ZO0OM

Using Zoom- long but filled with screen shots! Zoom can be a great tool for enabling personal,
interactive communication and there are lots of options to choose. Your version of Zoom might look
slightly different, but the functionality will be the same.

There are many tutorials available.

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials

1. Set up: go to https://anu.zoom.us/meeting Bookmark this page on your browser- using
either chrome or firefox.
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2. Choose set up new meeting.
3. Add your photo to your profile.
4. There are multiple Settings options to select. Screen shots follow with settings | recommend.
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5. Set meeting as Recurrent with no fixed time. This means you can use it at any time. | don’t
use a meeting password. Note the generated ID is the one that you can send to students to
enter. DO NOT USE PERSONAL MEETING ID.
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Review Settings for the meeting
Enable video. This may need to be turned off during Zoom session as it consumes lots of
bandwidth, but it is nice to have an early video to create rapport.
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Enable join before host, mute participants on entry- and you can decide if they can unmute
themselves or if they need to wait for you to do it in the meeting.

10. Best to set to auto record- you can then stop or pause it when you want to. It is easy to

forget to record. Excess recordings can be deleted from cloudstor.

11. An alternative host can be useful for a scheduled class if something happens and someone
else needs to go in a check on students.
12. See below for addition setting options. Chat is a text based chat and there is a choice to
enable participants to talk privately with others. HOST CAN SEE PRIVATE CHATS so warn
students about this- can be embarrassing!



Chat ()

Allow meeting
participants to send a
message visible to all
participants

Prevent participants
from saving chat

Private chat ()

Allow meeting
participants to send a
private 1:1 message to
another participant.

Auto saving chats () Modified Reset

Automatically save all in-
meeting chats so that
hosts do not need to
manually save the text of
the chat after the
meeting starts.

Play sound when () Modified Reset
participants join or
leave

Play sound when
participants join or leave
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© Heard by host only

When each participant joins
by telephone

Record and play their

13. I think the sound chime is useful- if people are repeatedly dropping in and out you can turn it
off.



14. Poll is an extremely easy and useful way of enabling participation, and can be fun. You could
ask for questions in chat, or create your own on the fly.

Display end-oi- () Mmodified Reset
meeting experience
feedback survey
Display a thumbs
up/down survey at the
end of each meeting. If
participants respond
with thumbs down, they
can provide additional
information about what
went wrong

© Dpisplay for every
meeting
Display for meetings
randomly

Co-host Locked by admin

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

Polling D Modified Reset

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

Allow host to put Locked by admin
attendee on hold

Allow hosts to
temporarily remove an
attendee from the
meeting.
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meeting control

toolbar

Always show meeting
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Show Zoom ‘ ) Modified Reset
windows during
screen share

Screen sharing ()

Allow host and
participants to share
their screen or content
during meetings

Who can share?

Host Only
O All Participants  (2)

Who can start sharing
when someone else is
sharing?

© Host Only
All Participants ()

Disable Modified Reset
desktop/screen C)
share for users

Disable desktop or
screen share in a
meeting and only allow
sharing of selected
applications.



15. Screen sharing can be very helpful- ensure that if possible, your computer is prepared for
screen sharing eg turn off email alerts, close email, close any programs you are not going to
use, prepare powerpoints, spreadsheets, documents and minimise beforehand. You can
choose what to share- screen, whiteboard, etc.

Annotation D

Allow participants to use
annotation tools to add
information to shared
screens @

Whiteboard ()

Allow participants to
share whiteboard during
ameeting @@

Auto save whiteboard
content when sharing is
stopped

Remote control ()

During screen sharing,
the person who is
sharing can allow others
to control the shared
content

Nonverbal feedback D Modified Reset
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16. Nonverbal feedback means students can indicate “thumbs up” “away” etc in the chat pane-
and you can view when you select the “participants” button. Quick and easy way to get
feedback and minimal participation.

17. Option to autosave whiteboard.



In Meeting (Advanced) 18.Break out room- what the name says- divide
students into smaller groups to talk amongst
themselves. Can be done manually or automated.

Breakout room
o 19.1 have never used the remaining options ©

Allow host to split
meeting participants into
separate, smaller rooms

Allow host to assign
participants to breakout
rooms when scheduling

Save Cancel

Remote support C)

Allow meeting host to
provide 1:1 remote
support to another
participant

Closed captioning C)

Allow host to type closed
captions or assign a
participant/third party
device to add closed
captions

Save Captions C)

Allow participants to
save fully closed
captions or transcripts

Language C)

Interpretation
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Auto-answer group
in chat

Enable users to see and
add contacts to ‘auto-
answer group' in the
contact list on chat. Any
call from members of
this group will be
automatically answered.

Only show default
email when sending
email invites

Allow users to invite
participants by email
only by using the default
email program selected
on their computer

>

Show a "Join from
your browser” link

Allow participants to
bypass the Zoom
application download
process, and join a
meeting directly from
their browser. Thisis a
workaround for
participants who are
unable to download,
install, or run
applications. Note that
the meeting experience
from the browser is
limited

Allow live streaming
meetings

Facebook

Workplace by Facebook

YouTube

O Custom Live Streaming

Service

Save Cancel

Email Notification

When a cloud
recording is
available

Notify host when cloud
recording is available

Sendacopviothe

O

O

O




When attendees join
meeting before host ()

Notify host when
participants join the
meeting before them

When a meeting is
cancelled ()

Notify host and
participants when the
meeting is cancelled

When an alternative

host is set or o
removed from a

meeting

Notify the alternative
host who is set or
removed

When someone ()

scheduled a meeting
for a host

Notify the host there is a
meeting is scheduled,
rescheduled, or
cancelled

When the cloud

recording is going to C)
be permanently

deleted from trash

Notify the host 7 days
befaore the cloud
recording is permanently
deleted from trash

20.

Potentially useful options.
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22. Image of the HOST options using this set up. CHECK RECORD.
23. Below images of using the poll tool and other functionality.
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23 Enter Full Screen

) Breakout Rooms - Not Started X

~ Breakout Room 1 Assign
Breakout Room 2 Assign
Breakout Room 3 Assign

Breakout Room 4 Assign

Recreate ~ Options A Add a Room

24. | suggest that if you are working with a large group ( 20+) you might need an additional
person to handle the chat stream while you present. Preparation is key.

25. Have fun!
26. Final screen shot with Canberra virtual background ........
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