away, or, just wish to not be seen. Stopping your video when your
internet connectionis poor is also a good idea.
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® ® Zoom Meeting ID: 913-069-7554

v Participants (3)

@ Mike Kerr (me) 9 rA

@ Jack Higgins (Host) g

@ Steve Pomeroy §&
Mute Me Raise Hand

Clicking on Raise Hand will
notify the host that you

oe 3 .
Y . W a wish to talk. Your Hand
Unmute Start Video nvi Participants Share Screen ! Record Reactions
symbol can be altered in
Click on Participants to view roster: the Settings screen.

There is also a Chat window to send messages to

“Everyone” or just a specific individual. This Reactions can be shown. Click to Applaud or
window is located on the right side of the screen give a Thumbs Up.

but can be easily moved by standard window’s LY é

dragging. (In the lower right-hand portion of that

box is an option to “Save” the chat file. This file is

in the txt format.)

You will receive a notification on this icon when a
new chat message arrives.

The Gallery View provides the
ability to view more participants.

0 e Zoom Meeting ID: 913-069-7554

LA

Start Video nvi Participants Share Screen ¥ Record Reactions
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Share Screen: This is a great feature within Zoom to allow participants to view the host’s computer screen or
someone else’s.

L XoK ] Zoom Meeting ID: 913-068-7554

DO NOT click on the "Share
Screen" button during a meeting
unless you've been asked to
show a PowerPoint presentation
or other file to the entire group.

If you do that accidentally,
immediately click on the “Stop
Share” button near the top of the
screen.

You can share your entire desktop. The audience will be able to see whatever screen you are seeing

on your end ...

... or share just one open application, such as a PowerPoint slide show. This is suggested if you have
other, sensitive, files open at the time.

Basic Advanced Files
F Yy = s T ALLALL R N .
= T N |2 T i
m
=
[
=
Microsoft PowerPoint - How... Microsoft Excel - Book
"] Share computer sound ] | Optimize Screen Share for Video Clip

44

Return to Home




When someone else is sharing their screen, you will see the
speaker’s face and content at the same time.

View Options ~

Fit to Window B Speaker View 4

50%

100% (Original Size)

150%
200%
300%

Request Remote Col
Annotate

Programs Committee Calendar Draft as of March 21, 2020

Hore is the lineup for luncheons that have been scheduled lo start March 19, 2020,

Mar. 19 - Zoom-bla-di Zoom.-blg-da ~ President Bonnie's First ZOOM Meeting :
Mar. 26 — Dr. Daniel Becker - Behavioral Health, E1 Camino Hospial - Bob Adams Mike Kerr

Apr. 2 - Kevin McCormack ~ Regenerative Medicine - Tiger Rohis
‘Apr. 9 - Robert Merrick - Stand-Alone Invenior - John Cardoza

‘Aor. 16 - Local Emergancy Preparedness Panel - Lina Broydo

Apr. 23 - Pawi Auerbach - Climate Change on Health and Medicine - Janet Harding
Apr. 30 - Spring Grants - Donna Vera, LAREF

May 7 - Jarmis Machiven ~ Views from Buck's Restaurant owner - Dick Henning
May 14 - Erin Smith — Parkinson Disease Diagnasis with Facial Recognition

Tomanek & Rogge
May 21 - Betty Ann Hagenay - Human Trafficking - John Sylvester EY
May 28 - LAREF Scholarships ~ George Stafford |
June 4 - Carol Larson - Packard Foundation CEO (Retired) - Steve Shepherd
June 11 - Anupam and Saroj Pathak - Adaptive Inventions - Mike Abrams
June 25 - Kick Out - Allan Yami

End of Fiscal Year

July Z- DARK
July 9 — Guest Speaker- Lina Brovo
July 16 - Stacy Castie - Child Advocates (was 2/20)
July 23 - Lasrry Diamond — il Winds; Saving Democacy - Dick Henning
July 30 - Club Assembly ~ Kathy Berry

Y oA om &+ » @ [}

Unmute Start Video Invite Participants Share Screen Chat Record Reactions

1) We recommend
setting your View Option
to “Side- by-side mode.

2) The content will be
shown on the left

3) The green bar at top
will tell you the name of
the person sharing their
screen, and

4) Faces will be shown
on the right. Select
Speaker View or Gallery
View (for more panels)

5) Resize content/video.
Slide bar left or right

Another option, somewhat harder to use, but will dedicate more space to the shared

content, is to set your View Option to “Fit to Window”

o mosm®r AHE O You are viewing Los Altos Rotary .. en View Options

Home Insert Draw Design Layout References Mailings Review  View klcrebat

v Arial vz AR
0

10
160%
200%

paste

5| B I

Mar. 26 — Dr. Daniel Becker - Behavioral Health, EI Camini Exit Full Scresn

300% —_ 1
Mar. 18 — Zoom-bla-di Zoom-bla-da ~ President Bonnie's [ S sy ‘ A A\ {

Apr. 2 - Kevin McCormack — Regenerative Medicine - Tige s k Q
Apr. 9 - Robert Merrick — Stand-Alone Inventor - John Carqiilieddeia Marg SRy

Apr. 16 - Local Emergency Preparedness Panel - Lina Brd Sidetoysside Modk |

Apr. 23 — Paul Auerbach - Climate Change on Health and 9

Apr. 30 - Spring Grants — Donna Verna, LAREF

May 7 - Jami Views from Buck’s Restaurant owner - Dick Henning l
Ma

= i (s
= i Suzanne Small

Talking: Bonnie Burdett Walker

o i
July 9 — Guest Speaker- Lina BrijATeegymuses Los Altos Rotary.
July 16 - Stacy Castle - Child Ad JehnGard
July 23 - Larry Diamond - Il Win} fq ] lohn Cardoza

e s
3

July 30 - Club Assembly — Kath

Aug 6 - -
Aug 13- | steve Shepherd ™. = 7 Allan vami

Aug 20 - Simon Pennington — Archité
Aug 27 -

AP N at a0 L @ (-]

Unmute Start Video Invite Participants  Share Screen Chat Record Reactions

Return to Home

Click the icon at the top of
the video panel to choose:

1) No video

2) Speaker only
3) Thumbnails
4) Gallery View

Tip: Drag the video panel if
it’s covering up content
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Leave or End Meeting

Again, a special thank you to all LARC members who participated in the
Zoom test call and those who created portions of this document.

Helpful Zoom URLs

Scheduling meetings

How to check Audio and Video in addition to Screen Sharing and Recording

The “Waiting Room”
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https://www.youtube.com/watch?v=XhZW3iyXV9U&feature=emb_logo
https://support.zoom.us/hc/en-us/categories/201137166
https://support.zoom.us/hc/en-us/articles/115000332726
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