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Getting started with Zoom

Z00Mm

* Information and Tip Sheets: hitps://www.it.miami.edu/a-z-listing/zoom/

« Activate Your Account: Sign in to zoom.miami.edu using your CanelD and password

 Download the Latest Zoom Desktop Client: zoom.us/download
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https://www.it.miami.edu/a-z-listing/zoom/
https://zoom.miami.edu/
https://zoom.us/download

In meeting features

Breakout Rooms

ive on Facebook
University of Miami ive on Workplace by Facebook
ive on YouTube

ive on Custom Live Streaming Service

1 2 3 4 S 6 7 8 9 ) (10

1. Mute, unmute, microphone settings video or music)

2. Start video, stop video, video settings /. Record meeting to your computer or to the Zoom
(you can select a virtual background here) cloud

3. Allow participants to share screen, chat, rename, 8. Enable closed captioning
mute/unmute themselves, etc. 9. Raise hand and other reactions (applause, thumbs

4. Higher level controls for meeting participants up, heart, etc.)

5. Chat with everyone in the meeting, or message one 10.Livestreaming options — you may only livestream to
person directly one site at a time

6. Share your screen (click “share sound” if sharinga 11.Create and manage breakout rooms
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Scheduling a Zoom meeting on Outlook for PC

* In Outlook, click Schedule a Meeting on the upper left portion of the Outlook ribbon.

Mew  Mew
Email Items -
Mew

Delete Archive

Inbaox - molly.park

‘2 Tell me what you want to do

=1 Team Email
Reply Forward

« Select your desired settings for scheduling a meeting.
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Meeting ID

| Generate Automatically " Personal Meeting ID

Meeting Password

| Required meeting password

Video (when joining a meeting)
Host: on (e Off

Participant: | ' On [ Off

Audio Options
" Telephone " Computer Audio
. Telephone and Computer Audio i 3rd Party Audio

Dial in from United States and other 2 countries/reg... Edit

Advanced Options
+| Enable join before host
| Mute participants on entry
_ | Only signed-in users with specified domains can join this meeting
| Record the meeting automatically
_| List in the Public Event List
| Force include Join URL in location field
| Insert Zoom meeting invitation above existing text
Select a language to send invitation: |_English <
Alternative Hosts:

Example:john@company.com;peter@school.edu

| Save and do not show again Cancel Continue
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Scheduling a Zoom meeting on Outlook for PC - Adding Invitees

» Enter the Invitees in the Required or Optional fields and click
Send.

Derek Cespedes’ Zoom Meeting - Meeting
File Meeting Scheduling Assistant Insert Format Text Review Help ¢ Tell me what you want to do
; = R [= A | EE
o— -
m Calendar E E * u % p\/ = Show As: [T]Busy L o=
Delete 5 Forward ~ Cancel Cha.nge Tear!'ws Meeting C.anc.el Address Check Rsponse .D.Remindev: 15 minutes . |Recurrence | Categorize
Settings Meeting MNotes Invitation Book Mames Options ~ &
Adtions Zoom Teams Meeti... Meeting Notes Attendees Options

@You haven't sent this meeting invitation yet.

> Title Derek Cespedes’' Zoom Meeting

send Required

End time | Mon 8/2/2021 ﬁ” &30 AM v| 4% Make Recurring

https://miami.zoom.us/}/929716060487pwd=RD7 e TRkOrFNVDIDOHIkQWxP 7jcd7 709

Derek Cespedes is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
https://miami.zoom.us/j/92971606048?pwd=RDZJeTRkQzFNVDIDOHIkQWxPZjc4Z209

Meeting ID: 929 7160 6048

Passcode: 711196

One tap mobile
+16465588656,,92971606048# US (New York)

Dial by your location
+1 646 558 8656 US (New York)
+39 069 480 6438 Italy
+39 020 066 7245 Italy
+39 021 241 28 823 Italy

=
|
|
J
|
| Start time | Mon 8/2/2021 = || 8:00 AM v| Cailday [ & Timezones
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Scheduling a Zoom meeting on Outlook for Mac

* How to schedule Zoom meetings through the Outlook desktop application on Mac once you install the Zoom
Outlook Add-in:

® -4 On your Outlook calendar, select
FUA @=-s= G B0 8 @ e 0 - new Appointment.

Save & Delete Invite ; 5 ; Recurrence Time Categorize Private Dictate Meeting Add a Zoom Settings Insights View A Ol ntment
Reminder: 15 minutes 2
Close Zones Notes Meeting Templates

Zoom (x)

Subject: University of Miami's Zoom Meeting

Location: | https://miami.zoom.us/j/96824963471?2pwd=RThOTkORNERIVMpURS9XSEh3eThGZz09&from=addon |~ E
Duration: 30 minutes @ All day event B
Starts:  7/26/2021 @ 10:30 PM| (UTC-05:00) Eastern Time (US & Canada) f
Ends: | 7/26/2021|[F]| 11:00 PM| (UTC-05:00) Eastern Time (US & Canada) Q + .
Meating ID Select the Add a Zoom Meeting

A\ Event starts at 4:30 AM in your computer's time zone (Central European Time).

University of Miami| is inviting you to a scheduled Zoom meeting. O Generated ID 968 2496 3471 Add a Zoom O n th e tO p fu n Ctio n S ba r-

Personal Meeting ID (PMI) 525 020 Meeting
Join Zoom Meeting 5812
https://miami.zoom.us/j/96824963471?pwd=RThOTk9RNERIVmpuRS9XSEh3eThGZz09&from=addon
Meeting ID: 968 2496 3471 Security

Passcode: 554307 One tap mobile . . .

+16465588656,,968249634714#,,,*554307# US (New York) Passcode 554307 @ C u Sto m Ize th e m eetl n g Settl n g S O n
Only uzers wh_o _ha:f: the int\_/ite link or . ..

Dial by your location passcode can join the meeting h ( d

+1 646 558 8656 US (New York) Waiting Room t e gear ICon paSSCO e’ Waltl ng

Meeting ID: 968 2496 3471 I dmitted by the h join th i HP 1

Passcode: 554307 Find your local number: https://miami.zoom.us/u/ab4slo4qnj gr;gﬁt:‘zers e byfefost o e SEttlngs roo m y pa rtl CI pa ntS/h OSt Vld eo ’ etC . )
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Scheduling a Zoom meeting on Another’s Behalf

« Assign Zoom Scheduling Privilege in Zoom.

UNIVERSITY
lJ ‘ OF MIAMI Download Zoom

Schedule Privilege

L From the Zoom PrOfile page, naVigate Security You can assign users in your account to schedule meetings on your behalf. You can

PERSONAL also schedule meetings on behalf of someone that has assigned you scheduling
rivilege. You and the assigned scheduler must be on a Paid plan within the same

to the Settings Tab under Personal on o t

the left, then select the Meeting tab at in Mecting (Adanced

Webi Email Motification R
‘ebinars I can schedule for

the top, click Other and scroll down to

Recordings

the bottom, click (+) to assign s

Scheduling Privileges on the Schedule
Privilege option:

Assign scheduling privilege

® Add the emall addreSS fOr the Select licensed users who can schedule meetings on your behalf
user you WlSh to grant SChedU||ng [ Enter username or email addresses
privilege and select Assign.

Assign Cancel
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Scheduling a Zoom meeting on Another’s Behalf

File Hﬂ_ end | Bacene Folder View Helg Asrobat I:}- Tell mae what you want 10 do
H 25 00 =& 558 080EERER + O =
] Mew s Trbadule & St et Meei Mew Teara Todey Mt T Dy  Woek  Week Manlh Schadule e E-rmad
Agpuniment Medng = imi~ | Mestng = Mesling = How  Mhetorsg s Weth L Caberalas = Calerfar
. ’ haw foom Taeme Wigat [~ 3 i} Arran s Munage Calynden Shaey
* Under My Calendars, the Executive’s calendar . TR TR
¢ Kugust 3031 H + r hugust 2021 [ cp s ey T rrte.y | Steeon Tech T warka
1 H WMo TU WE TH IR %A
should be listed as an option. Enable the ol bl TomR—— R
. . . 1 2 3 4 -_., ra U 80N TUE Wi THU L] TAT S [ ] TuE WwiD THU
viewing of the calendar by checking the SRR o 2 2 4 8o 7 | gt |z (2 4 3
. i5 16 17 & H ™ H ::um mr 2] :..:'A:
2 B M B XN IT R 1 Barthday FC Tomch = Tasl Wk
corresponding box. s vy Al
O
1] |nm?'ar1m £ rr::r oF P 1 ﬁ"'
. . . Folbe iy 1 ': :ﬂ 3 & ¥ 1 m F 13 1 a 1 mn 12
7 B n
* The selected calendar will appear side-by-side e I = Lo
- WX n o m o M5 IlT::n'. %
with your calendar. TEET R ey 18
] My Cabendacs 15 16 17 18 19 20 1 ¥ 1 13 19
. . . . (2 i | MO Y | Doy B e
+ Right click on the date/time desired and select Ot = = e 1= :
- e = . i s
New Appointment. e mre s e o e o
(7] Caernar - it That Wit 1 22 EL 24 bL * Ey) = 22 29 [ Newlbestiog Reguen %
] Caleriar - Provssnal Ermal & &30am a0tum Buors Ervin and [ hew Raurmng Appoetrresst
o Vo ST e New Recuring Ecer
| 11-.1-11”“:::«?:-11 Cielia r-.ni":' H :[.',.t: Hew Pcurring Meeting
IR e Tren | sunea B Tedn
v ey P oy 30 31 Sep 1 2 3 4 o e o
0 Sevla, ot Gunds — far. Aratany . ) Gt » |
L Vethang, T P ol Rifowh |ihms [wet | S Cabantas Dpsions
e o Gt [T B Yoo e
- L I *m m Eﬁ'ﬂ;
LT
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Scheduling a Zoom meeting on Another’s Behalf

I EI] = Untitled - Appointment

File Appointment Scheduling Assistant Insert Format Text Review Help Q@  Tell me what you want to do

e Select the Schedule a Meeting button to M 5 goen |O ] @ @ Q& BeosBw - O 05 0

| High Importance

Delete Copy to My -5 Forward ~ Schedule Teams Meeting Invite g Reminder: |15 minutes |Recurrence | Categorize
h d I Z t. d t th Calendar a Meeting Meeting MNotes Attendees : - Low Importance
SC e u e a Oom mee Ing an en er e | Actions Zoom eams Meeting | Meeting Motes | Attendees | Options | Tags
desired settings in the dialogue box that © e e .
3 .
a ea rS Select Sa e to Com Iete fitle Your scheduling settings have been synced frem your Zoem web =
Save & | portal I
p p : V p El\roese Start time Thu 8/5/2021 71| &00AMm A Change Default Settings
SChedUI|ng . End time Thu 8/5/2021 ]| 830AM - Meeting ID
QO Generate Automatically () Personal Meeting ID 241 731 6241
Location
1 Security i
. . . Passcode 832115 ©)]
® E nter the I nVIteeS In the Req u I red Or COnly users who have the invite link or passcode can join the meeting
. . . () Waiting Room
Opt|0na| flelds and CIICk Send . Only users admitted by the host can join the meeting
|:| Only authenticated users can join
Video
Host () on © off Participants () On ) Off
Audio
Telephone Computer Audio o Telephone and Computer Audio
Dial in from United States and Italy Edit
Advanced Options -
("] Do not show me again Save | Cancel \|

In Shared Folder Calendar - Tech That Warks for U
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Screen Sharing within Zoom

Select the Share Screen button located at the bottom of the Zoom screen:

Y ~ w-~ G 2~ . -+ [

Unmute Start Video Security Participants Chat Share Screen

* You will be able to view all the windows that
are open on your desktop — select the
application you want to share (PowerPoint,
Google Chrome, PDF, etc.)

« Make sure to select Share sound at the
bottom left if sharing a video or a
presentation with embedded sound.

 Then, click on the Share button at the
bottom right.
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Toggle between applications on Mac

« Option 1: Toggle by leaving the
Command key pressed on your keyboard
and then press the Tab key to switch
applications. (This is especially helpful
when screen sharing a PowerPoint
presentation on presentation mode/full
screen.)

-8 . fem | m rmmm

 Option 2: Select Command + Shift, then
press the Tab key to switch applications.

« Option 3: Toggle between full-
screen apps on your Mac by placing three
fingers on your trackpad or two on your
Magic Mouse, this will reveal all the open
applications you can select from.

40PN OaBODSGIP "6 Mmm FmE
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Toggle between applications on PC

[} B -
Palls New Share
Ll ® Stop Share

e C(Click New Share in the Zoom
toolbar.

) Select awindow or an application that you want to share

e Select the new application you
wish to share.

e Click Share Screen. " == | TmEEs - FPEeamm o

Zoom Like a Pro Slides for Edgar...‘m TechTalk_ 8_10_21_Edit.pptx - Po.. Inbox - derek@miami.edu - Qutl... ﬁ (13) Zoom Like a Pro — Explore A.. ‘.

- T

. .
ISA-IS5-WINT0 VDI - Desktop Vie... a Calle Ocho | Microsoft Teams * Citrix Workspace @
() share sound ~ (] Optimize for video dlip m

Derek Cespedes
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Enabling Breakout Rooms

Log in to zoom.miami.edu and click on the Settings button located on the left panel of your Zoom

profile

Navigate to the In Meeting (Advanced) options and toggle on the Breakout room option:

lj ‘ UNIVERSITY Download Zoom

OF MIAMI

PERSONAL
Profile
Meetings
Webinars

Recordings

. Breakout room
Security

Allow host to split meeting participants into separate, smaller rooms
Schedule Meeting

Allow host to assign participants to breakout rooms when scheduling
In Meeting (Basic)

In Meeting (Advanced)

«©

UNIVERSITY
OF MIAMI

L)




Creating Breakout Rooms

« Once inside the Zoom meeting space, select the Breakout Rooms button:

Select a Breakout Room option for the meeting: Dl
« Assign automatically: Breaks out attendees evenly in as many Create 1 : breakout rooms
rooms aS you Create. Assign automatically
« Assign manually: Allows you to place attendees in each room Assign manually
manua”y ® |et participants choose room
 Let participants choose room: Allows attendees to choose which
room to join.
Create
UNIVERSITY

OF MIAMI

L)



UNIVERSITY
OF MIAMI

Polling

L)




Enabling Meeting Polls

e From the Zoom Profile page, navigate to the Meeting tab and verify that
the setting is enabled for the Meeting Polls/Quizzes.

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

Security
Meeting Polls/Quizzes

Schedule Meeting Allow host to add polls before or during a meeting )

In Meeting (Basic)

UNIVERSITY
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Adding Polis

¢ Adding Poll questions in Zoom
e (o to the Meetings page and click on your scheduled meeting.

e Scroll to the bottom to find the Poll option.
e Click Create to begin creating the poll.

Automatically record meeting

Approve or block entry for users from specific countries/regions

m Edit Delete Save as Template

Polls Live Streaming

No polls created

UNIVERSITY
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Creating Questions

Enter a title and your first question.

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

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

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

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

UNIVERSITY
OF MIAMI

Derek's Poll

Question 1

What is your favorite color?

Red

Green

Single Choice v

[Blue|

+ Add Option

+ Add Question

Anonymous

Save

Cancel

L)



Polls within Zoom

& Zoom Meeting

e Launching a Poll in a Zoom
Meeting

e Start the scheduled Zoom
meeting that has polling
enabled.

e Click Polls in the meeting
controls.

LY
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Launching a Poll

2 Polls

e Select the poll you would like to launch.

| Derek's Poll

Derek's Poll 1 question

MTH120 Poll 1 question

e Click Launch.

1. What is your favorite color? (Single Chaoice) *
Red

Green

e The participants in the meeting will now
be prompted to answer the polling
questions. The host will be able to see
the results live.
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Ending a Poll

« Once you would like to stop the poll, click End Poll.

o

& Polls

Derek’s Poll
a

1. What is your favorite color? (Single Choice) *

Red
Green

Blue

Derek Cespedes

Mute Start Video Participants Live Transcript Reactions

LY



Sharing Results

e If you would like to share the results to
the participants in the meeting, click
Share Results.

Derek's Poll

e Participants will then see the results of
the polling questions.

e (Optional) You can choose Re-launch
to restart this poll.

e (Optional) To view the full report for this
poll, click the Download Results
button. This will launch your default
web browser so that you can download
the entire poll report, which shows what
each participant chose, instead of the

percentages of each choice.
el
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SUPPORT RESOURCES

Download the Latest Zoom Desktop Client:
zoom.us/download

Zoom
https://www.it.miami.edu/a-z-listing/zoom/

Outlook - Zoom Add-in for Mac
https://www.it.miami.edu/ assets/pdf/how-to-install-zoom-for-outlook-add-in-for-mac.pdf

Outlook — Zoom plug-in for PC
https://zoom.us/download#:~:text=zoom%20plugin%20for%20microsoft%20outlook

Screen sharing in Zoom
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen

Scheduling Privilege
https://support.zoom.us/hc/en-us/articles/201362803-Scheduling-privilege

Polling within Zoom
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings

Breakout Rooms
https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms
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https://www.it.miami.edu/a-z-listing/zoom/
https://www.it.miami.edu/_assets/pdf/how-to-install-zoom-for-outlook-add-in-for-mac.pdf
https://zoom.us/download#:%7E:text=zoom%20plugin%20for%20microsoft%20outlook
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen
https://support.zoom.us/hc/en-us/articles/201362803-Scheduling-privilege
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings
https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms
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NEXT STEPS

Visit Our Tech Talk Page

You can see today’s presentation and past Tech Talks at

{ miam. edu/Tech Tak

TECH THAT WORKS FOR U
A TECH TALK SERIES HIGHLIGHTING Our Next TeCh Talk

PRODUCTIVITY TOOLS AVAILABLE AT UM

Intro to Power Automate
Tuesday, September 21, 2021
Microsoft Live Event
3:00pm-4:00pm
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FEEDBACK SURVEY

Give Us Feedback

Fill out our survey and let us know
how we're doing

Scan the QR code to the right
using your phone’s camera

https://bit.ly/3xomvT7
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https://bit.ly/3xomvT7

GET IN TOUCH WITH US

Get In Touch With Us

it. miami.edu/techtalk

<] techtalk@miami.edu
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mailto:techtalk@miami.edu
https://it.miami.edu/techtalk

Thank you
for attending!
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