AAUW California
Support your Peer!
Group with Zoom
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The Basics

We have two Zoom accounts:
1. Site Admin
a. Large meetings and Webinars
b. Submitarequest HERE
2. |Leadership Team
a. Login: leadershipzoom@aauw-ca.org
b. Password: AAUWca!l

Note:
e We can only have one meeting occurring at a time per account.
e [fyou startanew meeting while another oneisin progress, you will end the
first meeting.
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https://docs.google.com/forms/d/e/1FAIpQLSdA14suw_D2cUMOc2ysWWZCyECNEVFj7GFwSGnUyo_bPrlyQg/viewform

How to Use This Document Esssesvmis

on the AAUW
California Website

e /oom offers a multitude of quality videos on specific topics. This document
focuses on practical tips for using Zoom while hosting a session.

e Linksto tutorials and additional reference materials are located in the top
right corner of each slide for access following training.

e |[fthereferenceincludes avideo, you'll see a video symbol. X
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https://www.aauw-ca.org/category/tech-tools/
https://www.aauw-ca.org/category/tech-tools/
https://www.aauw-ca.org/category/tech-tools/
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Getting Started

Online Conferencing
Presentation

Your workspace should have a pleasant, uncluttered backdrop.
Choose aroom with a door so you are not distracted by family or pets.
Avoid being backlit by a window.

Test your setup prior to your first meeting.

Camera - optional. You can share your screen and manage the meeting. If
you don't have a camera, your participants will not see your face.
Microphone - optional. You can dial into the meeting by phone if you don't
have a microphone or are having difficulty connecting to the meeting.
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https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users
https://www.aauw-ca.org/online-video-conferencing/
https://www.aauw-ca.org/online-video-conferencing/

zoom
Meetings vs. Webinars
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Meeting Vs Webinar

Common to both tools: Chat, Reactions, Q&A, Whiteboard, Annotation, Polling, Surveys, Registration, Closed captioning, Recording, Screen

sharing
Meeting - Leadership Zoom Account Webinar - Office must schedule

Participantroles e Host and co-host ° Host and co-host
meeting roles ° Participant ° Panelist
webinar roles ° Attendee
Audio sharing ° All participants can mute/unmute their own audio ° Only the host and panelists can mute/unmute their own audio

° Host can mute/request to unmute participants ° Attendees joinin listen-only mode

° The host can set all participants to mute upon entry ° The host can unmute one or more attendees
Video sharing ° All participants ° Hosts and panelists

° You control if attendees join with video on or off ° Attendees join with video off
Participants list Visible to all participants Visible to host and panelists
Email reminders Manual, If registration is enabled Automatic If registration is enabled
Breakout rooms Breakout rooms for meetings No breakout rooms
Waiting room v N/A

. A A A
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https://support.zoom.us/hc/en-us/articles/360040324512
https://support.zoom.us/hc/en-us/articles/360000252726
https://support.zoom.us/hc/en-us/articles/201362603
https://support.zoom.us/hc/en-us/articles/200941109
https://support.zoom.us/hc/en-us/articles/360000252726
https://support.zoom.us/hc/en-us/articles/360000252726
https://support.zoom.us/hc/en-us/articles/115004954946
https://support.zoom.us/hc/en-us/articles/206476313
https://support.zoom.us/hc/en-us/articles/115000332726
https://support.zoom.us/hc/en-us/articles/205677665
https://support.zoom.us/hc/en-us/articles/115005706806
https://support.zoom.us/hc/en-us/articles/207279736
https://support.zoom.us/hc/sections/200208179
https://support.zoom.us/hc/en-us/articles/201362153
https://support.zoom.us/hc/en-us/articles/201362153

- Schedule a Meeting
Schedule a Meeting Cr Tuora
There are two ways to schedule a meeting via the desktop Working from

home tips

application or web browser.
e “HostaMeeting” - starts a meeting immediately.
e 'Schedule a Meeting” - creates a meeting in the future.

Tips
e /oom hasimplemented two defaults for meeting security:
o Password isrequired(up to 10 characters).
o Waitingroomis enabled allowing you to control who enters the meeting.
e You can start and stop your meeting before the meeting date. This can allow
you to practice using your actual meeting.
e [fyoucan't find a security setting in the desktop application, check the web
browser tool.
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https://blog.zoom.us/wordpress/2020/03/09/working-from-home-tips-to-meet-like-a-pro/?utm_source=website&utm_medium=postattendee&utm_campaign=WFHQ1FY21&zcid=3710
https://blog.zoom.us/wordpress/2020/03/09/working-from-home-tips-to-meet-like-a-pro/?utm_source=website&utm_medium=postattendee&utm_campaign=WFHQ1FY21&zcid=3710
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-

Invite Participants Invitation

Y Tutorial
Invite prior to the meeting:

o Send your email invitation to webteam@aauw-ca.orqg for distribution to
your peer group.

m Include the meeting registration or meeting join information
Invite during the meeting:
o Usetheinvite function at the bottom of your screen.
o Sendthe URL or meeting invitation via email.
Where to find the password if you didn't set one up?

o Opentheinvite window. It will be at the bottom of the screen.
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mailto:webteam@aauw-ca.org
https://support.zoom.us/hc/en-us/articles/201362183-How-do-I-invite-others-to-join-a-meeting-
https://support.zoom.us/hc/en-us/articles/201362183-How-do-I-invite-others-to-join-a-meeting-

Registration o=

e Requiringregistration allows you to know who C Tutorial
intends to join the meeting.
o How many attendees are expected and who
they are
o Gather information to help with your session.

Registration Questions Custom Questions

Notification

e Approve registrants automatically

Other options
or individually. Registration S macerrior R
. U S e St a n d a rd iZ e d | i St Of d a t a O r Registration Questions Custom Question: o —

Create your own Custom Create Your Own Question
You are prohibited from soliciting confidential personal information (such as credit card
. information or social security numbers) in your registration questions.
queStlonS‘ Order  Your Questions Required
o
e Registration email can beresent. @ =

Did you attend a previous Online Conference Training

e Unregistered participants willbe ~ * smommmmeens

Please describe any specific topic you would like to be P
3 (] Delete

prompted to registerwhen =~
joining. New Question
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https://support.zoom.us/hc/en-us/articles/211579443-Registration-for-Meetings
https://support.zoom.us/hc/en-us/articles/211579443-Registration-for-Meetings

Start o Meeting T

Join or start the meeting. L Tutorial
Share your screen - You can display a presentation that has a welcome
message.
Let participants in from the waiting room (individually or as a group).
Open the chat window.
o Ask participants to open the chat window and enter their name and
branchin the chat.
o Control who participants can chat with in settings.
Open the participant window.
o You can control participant audio and video here. Participants can turn
both on and off as desired.
o Participants can provide non-verbal feedback if enabled (in settings).
You'll see it next to their name.
Assign a co-host (optional).
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https://support.zoom.us/hc/en-us/articles/201362603-Host-and-Co-Host-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/201362603-Host-and-Co-Host-Controls-in-a-Meeting

Understanding Your Screen

Recording controls
Show captions

1. Audio controls

2. \Video controls L
3. Open participant lisi (3)
4. Polls promn e -

5. Chat i

6. Shareyourscreen

7.

8.

9.

Share reaction

10. More: breakout rooms
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Meeting Chat
Host Controls O Tuion
e There are three different ways that participants can share
information with the host. Controls are in your settings. —
e (hat
o Accessed viathe chat bubble.
o Displayed in the chat window.
o You control who can chat.
e Nonverbal gestures
o Accessed and displayed in the participant window.
o Raise hand, clap, go faster, go slower etc. available at the bottom of the participant
window and display in the participant window.
o Raised hand displays in the video window and in the host participant window.
o Host and co-host can view gestures but can not use them.
e Reactions
o Accessed on the bottom toolbar.

o Displaysinthe video window only.
o Theyarealso duplicated in the nonverbal gestures.
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https://support.zoom.us/hc/en-us/articles/203650445-In-Meeting-Chat
https://support.zoom.us/hc/en-us/articles/203650445-In-Meeting-Chat
https://support.zoom.us/hc/en-us/articles/115001286183-Nonverbal-Feedback-During-Meetings
https://support.zoom.us/hc/en-us/articles/115001286183-Nonverbal-Feedback-During-Meetings

Participant Window - Host View

More host controls here

v Participants (3)

=] 271

PARTICIPANT WINDOW - . 14 1
o Jawcg—-—-_@‘f__, ¥
5 Mary Smith Stop Video

See nonverbal responses
Spotlight Video

=

v California (Host, me)

Make Host

Nonverbal gesture options "
» 1 == * Make Co-Host

Rename

Hand only here

Putin Waiting Room

Remove

T

© ©°

no

Mute Options
Mute All Unmute Al More v
V' Mute Participants on Entry
Zoom Group Chat v Allow Participants to Unmute Themselves

Jane Doe I i .
-— ==
' Allow Participants to Rename Themselves

Play Enter/Exit Chime

V' PutPerticipants in Waiting Room on Entry

Lock Meeting
Clear All Feedback

2 people have entered the waiting room for this
meeting

To:  Everyone v

ge h

' - wm [ " e @
Stop Video Invite Polls Share Screen Chat Record Closed Caption Breakout Rooms Reactions

<
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Chat Window - Host View

w Participants (3)

%
> AAUW California (Host, me)

m Jane Doe [ w]
w Mary Smith L Nw]

go faster

© 0 0o 0 ©

Mute All Unmute All More v
Jane Doe AAUW California §
v Zoom Group Chat
CHAT Controls
You can chat with everyone o -
Message will appear here

individual

Mary Smitl To:  Everyone v
P & Everyone (in Meeting)

Invite Manage Participants Polls Share Screen, Recprd  Closed Caption Breakout Rooms Reactions Jane Doe
Mary Smith
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California

Jane Doe

~

°
-+
Invite

Reactions — Host View

Mary Smith

3

Manage Participants

Polls

v Participants (3)

% pauw california (Host, me) 0 o

w Jane Doe [ w

m Mary Smith @u

9 |® O
(] 4
~/ , no ear all
Mute All Unmute All More v
v Zoom Group Chat
REACTIONS

Clap and "Thumbs Up"
Only appear in the video window Messagewillappeariicre
They are duplicated in nonverbal
gestures which will appear in tehe N

participant window.

\ ¥ ‘ To:  Everjone v
3 essage here

o -® @ @

Share Screen Chat Record  Closed Caption Breakout Hooms Reactions

NEIYYY Y
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Screen Sharing T—rT—

(K Tutorial

e Turnoff Host Only sharing if you want other participants to share their
screen.

e You can share you're your entire screen or just a document or window.

e Ifyousharingavideo -share the sound too. These controls are on the
bottom of the share screen

e Remember participants can see what is in your window. Protect your
confidential information by closing your email or sharing only part of your
SyStem. @ Advanced Sharing Options.. X

Who can share?
© Host only () All Participants

Who can start sharing when someone else is sharing?

Host only All Participants

AAUTD <« IR >
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https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen

Share
1. Your entire screen

2. Apiece of your
screen

3. |Ifyouresharinga
video, click these
options

4. Advancedincludea
portion of your
screen and
audio/video only.

Screen Sharing Options

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

%
X

Choose what you want to share:
Screen = everything

Launch Meeting - Zoom - Googl... 00 A

vanced Zooming 4-2-20.ppt .. @ Snagit Editor - [Apr 4, 2020 3127:4,.‘5 1 @

OR
e \ Specific item such as a document/

These options change depend on
what's open on your computer.

240551 -sgs_ng.snananr\'epon,(.,.

) Share computer sound (| Optimize Screen Sharing for Video Clip e

aaaaaaaaaaaa
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Recording a Session
e Available to host and co-host only by (X Tutorial

default. You can allow or forbid
someone to record during the
session.

e The participantis givenan option to

be recorded or to leave the meeting.  +rmeree o s gion s
e C(Choosetorecordtothe cloud. —— |
e Notify webteam@aauw-ca.org if you e erded

want the recording posted on the

Leave Meeting

website.

2. Tap Continue to conser

AAUTDY « 20038
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https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings
mailto:webteam@aauw-ca.org

Taking a Poll Poling In 2 Mesting

Before the meeting: (X Tutorial

e Create your poll(s). You can create one during the meeting if necessary but it
can detract from your presentation.
o Single and multiple choice questions available.
o Openended questions not supported.
o Trackresponses by participant (if you used registration) or make
anonymous.
Polls are specific to the meeting.
Only a host can create or launch a poll.
Share the results.
You can use the poll more than once in a meeting. Only the last poll will be
recorded.
e After the meeting, download your results from the reporting center.

AAUTD <« f248280 >
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https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings

Reports —

Reports are located on your dashboard under Account LA Lwiterl
Management

o Usage Reports - if you have not required registration

o Registration reports - if you have required registration

o Pollresults
Chat transcripts are located in a folder in your Zoom application folder.
When you close the meeting a folder will open where the chat transcript is
located.

AAUTD <« 24000 >
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https://support.zoom.us/hc/en-us/articles/216378603-Generating-Meeting-Reports-for-Registration-and-Polling
https://support.zoom.us/hc/en-us/articles/216378603-Generating-Meeting-Reports-for-Registration-and-Polling

Usage Reports

Choose this type of report if you have not required registration.
1. Choose the date range

2. Search

3. Identify the meeting you want

4. Click on participant number

Reports - Usage Reponn)sage e Document

From:’ 09/09/2023 {H To:| 09/10/2023 j@
Maxi 5 T

Export as CSV File Toggle columns~

. : Participants
2 3 % Has Zoom Creation 3 < Duration
Topic Meeting ID User Name User Email Department Grou, . Start Time End Time . Source
e 9 e ® Rooms?  Time (Minutes) [6)

09/09/2023 09/09/2023 09/09/2023

814 3923 . . webadmin@aauw
Meeting 1 8300 AAUW California o No 09:13:M 02:30:13 04:33:35 124 3 Zoom
’ AM PM PM
; 09/08/2023 09/10/2023 09/10/2023
n
Meeting 2 e ggissogz AAUW California webadorz'or@aauw No 01:06:42  O7:13:09  10:44:09 om ooom
1Y PM AM AM
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Usage Reports (cont'd)

1. Select “Show unique users”
2. Selectexport”

Meeting Participants

(] Export with meeting data

I Show unique users | 0

Name (Original Name) User Email ()

AAUW California webadmin@aauw-ca.org
Participant 1
Participant 2
Participant 3

Total Duration (Minutes)

21

93

108

104

Report to Zoom ?

Guest

No
Yes
Yes

Yes

rrrrrrrrrrrr
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Registration Reports

1. Enterdate

2. Choose type of report
3. Search

4. Generatereport

Meeting Report Report Queue o e e

From [: 2023-09-09 ] To L: 2023-09-16 1 ﬂ Registration Report v |] Advanced Search v
on: 1 Month Registration Report
Poll Report

— s S Topi Meetir
(O scheduled Time Host Email Survey Report Topic Meeting ID

B ~ . Using Zoom for your Peer R

Sep 13, 2023 17:30:00 webadmin@aauw-ca.org AAUW California 827 1103 2937
- Group
— _ AUW Fund Orientation fo _
() Sepi2,202318:00:00 webadmin@aauw-ca.org AAUW California 26 836 3340 5289
— Fellow and Grant Recipients
2resuli(s) < >

Generate

AAUTDY « Doy oo
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Breokout Rooms
e Turnon featurein settings prior to meeting: L] Tutorial

o Createrooms
o Assign participants to a specific room using the registration report
e Available to host and co-host only.
e C(Createuptob0rooms.
e Breakout rooms can be started, stopped and restarted multiple times during
a session.
e Split participants manually or automatically during session.
e Hostand co-host can:
o dJoinanyroom.
o Message all rooms.
o Move participants between rooms.

AAUTDY < 20008 >
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https://support.zoom.us/hc/en-us/articles/206476093
https://support.zoom.us/hc/en-us/articles/206476093

Summary

Decide what type of event you need: meeting or webinar

o Forawebinar, submit arequest HERE.

o Forameeting, set up the meeting using the Leadership account.
Decide if you want to require registration.
Send an email message with registration or joining information to
webteam@aauw-ca.org for distribution to your peer group.

Remind your participants of the event 24 hours before the session.
o If registration was required - resend the registration confirmation
o If reqgistration was not required, send email message to
webteam@aauw-ca.org for distribution.
Hold the event - Record if record is desired.
Send email to webteam@aauw-ca.org if you want the recording posted to the
peer group space on the website.
Generate attendance report, if desired.
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https://docs.google.com/forms/d/e/1FAIpQLSdA14suw_D2cUMOc2ysWWZCyECNEVFj7GFwSGnUyo_bPrlyQg/viewform
mailto:webteam@aauw-ca.org
mailto:webteam@aauw-ca.org
mailto:webteam@aauw-ca.org

