One Platform to Connect “




o Zoom Meetings

Aflan1sla9u

October 2023

Zoom



Agenda

Zoom

Download (P.5)

Update App (P.6)

Account Profile (P.7)
Personal Meeting ID (PMI) (P.8)
Personal Room (P.9)
Personal Link (P.11)
Schedule Meeting (P.12)
Calendar Integrations (P.14)
Virtual Backgrounds (P.21)
Focus Mode (P.26)

Video Settings (P.31)

Breakout Rooms (P.33)

Chat Management (P.35)
Participant Engagement (P.37)
Polling (P.40)

Slide Control (P.44)

Share Screen (P.47)

Remote Control (P.54)
Whiteboard (P.58)
Alternative Host (P.61)
Schedule on Behalf (P.64)
Recording Management (P.68)
Security Settings (P.73)

Q&A



Q Zoom Meetings

Personal Setting




Download (Zoom)

}

T2i9ruuu Computer (Windows)

* 121 Web Portal (zoom us)

° Laauaammoam ‘I/Il,llu Download

* Zoom Desktop Client

* aa Download waziiaeay

Download

Zoom Desktop Client
£00m Hooms Client
Browser Extension

Outlook Plug-in

Lync Plug-in

Android App

Zoom Virtual Backgrounds

Z00Mm

. f #_  Available on the 1.
* Download @”L@i’ﬁ S App Store ”

Zoom Desktop Client
Phone, Meetings, Chat, Whiteboard and more for your desktop.

The web browser client will download automatically when you start or join your first Zoom meeting, and is also
available for manual download here.

I Version 5.16.5 (24296) (64-bit)

Download 32-bit Client Download ARM Client

Tadoruuuainsaiin3dasii (Mobile, Tablet, iPad)

GET IT ON

Google Play

|u-|



O
Q Search  Cirl+F N & B &l S = 3 o0 0
Home Mail Calendar Team Chat Phone Meetings More ) =
Update App
4 >
Z00***@vstecs.co.th
l ® Available >

Set Status Message

2 7 2 3 Work Location off >

Thursday, October 2.

Forward Calls

Zoom Desktop Client
o Sign| In New Meeting Join Hel >
* na# 51 Profile =

* Check for Updates B

€3 Zoom Update - X
Update Available!

* nsdiffins Update syuuasdumingng R o

Update Tvisaaulasauaina Install Release notes of 5,165 (24296

New version 5.16.5 (24296) is available. You have 5.16.2 (22807).
General features

-Improved What's New window

Meeting/webinar features

-Low or no speaker volume natification

-Additional supported languages for automated captions and translated captions: Danish,
Thai, and Welsh

Meeting features

-Active Al notifier

Webinar features

Try Top Features (&

I Check for Updates I

-Webinar Resources enhancements
-Support for 100k Zoom Webinar attendees
Team Chat features

] v
a

** @ysawian App atldua tanistdviunsatiiasuaylasunisiinlss&nanwinadu

Z00Mm
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Account Profile

Web Portal (zoom.us)

Meetings

® S|gn In > My Account Webinars
® PI‘Ofile Phone

Personal Contacts

pladEIunsafiuarIen9 e doil Personal Devices

1. gueilaf

2. First Name — Last Name
Display Name (Zianlziudna)
AaYRAU

zoom Products Solutions

Whiteboards

Notes QED

Recordings

Clips
Workspace Reservation
Settings

Scheduler

Z00Mm

Resources

Plans & Pricing

1.888.799.8854

Contact Sales Request a Demo

Host ~ Web App ~ e/

When you join meetings, webinars, chats or channels hosted on Zoom, your profile information, including your name and profile picture, may be

S

visible to other participants or members. Your name and email address will also be visible to the account owner and host when you join

meetings, webinars, chats or channels on their account while you're signed in. The account owner and others in the meeting, webinar, chat or
channel can share this information with apps and others.

Personal

Phone

Zoom Phone

Language

N

VST-TH VSTECS

VST-TH VSTECS

Department New Product

Not set

Extension Number 10111

Direct Number Not set

English

Edit

Add Phone Number

Edit

|\l



[ ]
Customize PMI o e e o]

l zoom Products Solutions Resources Plans & Pricing Schedule  Join  Hostv  WebApp v 0/
PERSONAL
Web Portal (Zoom-US) g 5L
S | n In > M A n Meetings Personal Meeting ID 6176187624 ® Edit
° ig f.l y Ccou t Webinars https://vstecs-co-th.zoom.us/j/61761876247?pwd=1L 0xQRUtmQzBPcUFMRndZRIhOWmdNUTO9
roriie
] o . one v Use this ID for instant meetings
°  LRAUAIVNIN unu Meeting "
o A6 Edit ?_lv']\']‘Vi av\'] Personal Contacts Personal Link (@) Nitps://VSTECS-CO-TN.ZODM.US/MY/ ™ e Customize
Personal Meeting ID tauwn'lu Personal Devices 1
Host Key R I Edit
Whiteboards :
Requirements for PMI: t
l, Cannot start with 1 or 0. Notes (D
l, No toll-free prefixes.
l, No repeat 3 digit groups.
l, Must be a unique ID. Personal Meeting 1D [[ 6612123121 ]J

Use Personal Meeting 1D for instant meetings

Note:
Personal Meeting ID Aa n1sAtnuatay Meeting ID &huuaa twaldlunisdssyu

Z00Mm

|00



QSearch Support 1.888.799.8854 Contact Sales Request a Demo

Pe rso n a I ROO m zoom Products Solutions Resources Plans & Pricing Schedule  Join  Hostv  WebApp v e’

PERSONAL .
l Meetings Get Training
Profile . . .
Upcoming Previous | Personal Room | Meeting Templates
Web Portal (zoom.us) EEE
] Details Polls/Quizzes
Webinars
-
L] IV' g Phone
eetl n Topic VST-TH VSTECS's Personal Meeting Room
=]
* tdan Persanal Room Personal Contacts
2 = . Meeting ID 661212 3121
[ ] La a ﬂ Ed It Personal Devices
Whiteboards Security v Passcode " Show
Notes @ v Waiting Room
Recordings Alternative Hosts Visayani Aim | VST (visayani@vstecs.co.th)
Warut Sookthat (warut_s@vsiecs.co.th)
Clips
Workspace Reservation Invite Link https://vstecs-co-th.zoom.us/my/vst.admin?pwd=VVFPNmMF4RVBrv3JzTOOOUIIMNmhWdz09 Mg
Settings
M@ Copy Invitation Edit
Scheduler

Note:
Personal Room Aa n1sAtvuaAIadlseau

Z00Mm
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Personal Room

Web Portal (zoom.us)

Security (fANlaansit)

* Passcode : g7itinAsdszauLLUANA
Meeting ID agsiadla Passcode tia
12119 |

* Waiting room : g Iun1sdseuay
saatlurasiusas aunin Host agnm
ayaalvitaniaviseau

Options (ﬁwuummﬁuq) nea Show

* Allow participants to join anytime
(auaalviriansundseaulanaan)

* Automatically record meeting
(Funinnsdseua e Tula)

* Alternative Hosts
(auanalvraulladssyuunu)

Z00Mm

< Back to Meetings

Edit "VST-TH VSTECS's Personal Meeting Room"

Personal Meeting ID 661212 3121 Change

Security Passcode [ 12345 ]

Only users who have the invite link or passcode can join the meeting

Waiting Room

Only users admitted by the host can join the meeting

() Require authentication to join

Video Host on _ off
Participant on _ off

Audio () Telephone (O Com
Options

Dial from United States &

v

Options Show

Save Cancel

Save Cancel

Hide

I Allow participants to join anytime

(] qaa

] icipants upop entry
() Automatically record meeting

) Approve or block entry to users from specific regions/countries

Alternative Hosts

| Visayani Aim | VST x  Warut Sookthat x

[T Allow alternative hosts to add or edit polls @




Customize
Pe rso n a I Li n k zoom Products Solutions

l PERSONAL
Profile I

Meetings

Web Portal (zoom.us)

Webinars

* Sign In > My Account e

° Pr:Ofl Ie | Personal Contacts
° RauaN unu Meeting e
* am Customize 219KaAY

Whiteboards

Resources Plans & Pricing

Meeting

Personal Meeting ID

Personal Link (?)

Hoet Kau

Personal Link tWauwd'lu

Requirements for personal links:

l, Must be at least 5 characters.

l, No more than 40 characters.

l, Must start with a letter.

l, Can only contain letters, numbers, and periods.

Z00Mm

Personal Link (@)

QSearch Support  1.888.799.8854 Contact Sales Request a Demo

Schedule  Join  Hostv  Web App e’

=1 e Edit
https://vstecs-co-th.zoom.us/j/~****121?pwd=VVFPNmF4RVBrv3JzTO00UIIMNmhWdz09

~ Use this ID for instant meetings

https://vstecs-co-th.zoom.us/my/**=** .« I Customize

******** ~ / L

https://vstecs-co-th.zoom.us/my/ [ vst.admin ]

It must be 5 to 40 characters.

It must start with a letter and can contain only letters (a-z), numbers (0-9) and periods (".").

l Save Changes ] Cancel
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Schedule Meeting




Schedule Meeting

Web Portal (zoom.us)

* Sign In > My Account
* Meeting

* 1Ran Schedule Meeting
*  1&ida WRan Junan

°* n@ Save

Z00Mm

zoom Products Solutions

PERSONAL

Profile

Webinars

Phone

Personal Contacts
Personal Devices
Whiteboards

Notes (ED

Recordings

1.888.799.8854 Contact Sales Request a Demo

Schedule Join Host ~ Web App ~ ‘Q.

Recently Deleted Get Training

+ Schedule a Meeting

Q, search  Support
Resources Plans & Pricing
Meetings
Upcoming Previous Personal Room  Meeting Templates
[ StartTime to EndTime J
Today
13:30 < Back to Meetings
Schedule Meeting
Topic [ My Meeting J
| + Add Description
When [ 10/26/2023 ] ‘ 14:00 v
Duration | 1 v | hr | 0 v min
Time Zone | (GMT+7:00) Bangkok v

C] Recurring meeting

Registration [:] Required

I Cancel
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Calendar Integration




Google
Ca I e n d a r‘ I n teg r‘a t i O n Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES + SCHEDULE JOIN ~ HOST ~ WHITEBOARD m a

\L PERSONAL Sign Me Out From All Devices O}
KNS
Meetings Others

P rOfi Ie Webinars

Personal Audio Conference

Calendar and Contacts Integration We support the following services: Google Calendar, Microsoft Exchange, and Microsoft

Office 365

Phone If you want to add your contacts by importing a CSV file, go to Personal Contacts.

*  Set up calendar integrations so that Zoom N
Meetings on your calendar are synced to the Conars aldar s Cotacs S
Zoom desktop client. ,
¢ Compatible with Google Calendar, kO cervice - O
Office 365, & Exchange. =i ‘e

Settings B those

e  Select the Profile tab in the left menu. Anlytics & Reports | ) 1|

ADMIN

*  Scroll down to the Others section.

Dashboard

. -
* (lick Configure Calendar and Contacts > User Management Cleniac @ et @ ke
Pr issi H
Service > Device Management ermissions Contacts ~ Read Write
.
[ ] Select Google’ Choose the > Room Management Zoom will access your calendar and contacts with the permissions selected above °

permissions, and select Next. * Workspaces Management (TET) _ 3 o

Z00Mm 15



Google
Calendar Integration

Sign In

e Choose your account.
° Grant Zoom Permissions.

e  Confirm your choices.

e Click Configure Calendar and Contacts Service.

+ Select the desired calendar service, choose
the permissions, and select Next.

e Once completed, your email will show conferred.

e Click Edit to edit your calendar integration.

Z00Mm

Zoom

PERSONAL

Meetings

Webinars

Personal Audio Conference
Phone

Personal Contacts
Whiteboards
Recordings

Workspaces
Settings

Analytics & Reports

ADMIN

Dashboard
User Management
> Device Management

> Room Management

» Workspaces Management

SOLUTIONS «

PLANS & PRICING CONTACT SALES

Calendar and Contacts Integration

RESOL

G Signin with Google

Choose an account

to continue to Zoom

(o= |
|

(® Use another account ]

Ew .

To continue, Google will share your name, email address,
language preference, and profile picture with Zoom. Before
using this app, you can review Zoom's privacy policy and
terms of service

We support the following services: Google Calendar, Microsoft Exchange, and Microsoft
Office 365

it you want to add your contacts by importing a CSV hie, go to Personal Contacts.

Delete

v Write

| jacob,

Calendar:  + Read
Contacts: +« Read v Write

Drive: « Read v Write

Mail: v Read + Write




Exchange
Calendar Integration

Profile

e  Set up calendar integrations so that Zoom
Meetings on your calendar are synced to the

Zoom desktop client.
+ Compatible with Google Calendar, Office 365,
& Exchange.

® Select the Profile tab in the left menu.

@ Scroll down to the Others section.

e Click Configure Calendar and Contacts Service.

- Select Exchange,and click Next.

Z00Mm

SOLUTIONS «

Zoom

PERSONAL

Meetings

Webinars

Personal Audio Conference
Phone

Personal Contacts
Whiteboards
Recordings

Workspaces
Settings

Analytics & Reports

ADMIN

Dashboard

User Management
» Device Management
* Room Management

' Workspaces Management

PLANS & PRICING

CONTACT SALES RESOURCES « SCHEDULE JOIN ~

Sign Me Out From All Devices &

Others

Calendar and Contacts Integration We support the following services: Google Catendar, Microsoft Exchange, and Microsoft
Office 365

If you want to add your contacts by importing a CSV file. go to Personal Contacts.

[ Configure Calendar and Contacts Service ]

Transit Data o

Select a Service

fticipants
ERC, Dial

those

J

Google Exchange Office 365

Per Exchange’s requirements, Zoom will be granted full mailbox access

-

HOST » WHITEBOARD m '




Exchange

Calendar Integration

Profile

e Enterin the required fields.

@ Click Authorize.

Z00Mm

Z oom SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES »

SCHEDULE JOIN HOST » WHITEBOARD

PERSONAL
Profile » Add a Calendar Service

Exchange

Meetings Connect your shared Exchange resource calendars
Webinars
Exchange login username or UPN
Personal Contacts
[ e.g. Login email or DOMA N\username ]
+ Zoom |Q for Sales
Exchange login password
Whiteboards [ ]
Recordings
Exchange Version
Workspaces {304
s @0 | Exchange 2016 v
Settings
EWS URL
Enter the EWS(Exchange Web Service) URL found in EMC/ECP. Be sure to include the https:# portion of the URL
Dashboard
Authorize Cancel
> User Management
' Zoom Chat Management

> Device Management
Room Management
' Workspaces Management

» Phone System Management

NEW




Outlook
Calendar Integration ZOONMN owros- mmsimone  comernss  ssomcs- S e e e

PERSONAL Sign Me Out From All Devices @
Meetings Others
Profil
roriie s
Calendar and Contacts Integration We support the following services: Google Catendar, Microsoft Exchange, and Microsoft
Personal Audio Conference
Office 365
Phone

If you want to add your contacts by importing a CSV file. go to Personal Contacts.

e  Set up calendar integrations so that Zoom
Meetings on your calendar are synced to the
Zoom desktop client.

Personal Contacts

[ Configure Calendar and Contacts Service ]

Whiteboards NEW

Recordings Transit Data o
+ Compatible with Google Calendar, Office 365, Select a Service

Workspaces fticipants
& Exchange. ERC., Dial
Settings those
e Select the Profile tab in the left menu. Analytics & Reports
ADMIN
@ Scroll down to the Others section. _— Goagle Bxchange Office 365
e Click Configure Calendar and Contacts Service. G =3 -
+  Select Office 365,and click Next. POt p
> Room Management India °
' Workspaces Mamgementm

Z00Mm 19



Outlook
Calendar Integration 200M e

PERSONAL
Profile » Add a Calendar Service

Meetings Connect your shared Office 365 resource calendars

Profile s

Authorize with OAuth 20 @
Personal Contacts

. ; * Zoom IQ for Sales Choose your permissions
e Check the box for Authorize with OAuth 2.0. R gy s s
e Contacts ~ Read Write
e Choose your permissions. Workspaces (D) i
e Click Authorize. e
ADMIN
e  Sign into your outlook account. Dashboard
* User Management
> Zoom Chat Management
> Device Management
Room Management

' Workspaces Management

' Phone System Management

PLANS & PRICING CONTACT SALES RESOURCES » SCHEDULE JOIN HOST »

WHITEBOARD

Z00Mm
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Virtual Backgrounds

Video Filters, Studio Effects & Avatars




Virtual Background

eve Zoom Mecting

In Meeting: Host View

Select a Camera (G #N to switch)

v Logitech BRIO
® During a meeting, click * to bring up the video FaceTime HD Camera (Built-in)

OptiOﬂS Snap Camera Ganera
. When my video is off:
e Select Choose Virtual Background.

v Show profile picture

Show avatar

e  Select an existing background, or click the + to

add a new background Blur My Background
+  1920x1290 or larger images recommended. iisrdbobomdsinobinis

Choose Video Filter... ‘J.‘ Video Fliters  Avatars

S - — w &M
rofide None
O Keyboard Shartouts
. v W R, -

I have a green screen @ . Mirror my video

Z00Mm 22



Virtual Background

Outside of a Meeting

Z00Mm

On the desktop client, select your profile
picture.

From the drop down menu select Settings.

In the settings window, select Background &
Effects.

Select your desired background, or click + to
add a new background.

——

Q. Search

Genera:

Video
@ o
O Share Screen

B Backgrourd & Effects

D Recording
9 Profie

O Statistics
0 Feadback

O Keyboard Shortouts

Accessibilty

D 2 ® @) & (= '
6F = o U 2) 0. - =1
Home Team Chat Phone Meetings Contacts Apps Wikteboards

Jacob LICENSED

jac***@zoom.us

& Set a personal note

@ Remote >

| © Settings

@ Available
© Away

© Do Not Disturb >
Forward Calls off

My Profile

Try Top Features

Help >
Check for Updates

Switch to Portrait View s

ti  Switch Account

Sign Out




Virtual Background

Video Filters & Studio Effects

e To add filters to your video, click Video Filters.

e  Select afilter to use, or click None to not use
any filters.

e Click Studio Effects to open options to change
your eyebrows, add a mustache & beard, or
change your lip color.

Z00Mm

) Zoom Apps
Recording
0 Profile
o Statistics
0 Feedback

O Keyboard Shortcuts

Accessibility

. Mirror my video

| Apply to all future meetings

Studio Effects
@ Apply to all future meetings

v  Moustache & Beard
: e — o~

v Lip Color

S XXX X)
‘XX X L

=3



Virtual Background

v

Video Filters & Studio Effects

e To change yourself into an animal avatar, click
Avatars.

e Select an avatar to use, or click None to not use
any.

Z00Mm

General

Zoom Apps

¥ Backaround & Effects

Keyboard Shortcuts

6 Accessibility

Settings

Mirror my video
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Video Settings




Video Settings

Outside of a Meeting

Z00Mm

On the desktop client, select your profile
picture.

From the drop down menu select Settings.
In the settings window, select Video.

Select Touch up my appearance move the dial
to apply a light filter to your video.

To increase the amount of participants
displayed per screen in Gallery View, select 49
participants.

Click Advanced to bring up advanced video
settings.

General

0 chat
@ Zoom Apps

{Z} Background & Effects

Recording
e Profile

o Statistics
0 Feedback

Keyboard Shortcuts

Accessibility

Q. Search i®F

ﬁ )
I Home ' Team Chat

Settings
[ originalratio @@ HD @@ Mirror my video

My Video

[ . Touch up my appearance * ]

@ Adjustforlowlight | Aute

When my video is off:

¢

© Sshow profile picture

 NEw ]
i
(") Show avatar

. Always display participant name on their videos

[ Stop my video when joining a meeting

’ Always show video preview dialog when joining a video meeting

| Hide non-video participants

[ Hide Self View

| Enable stop incoming video feature
-

See myself as the active speaker while speaking

Phone

© 49 participants

Maximum participants displayed per screen in Gallery View
() 25 participants

1

| Advanced

I
<
Meetings

Contacts

T

ct

eti

=L
9 (]

Apps Whiteboards
Jacob
jac***@zoomus

& Set a personal note

Q Remote

& Available
© Away

@ Do Not Disturb

Forward Calls

My Profile

Try Top Features
Help

Check for Updates

Switch to Portrait View

Switch Account

Sign Out

0y

LICENSED

v
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Breakout Rooms




Breakout Rooms v

SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES ~ SCHEDULE JOIN HOST « WHITEBOARD m

PERSONAL :
Q Search Settings

Profile
Meetings < Recording  Audio Conferencing  Collaboration Devices Zoom Apps >
Web Portal Settings e,
Personal Contacts
S it e Q&A in webinar o

@ Slgn into the Zoom web pOftal- Allow attendees to ask questions for the host and panelists to answer

Workspaces Breakout room O

select Meeting.
_ Allow host to split meeting participants into separate, smaller rooms

Whiteboards {500

Recordings

e Click the Settings tab in the left menu, and

@ Scroll to the In Meeting (basic) section, click ADMIN
the Breakout room toggle to enable it. Dashboard Assian participants to breakout rooms when scheduling
+ If desired check the boxes for the following ot Miraoinct Broadcast message to participants (7]
SettingS: > Zoom Chat Management Broadcast voice to breakout rooms (V]
= ASSign participants to breakout * Device Management | | Allow host to view activity statuses of participants in breakout rooms
rooms when SChedu"ng- > Room Management (e.g. share screen, reactions)

L Broadcast messages to participants. ,
% ' Workspaces Management
Broadcast voice to breakout rooms. o
. o @ > Phone System Man, :
Allow host to view activity statuses e e
of participants in breakout rooms.
= Share screen, reactions

i1 7

Z00Mm 34
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Chat Management




Chat Management

Web Portal Settings

Z00Mm

Sign into the Zoom web portal.

Click the Settings tab in the left menu, and
select Meeting.

Scroll down to the In Meeting (basic) section,

click the Meeting Chat toggle to enable it.
+ You can also enable who participants can
chat with: Everyone, Host and co-hosts or
No one.

If Meeting Chat - Auto-Save is enabled the chat
messages from the meeting will be saved on a
local file on the host’s computer when the
meeting ends.

Z00m

PERSONAL

Profile

Meetings

Webinars

Personal Contacts
Zoom |Q for Sales
Whiteboards
Recordings

Workspaces (B

ADMIN

Dashboard
> User Management
' Zoom Chat Management
> Device Management
Room Management
' Workspaces Management

> Phone System Management

SOLUTIONS =

PLANS & PRICING CONTACT SALES RESOURCES SCHEDULE JOIN HOST »

Q Search Settings

< Recording  Audio Conferencing  Collaboration Devices

Meeting chat

Allow meeting participants to send chat messages

By default, allow participants to chat with m (3}

Allow users to save chats from the meeting V)
Host and co-hosts (7 © Everyone
Only users in your account (V]

Only users in your account can chat

Meeting chat - Direct messages

»

Allow meeting participants to send direct messages to other participants

»

Meeting chat - Auto-save

Automatically save chat messages to a local file on the host’s computer when
the meeting ends

whesosro (B0

Zoom Apps

>
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Participant Engagement




Participant
Engagement

Web Portal Settings

Sign into the Zoom web portal.

Click the Settings tab in the left menu, and
select Meeting.

Scroll to the In Meeting (basic) section, click
the Annotation toggle to enable it.
+ You can have participants annotate, or check
the box to only have the person sharing
content be able to annotate.

Enable Whiteboard, Remote control and Slide
Control to give participants more tools to utilize
and engage with during a meeting.

2Z00Mm

SOLUTIONS ~

PERSONAL

Profile

Meetings

Webinars

Personal Contacts
Zoom |Q for Sales
Whiteboards
Recordings
Workspaces [0

ADMIN

Dashboard
> User Management
> Zoom Chat Management
» Device Management
Room Management
' Workspaces Management

> Phone System Management

PLANS & PRICING

CONTACT SALES RESOURCES »

Q Search Settings

< Recording  Audio Conferencing

Annotation

Allow host and participants to use annotation tooks Lo add information to
shared screens (¥

Allow saving of shared screens with annotations 7]

Only the user who is sharing can annotate ]

Whiteboard {Classic)

Allow host and participants to share whiteboard during a meeting

Allow to save the whiteboard content [
Automatically create local export when sharing is stopped (7

Remote control

During screen sharing, the person who i sharing can allow others to control

the shared content

Allow remote controlling user to share clipboard [

Slide Control

During a presentation, the person who is sharing can allow others to control

the PowerPoint or Keynote slide presentation &2

SCHEDULE JOIN HOST »

Collaboration Devices

©

WHITEBOARD

Zoom Apps

>




Participant
Engagement

Web Portal Settings

e Signinto the Zoom web portal.

e Click the Settings tab in the left menu, and
select Meeting.

e Scroll to the In Meeting (basic) section, click
the Non-verbal feedback toggle to enable it.

+ Allowing participants to communicate
without interrupting by clicking on icons.

e Enable Meeting Reactions and select if
participants can use all emojis or the selected
emaojis.

Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES ~ SCHEDULE JOIN HOST » WHITEBOARD
PERSONAL =
Q Search Settings
Profile
Meetings <| Meeting| Recording Audio Conferencing Collaboration Devices Zoom Apps
Webinars

Personal Contacts

» Zoom |Q for Sales
Whiteboards
Recordings
Workspaces B0

ADMIN

Dashboard
> User Management
' Zoom Chat Management
» Device Management
Room Management
' Workspaces Management

> Phone System Management

Non-verbal feedback o

Allow meeting participants to communicate without interrupting by clicking
on icons (yes, no, slow down, speed up, coffee cup). These icons are found in
the Reactions menu in the toolbar, and when selected, they display on the
participant's video and in the participants list until dismissed. 9

Meeting reactions 0

Allow meeting participants to communicate without interrupting by reaction
with emojis (e.g. clap, heart, laugh). These emaojis are found in the Reactions
menu in the toolbar, and when selected, they display on the participant's
video and in the participants list for 10 seconds. Participants can change
their emoji skin tone in Settings

O Allemojis () Selected emojis % @ @ @ £

Webinar reactions c

Allow attendees and panelists to communicate their emotions with emojis
(e.g. clap, heart, laugh). Hosts can control when reactions are available, and

users can customize their viewing experience by choosing from three levels °

of emoji display (full, compact, hidden). @
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Polling

Web Portal Settings

Z00Mm

Sign into the Zoom web portal.

Click the Settings tab in the left menu, and
select Meeting.

Scroll to the In Meeting (basic) section, click
the Meeting Polls/Quizzes toggle to enable it.
+ You can allow hosts to create advanced polls
and quizzes.
+ Allow alternative hosts to add or edit polls
and quizzes.
- Require answers to be anonymous.

Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES » SCHEDULE JOIN HOST »
PERSONAL
Q, Search Settings
Profile
Meetings < l Meeting I Recording  Audio Conferencing  Collaboration Devices
Webinars
Personal Contacts Meeting Polls/Quizzes D
s Zoom IQ for Sales Allow hast to add polls before or during a meeting (v

Whiteboards
Recordings
Workspaces

ADMIN

Dashboard
> User Management
> Zoom Chat Management
7 Device Management
Room Management
' Workspaces Management

> Phone System Management

Allows host to create advanced polls and quizzes (¥
Allow alternative host to add or edit polls and quizzes (V)

Require answers to be anonymous [

Meeting Survey D

Allow host to present survey to particlpants once a meeting has ended ¥

Webinar Polls/Quizzes [ @)

Allow host to add polls before or during a webinar

Allow host to create advanced polls and quizzes (v
Allow alternative host to add or edit polls and quizzes

Require answers to be anonymous (7]

Webinar Survey [ @)

Allow hast to present surveys to attendees once a webinar has ended

WHITEBOARD G

Zoom Apps

>




Polling

Web Portal Settings

Z00Mm

Sign into the Zoom web portal.

Click the Meetings tab in the left menu, and
select Personal Room, then select Polls.

Here you can duplicate, edit or delete existing
polls. You can also + Create a new poll.

When creating a Poll.
+ Enter in a poll name.
- Enter in a question, and select if single
choice or multiple choice
+ Add the choices
Add additional questions
Click Save.

2 oom SOLUTIONS ~

PERSONAL

Profile

Meetings

Webinars
Personal Contacts

» Zoom IQ for Sales
Whiteboards E0)
Recordings

Workspace Reservation 5

PLANS & PRICING CONTACT SALES

Meetings

Upcoming Previous

No polls created

[ Settings

ADMIN

Dashboard
> User Management
» Team Chat Management
» Device Management
> Room Management

» Workspaces Management

Phone System Management

RESOURCES ~ SCHEDULE JOIN HOST ~

Meeting Templates

Favorites

1. Favorite Color (Sing'e Cholce) *
Blue
Red
Green

Yellow

Favorite Pet
Dog
Cat
Goat
Lizzard
Dragon

+ Add cholce

| pyerey

WHITEBOARD @

Get Training

© Multiple Ch...




Polling

Launch Poll

Z00Mm

Click Polling.
Click v to select a specific poll.
Click + Create to create a new poll.

Once the desired poll has been selected,
click Launch.

Zoom Meeting

® Polis

Training Meeting

| Training Meeting

1question Edit Poll [7

1. Did you finish the training on Polling?
Single Choice) *
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Slide Control

Web Portal Settings

Z00Mm

Sign into the Zoom web portal.

Click the Settings tab in the left menu, and
select Meeting.

Scroll to the In Meeting (basic) section, click
the Slide Control toggle to enable it.

Enable Whiteboard, Remote control and Slide
Control to give participants more tools to utilize
and engage with during a meeting.

200m

PERSONAL

Profile

Meetings

Webinars

Personal Contacts

» Zoom IQ for Sales

Whiteboards
Recordings

Workspaces {50

ADMIN

Dashboard

' User Management

» Zoom Chat Management
’ Device Management

' Room Management

> Workspaces Management

Phone System Management

SOLUTIONS ~

PLANS & PRICING CONTACT SALES RESOURCES ~

Q Search Settings

< Recording  Audio Conferencing

Annotation

Allow host and participants to use annotation tools to add information to
shared screens (7)

Allow saving of shared screens with annotations 7]

Only the user who is sharing can annotate )

Whiteboard (Classic)

Allows host and participants to share whiteboard during a meeting

Allow to save the whiteboard content (7)

Automatically create local export when sharing is stopped (7]

Remote control

During screen sharing, the person who Is shasing can allow others to control

the shared content

Allow remote controlling user to share clipboard (1)

Slide Control

During a presentation, the person who & sharing can allow others to control
the PowerPoint or Keynote slide presentation &

SCHEDULE JOIN HOST »

Collaboration Devices

«©

«©

©

WHITEBOARD

Zoom Apps

>




Slide Control

Share Screen

Z00Mm

A presenter in a meeting can give slide
control to other participants, so they can
control the progression of slides for the
presenter or when they are presenting their
portion of the presentation.

When you've been given access to slide
control and the presenter enters
presentation mode, a banner notification will
appear, informing you of the new access.
The slide controls will appear just below the
banner, in the bottom-left corner of the
presentation view.

Zoom Meeting

I ’
L} @ Stop Share =9gle.com

May 2019 -

29

e

SLA + 4.5 Releass Updain
2pm, 54 Top Gun (1)
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Advanced Controls




Share Screen

(.__;.

Outside of a Meeting

e On the desktop client, select your profile
picture.

e From the drop down menu select Settings.
e Inthe settings window, select Share Screen.

e Here you can customize options, as well as click
Advanced to bring up additional options.

@ Background & Effects
Recording

9 Profile

O Statistics

o Feedback

Keyboard Shortcuts

Accessibility

When | share my screen in a meeting
) Automatically share desktop (2)

© show all sharing options

When | share directly to a Zoom Room
© Automatically share desktop (@)

' Show all sharing options

Advanced r-)

= % ® E £9 2 = ‘Y
eve Q_ Search R®F f o4 % ~ ) 7 & 5] .
Home Team Chat Phone Meetings Contacts Apps Whitaboards
Jacob LICENSED
jac***@zoom.us
% Set a personal note
® Settings @ Remote >
3 Am
General Window size when screen sharing:
Video o Fullscreen mode () Maximize window () Maintain current size @ Available
. ° Scale to fit shared content to Zoom window © Away
Audio
B show my Zoom Windows to other participants when | am screen sharing © Do Not Disturb >
Share Screen . L]
Side-by-side Mode (@)
- 4 Forward Calls off
a Phone
Share lications ¥
- ot My Profile
O chat © Sshare individual window 1
Try Top Features
@ Zoom Apps ") Share all windows from an application
Help >

Check for Updates

\m

< Back

(| Limit your screen share to [f v | frames-per-second
Show green border around the shared content

Share selected app window only

) Use TCP connection for screen sharing (O

Use hardware acceleration to optimize video sharing @

Screen capture mode (O

| Auto v

\ ____d




Share Screen

Web Portal Settings

e Sign into the Zoom web portal.

e Click the Settings tab in the left menu, and
select Meeting.

® Scroll to the In Meeting (basic) section, click

the Screen sharing toggle to enable it.
+ You can also enable:
- How many participants can share at
the same time.
b Who can share.
Who can start sharing when
someone else is sharing.

r

Z00Mm

z oom SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES » SCHEDULE

PERSONAL

Profile
Meetings
Webinars
Personal Contacts

+ Zoom |Q for Sales
Whiteboards
Recordings
Workspaces

ADMIN

Dashboard
> User Management
> Zoom Chat Management
> Device Management
Room Management
» Workspaces Management

» Phone System Management

Q Search Settings
&

JOIN  HOST+  WHITEBOARD il

< Recording  Audio Conferencing Collaboration Devices Zoom Apps

Screen sharing

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

How many participants can share at the same time? ()

© One participant can share at a time
Multiple participants can share simultaneously (dual monitors
recommended)

Who can share?

HostOnly  © All Participants (7)

Who can start sharing when someone else is sharing?

© Host Only All Participants (%)

Disable desktop screen sharing for meetings you host

When this option Is on, users can only share selected applications
and files, This option may not be applicable to users using web
clients. @

©




Share Screen

(.__u

Web Portal Settings

e Additional settings that can be enabled include:

+ Annotation
¥ Whiteboard (Classic)
+ Remote Control

Z00Mm

Zoom SOLUTIONS ~

PERSONAL

Profile

Meetings

Webinars

Personal Contacts

» Zoom IQ for Sales

Whitaboards
Recordings

Workspaces (B

PLANS & PRICING CONTACT SALES RESOURCES ~ SCHEDULE JOIN HOST » WHITEBOARD

Q Search Settings

<|Meeh‘ng| Recording  Audio Conferencing  Collaboration Devices Zoom Apps

Disable screen sharing when guests are in the ting

Guests include users who are not signed in or not Iin the same
account, Participants who dial-in via phone or join with SIP/H.323
devices will still be able to screen share.

Annotation ()

Allow host and participants to use annotation tools to add
Information to shared screens @

Allow saving of shared screens with annotations )
Settings
= Only the user wha is sharing can annotate [7)

ADMIN

Dashboard

User Management

' Zoom Chat Management

Device Management

' Room Management

Workspaces Management

Phone System Management

Whiteboard (Classic) 6

Allow host and participants to share whiteboard during a meeting

Allow to save the whiteboard content )

| Automatically create local export when sharingis stopped (7]

Remote control O

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

e




Share Screen

Whiteboard (Classic)

e In a meeting click Share Screen.

® Click Whiteboard, and select Share.

Z00Mm 51



Z00Mm

e L ] Whiteboard - Zoom

Share Screen

| B Stop Share

Whiteboard (Classic)

e In ameeting click Share Screen.

e Click Whiteboard, and select Share.

Zoom

56



e e Whiteboard - Zoom

Share Screen

M| = Stop Share

Whiteboard (Classic)

e In a meeting click Share Screen.

@ Click Whiteboard, and select Share.

Zoom @ 2022 Zoom Video Communications, Inc. 56
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Remote Control

Web Portal Settings

e  Signinto the Zoom web portal.

e Click the Settings tab in the left menu, and
select Meeting.

* Scroll to the In Meeting (basic) section, click
the Remote Control toggle to enable it.
+  During a screen share, the person who is
sharing can allow others to control the
shared content.

Z00Mm

z oom SOLUTIONS - PLANS & PRICING CONTACT SALES RESOURCES ~

PERSONAL

Profile
Meetings
Webinars
Personal Contacts

» Zoom IQ for Sales
Whiteboards
Recordings
Workspaces

ADMIN

Dashboard
> User Management
> Zoom Chat Management
’ Device Management
Room Management
' Workspaces Management

> Phone System Management

Q Search Settings
£

< Recording  Audio Conferencing

Annotation

Alow host and participants to use annotation tooks Lo add information to
shared screens (¥

Allow saving of shared screens with annotations 71
Only the user who is sharing can annotate )

Whiteboard (Classic)

Allow host and participants to share whiteboard during 3 meeting

Allow to save the whiteboard content ()
Automatically create local export when sharing is stopped [+

Remote control

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

the shared content

Allow remote controlling user to share clipboard V)

Slide Control

During a presentation, the person who is sharing can allow others to control
the PowerPaint or Keynote slide presentation &7

SCHEDULE JOIN HOST »

Collaboration Devices

«©

©

«©

WHITEBOARD

Zoom Apps

>




Remote Control

In Meeting: Host View

Z00Mm

Once screen sharing has begun:

- Participants can request remote control
from host or the participant that is
sharing screen.

- Alternatively, the person sharing the
screen can give mouse/keyboard control
to another person in the meeting.

To request or give remote control, screen
sharing must have started from a PC, MAC
or iPad.

- -

Stop Video

Zoom Meeting

o Se 5, ]

N - ‘ l l 4 °

Security Participants New Share  Pause Share Annotate Remote Control More
You are screen sharing 1]

Auto accept all requests

Share clipboard

Give Mouse/Keyboard Control to

Jacob




Remote Control

In Meeting: Participant View

e Once screen sharing has begun:
- Participants can click View Options, and
select Use My Keyboard Layout.

Z00Mm

Zoom Meeting

You can control Host's screen

50%
100% (Original Size)

150%

300%

Stop Remote Control

Use My Keyboard Layout

Use Host's Keyboard Layout

Show meeting controls
Exit Fullscreen

Annotate

¢ Side-by-side Mode
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Enable Whiteboard

m O Account Settings - Zoom x

€ 2 C @ zoom.usfaccount/setting
|

NEW

Z200m

SOLUTIONS « PLANS & PRICING CONTACT SALES RESOURCES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING « WHITEBOARD

In-Meeting Whiteboard

ADMIN Q Search Settings
Dashtoard
+ User Management < Zoom Phone  Zoom Chat Zoom Apps [Whiteboard @ | Zoom IQ for Sales €A >

e To enable Whiteboard, admins will need to
go to Account Management > Account
Settings.

> Zoom Chat Management

Groups and members will use the following settings by default. If you don't want the settings below to be changed,

> Device Management you can lock the settings here, Learn More

> Ranm Management

In-meeting Whiteboard In-meeting Whiteboard

> Phone System Management
Out-of-Meeting Whiteboard

- i = e count agemen A — ‘ —
Select the Whiteboard tab at the top [+ Accoun Mansgemet ] i [rreme—" © 6
Account Profile
e Click the toggle to Enable In-Meeting R i @ ®
Whiteboard. Billing meeting to cloud
Recording Management
s Allow export of whiteboard content O ®
) ) Users can export in PDF, PNG formats
ool O Host and Participants Host only
> Advanced °

Z00Mm




Enable Whiteboard

Out-of-Meeting Whiteboard & Sharing

e To create Whiteboards outside of a Zoom
Meeting, click the toggle for Enable
Out-of-Meeting Whiteboard.

e Allow saving whiteboards created out of
meeting to cloud will also be enabled. If
you do not want to save Whiteboards to the
cloud, disable this setting.

e Sharing: if enabled choose if only the same
organization can share amongst
themselves, or anyone with a Zoom
account.

Z00Mm

O Account Settings - Zoom

€ -2 C @& zoom.usj/accountjset

ZOOM  sownoss -

ADMIN
Dashtoard
> User Management
> Zoom Chat Management
> Devic2 Management
> Room Management

> Phone System Management

[v Account Management J

Account Profile

Billing

Recording Management
Reports

Webinar Settings

> Advarced

x

ting

PLANS & PRIONG CONTACT SALES

In-meeting Whiteboard

b R0 :

RESOURCES ~ SCHEDULEAMEETING  JOINAMEETING  HOSTAMEETING +  WHITEBOARD edad

Out-of-Meeting Whiteboard

QOut-of-Meeting Whiteboard

| Enable Out of Meeting Whiteboard O ®

Whiteboard cloud sharing

Allow saving whiteboards created outof (@) (@)
meeting to cloud

Allow export of whiteboard content O e

Users can export in PDF, PNG formats

Whiteboard cloud sharing

Sharing O @

© Only users in the same organization

Allow sharing with anyone with a Zoom
account (same organization and external

organizations) °
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Alternative Host =

Q. Search 36F

Scheduling Meeting

e To add an alternative host to a meeting click o
Schedule.

Meetings ta witit
o]
8:54 AM
.
Monday, September 26, 2022
In Start
New Meeting ~ { temal} —
1:30 PM - 2:00 PM
o
Host B Tyler Chat
v v
19 Meeting ID: 935 8280
Schedule Share Screen
View today's upcoming meetings (1)

Z00Mm



Alternative Host

Scheduling Meeting

e  When scheduling the meeting click Advanced
Options.

e Enter in the email address(es) for the
Alternative hosts.
+ If you want the alt host to add or edit polls
check the box below.

@ Once all desired fields have been added to the
meeting invite, click Save.

Z00Mm

M

Video

Host: Qon (O off Participant: Qon O off
Audio

() Telephone (") Computer Audio

© Telephone and Computer Audio () 3rd Party Audio

Dial in from United States and other 2 countriesfregions Edit

Calendar

) ical () Outlook O Google Calendar () Other Calendars

Advanced Options ~

Allow participants to join anytime
Mute participants upon entry

:\ Automatically record meeting

(") Show in Public Event List

:l Enable additional data center regions for this meeting

fjl Approve or block entry for users from specific countriesfregions

Alternative hosts:

[ john@company.com

D Allow alternative hosts to add or edit polls

Interpretation

:l Select language Interpretation (audio channels) below

Cancel




0 Zoom Meetings

Schedule on Behalf




I I zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES » SCHEDULE JOIN HOST » WHITEBOARD R

PERSONAL
Q Search Settings

Profile

Meetings < Recording  Audio Conferencing Collaboration Devices Zoom Apps
Web Portal Settings A R

Invitation Email
Personal Contacts Your meeting attendees will receive emails in language based upon their
‘ browser/profile settings. Choose languages which your expected attendees
* Zoom |Q for Sales will receive content In to edit.
e Signinto the Zoom web portal. Whiteboards Choasa amailin languaga ta adit | English Z) #
Recordings Send me a preview email
® Click the Settings tab in the left menu, and Vs

SeleCt Meeti ng. Schedule Privilege

You can assign users in your account to schedule meetings on your behalf. You
ADMIN can also schedule meetings on behalf of someone that has assigned you

L ] ScrOII to the other Section' and find scheduling privilege. You and the assigned schaduler must be on a Paid plan

within the same account.

1vi Dashboard
SChed ule Prl ‘" I ege Z Assign scheduling privilege t

+  Click Edit to add a new user or % e Mot s pr—
delete a user. e b s private events
' Device Management =
) Room M t tyler. x
> Workspaces Management | can schedule for
tvler
> Phone System Management

Z00Mm



Schedule on Behalf —

Q. Search wF

Scheduling Meeting

8:54 AM

Monday, September 26, 2022

e To schedule a meeting for someone else click o
Schedule.

{internal} - || Start

New Meeting ~

1:30 PM - 2:00 PM

0
Host B Tyler Chat

Meeting ID: 935 8280

Schedule Share Screen

View today's upcoming meetings (1)

Z00Mm



Schedule on Behalf

Scheduling Meeting

e  When scheduling the meeting click Schedule
for.

e Select if you are scheduling the meeting for
yourself or someone else.
+ You will need to set the person up in the
web portal first, before they will show
here.

® Once all desired fields have been added to
the meeting invite, click Save.

Z00Mm

Schedule Meeting

Topic

p = —

( Meeting

Date & Time

— = 'S ™
| 10/25/2022 ~ | | 3:00 PM v] to | 330PM v | | 10/25/2022 ~
e kS /

(
Time Zone: Arizona v J
L

(] Recurring meeting

Schedule for

Search user v

Myself

Tyler Mor

Security
~ Passcode @ [ 086070
Only users who have the invite link or passcode can join the meeting

Waiting Room

Only users admitted by the host can jein the meeting

(| Only authenticated users can join

Encryption

© Enhanced encryption @ (") End-to-end encrygtion @
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Cloud Recording

<

Settings

Z00Mm

On the Zoom desktop client, click the Gear icon.

Click Recording and select Manage on web.

eone QL Search

General

q 2 Ei Background & Effects

B erotiie
0 Statistics
G Feedback

Keyboard Shortcuts

Accessibility

®F

f ) % ® al 63 Q

Home Team Chat Phone Meaetings Contacts Apps Whitaboards

Settings

Local Recording

Store my recordings at: | T /UsersfJacot _ _ ___'Documents/Z...

333.29 GB remaining
[ ] Choose a location to save the recording to after the meeting ends
CI Record a separate audio file of each participant @
Display participants' names in the recording
CI Optimize for 3rd party video editor (@)
[ ) Add a timestamp to the recording (D
Record video during screen sharing
[} Place video next to the shared screen in the recording

() Keep temporary recording files (@

Cloud Recording LManage on web... J

Show notification when a new recording is available

=
o

"[ | Open |

\

.
B




Cloud Recordings

Web Portal Settings

e On the Recordings tab you will see Cloud
Recordings.

e Click the Topic name, to bring up the
various recording files for that meeting.

® Click ... to download the file or delete.

Z00Mm

Zoom SOLUTIONS ~ PLANS & PRICING  RESOURCES~

Recordings

[Cloud Recordings| Local Recordings

Q_ Search by topic or Meeting |1D

Topic ID Start Time File Size

CSM Training - Zoom 1Q

944 1559 ?.e? 252022955 16 Files (2.82 GB)
for Sales

SCHEDULE JOIN ~ HOST ~ WHITEBOARD m

Reciygdngs > CSM Training - Zoom 1Q for Sales

Meeting Roo ?Syleraining -Zoom IQ for Sal.gs 'T o share )

Sep 22 2 0055 AM Pacitic Time (US and Canada 1D: 944 1550 3200

211total views « 1 total downloads Recording Analytics

B)

Meeting Roo Recording1 #

5 Flles 2.82GB
Gmgle Cale| L Download & Copy shareabls link o Delete g GB)
(not synced) [

The recording includes the files listed below:

B Snared screen with speaker view 322 MB

By Search text in audio transcript Advanced Search v

SCHEDULE JOIN ~ HOST ~ WHITEBOARD @

(% Document

Export
Share
Download (16 files)
Delete
Share
Share <+ °
Share .ee

- RO ey |
B Speaker view 123 GB 'MBJ
B Gallery view 727 MB
HA Shared screen 219 MB
I3 Audio only 40 MB
)
B Chattse




Cloud Recordings

Web Portal Settings

@ To customize what is record for cloud
recordings, go to Settings and click
Recording.

e Make sure Cloud Recording is enabled, and
check the boxes that you would like
recorded.

+ Recommended Create audio
transcript to record an audio
transcript with the recording.

Z00Mm

Zoom SOLUTIONS

PERSONAL

Profile

Meetings

Webinars

Personal Audio Conference
Phone

Personal Contacts
Whiteboards
Recordings

Workspace Reservation (31

Analytics & Reports
ADMIN

Dashboard
» User Management
» Device Management

_ > Room Management

Q Search Settings

< Meeting Recording Audio Conferencing

Cloud recordng ()

Allow hosts ic record and save the meeting / webinar in the cloud

& Record active speaker with shared screen
£ Record gallery view with shared screen (7)
3 Record active speaker, gallery view and shared screen separately
Active speaker
& Gallery view
& Sharad screen
& Record sudio-onty files
& Record one audio file for all participants
& Record a separate audio fite of each participant @

° Save chat messages from the meating / webinar

clowd 9

Add a timestamp to the recording (7)
8 Oispiay perticipants' names in the recording
e Record thsmbnails when sharing C
Optimize the recording for 3rd party video aditor ()
@

Create audio transcript (5

Smart Recording (5)
@ Save panelist chat 1o the recording (7)
& save poll results shared during the meeting/webinar (%)
& Save closed caption as a VTT file

Collaboration Devices

Zoom/ >

PLANS & PRICING CONTACT SALES RESOURCES ~ SCHEDULE JOIN ~ HOST ~ WHITEBOARD @ .




Cloud Recordings >
r I g oom SOLUTIONS ~ PLANS & PRICING CONTACT SALES RESOURCES ~ SCHEDULE JOIN ~ HOST ~ WHITEBOARD @ .

PERSONAL Q Search Settings
Profile
2 Meetings < Meeting Recording Audio Conferencing Collaboration Devices Zoom/ >
Web Portal Settings —
Webinars Allow 3rd-party recording »
Personal Audio Conference
Phone Allow cloud recording sharing ()
¥ Enpbleiordisableradditional claud reconding e oot e
. Personal Contacts
settlngs. Whitsboards (D
< tel Sl NEW Automatic recording
+ Recommended to enable: Requ|re Record meetings automatically as they start ()
Recordings '
passcode to access shared cloud
. Workspace Reservation IP Address Access Control @ )
recordings. _ Al o o il M SIS B webebin g
Settings
Analytics & Reports Require users to auth before viewing cloud 9 O

Right before sharing cloud recordings, meetings hosts can choose
ADMIN from one of the options contigured below 1o require users to
suthenticate belore viewing recordings.

Dashboard
Set recording as on-demand by default C)

> User Ma"agom‘nl Users must register before thay can waich the recording

> Device Management

Requi de to shared cloud recordings o
_ > Room Management

Z00Mm 2
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Security Settings

Web Portal Settings

e  Sign into the Zoom web portal.

e Click the Settings tab in the left menu, and
select Meeting.

e Scroll to the Security section, enable the
settings you would like set for your
meetings.

+ It is recommended to have Waiting
Room enabled, so participants are not
able to join a meeting before the host.

+ It is also recommended to have
Passcodes enabled, to add an extra
level of security to each meeting.

Z00Mm

z oom SOLUTIONS - PLANS & PRICING CONTACT SALES RESOURCES »

PERSONAL

Profile
Meetings
Webinars
Personal Contacts

» Zoom |Q for Sales
Whiteboards {500
Recordings
Workspaces (B0

ADMIN

Dashboard
> User Management
> Zoom Chat Management
’ Device Management
Room Management
' Workspaces Management

> Phone System Management

Q, Search Settings

< Meeting Recording Audio Conferencing

Require that all meetings are secured with one security option

Require that all meetings are secured with one of the following
security options: a passcode, Waiting Reom, or "Only authenticated
users can join meetings”. If no security option is enabled, Zoom will
secure all meetings with Waiting Room. Learn more ¥

Waiting Room

When participants join 2 meeting, piace them In & waiting room and
require the host to admit them individually. Enabling the waiting
room automatically disables the setting for allowing participants to
join belore host.

Waiting Room Options

The options you select here apply to meetings hosted by users who
turned ‘Walting Room' on

~ Everyone will go in the waiting room

~ People in the walting room are sorted by join order

Edit Options Customize Waiting Room

Require ap de when scheduling new ting:

A passcode will be generated when scheduling 8 meeting and
participants require the pesscode to |oln the meeting. The Personal
Meating 1D (PMI) meatings ara not included

SCHEDULE JOIN HOST »

Collaboration Devices

»

WHITEBOARD

Zoom Apps
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