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Virtual Meetings

You have a variety to options for hosting and participating in virtual meetings, including
Microsoft Teams and Zoom. Each offers similar features but one may best meet your
needs. Check out our Video Tools guide and Comparison Chart to compare features.

This guide will provide best practices and tips for successful virtual meetings.
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Improving Video
Talk to the camera vs the screen.
Consider what you are wearing.

Consider when your webcam is being broadcast to everyone - body language, facial
expressions, movements, etc.

Check your camera/webcam placement. Try to keep it at eye level.
Use your cell phone as a web cam - you can log in via the mobile app at the same time.

Consider what’s in the background - remove distractions when possible.
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https://www.coloradomesa.edu/distance-education/documents/video_tools.pdf
https://www.coloradomesa.edu/distance-education/documents/video_tools_comparison_chart.pdf
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e Zoom: Virtual Background - Depending on the specs of your device, you'll need a
green screen for this feature to work. You may use your slides as a background,
too (Share Screen > Advanced > PPT as Virtual Background).

@ Settings x
General
Video

Audio

() share Screen
@ Team Chat
P Background & Effects

| Recording
Profile
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0 Feedback

Q Keyboard Shortcuts

Accessibility

| have a green screen (@ Mirror my videa Studio Effects

e Teams: During a call, go to More (3-dot menu) > Settings > Background
Settings - The second option is the blur background option, and various other
options may be applied.

Background settings

Camera

Hide background effects
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(D Others won't see your video while you preview.

Preview

Apply and turn on video
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Check your lighting - avoid bright light or windows directly behind you. (Zoom offers an
option to Adjust for low light in Settings > Video.)

In Teams Settings, select Devices, scroll down to Camera and make

adjustments as needed.

Settings
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FEd e Secondary ringer
) Privacy Hoo
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[ Files

& calls

Logitech Webcam C930e

Adjust brightness (1)
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Use the Video settings to Touch up my appearance in Zoom (with slider
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Default

e Frequency.
(anti Flicker)

adjustment):
@ settings

General
f 2 Audio
m Share Screen
Q Team Chat

Background & Effects
;;ii‘f Recording
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=) Profile

Camera
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[_) original ratic  (_] HD
0 Feedback
My Video

Q Keyboard Shortcuts
Mirror my video

Accessibility Touch up my appearance

[ Advanced |

Adjust for low light | Auto - P

Always display participant names on their video

You may also check the option to Adjust for low light.

Check out EDUCAUSE’s Putting Your Best Self Forward: 6 Keys for Filming Quality
Videos.
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https://er.educause.edu/blogs/2021/2/putting-your-best-self-forward-6-keys-for-filming-quality-videos
https://er.educause.edu/blogs/2021/2/putting-your-best-self-forward-6-keys-for-filming-quality-videos
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Improving Audio

Use a headset with built-in mic if you have one.

Position yourself in a quiet, indoor area.

Use Mute as needed if you are not speaking.

Mute computer/device notifications in other applications.

Do not share computer sound if you are not showing a video

Consider how loud your keyboard, computer fan, etc. may be if you don’t have a
headset.

Zoom:

e In Audio settings, check out the Suppress background noise option.
e If you're playing music, check out the High-Fidelity Music Mode, which offers
professional-grade audio using High-Fidelity Music Mode.

Q
General Speaker
Video \ Test Speaker ] Headphaones (Conexant ISST Audio) M
Qutput Level:
107 Audio Valume: «—@ o)
Share Screen _| Use separate audio device to play ringtone simultaneously
O Chat Microphone
) ( Test Mic ) External Microphone (Conexant ISST Audio) V
Background & Filters —
Input Level
Recording Volume: 4 [ ] o)
Profile Automatically adjust microphone volume
o Suppress background noise Learn more
Statistics O Auto
B Feedback ) Low {faint background noises)
Medium (computer fan, pen taps
Q Keyboard Shorteuts High (typing, dog barks)
Accessibility Music and Professional Audio
) Showin meeting option to “Turn On Original Sound” (B
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https://blog.zoom.us/high-fidelity-music-mode-professional-audio-on-zoom/
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Teams:

e In Settings > Devices, check out Audio devices, Automatically adjust mic
sensitivity, Noise suppression, and High fidelity music mode.

Settings b8
E:EE General o Audio devices

E3) Accounts Synaptics HD Audio

6] Privacy

Speaker
Q Naotifications

o £ Devi HD Audio 2nd output (Synaptics HD Audio)
evices

@) App permissions Microphone

I Accessibllity External Microphone (Synaptics HD Audio)

Captions and transcripts
0 Files o Automatically adjust mic sensitivity D

Q
‘& Calls
- [Z) Make a test call

o Noise suppression (7)

Choose Low if you want others to hear music. Learn more

Auto (Default)

o High fidelity music mode

Sharing Your Screen, Whiteboard, or Other Cameras

Plan and practice with tech and materials beforehand. Consider backup plan for technical
issues.

Zoom: Show/Hide floating meeting controls: Ctrl+Alt+Shift+H (Escape - to show again)
Screens & Whiteboard
Close any applications you won't be using during your meeting.

Avoid sharing the desktop — select a specific screen or application. (Note: In Teams, you
may need to share desktop if you need to share computer audio for videos.)

Remember to share computer sound if you are showing a video.
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Zoom:

e Check out New Share, Pause Share options, especially if navigating between web
tabs.

e Advanced screen sharing settings allow you to select Portion of Screen, Music or
Computer Sound Only, Content from 2" Camera.

e Share Screen > Advanced > Share portion of screen to focus on a specific section
and enable a better visual for participants.

e Share multiple applications during a meeting: Share Screen > Hold down Control
and select the specific applications you wish to share during the meeting.

e Explore options for viewing: General Settings > Dual Monitor Mode and/or Screen
Sharing Settings > Side by Side Mode.

Magnify/zoom in on web pages when sharing so participants can see them. (Control+ or
Command+ will do this in most browsers.)

Manage annotation tools on shared screen/whiteboard.

Decide if only the host can share or others.

Doc Cam

Also join with your mobile app as you so you can use it as a doc cam.

Scheduling

e Teams:

o Instructors: Create a Team (type: Class) for your class in MS Teams (with
the option to set up smaller group Channels) or schedule individual meetings
via the desktop or mobile app.

o Students (or Staff): You may create a team for a group or schedule
individual meetings via the desktop or mobile app.

e Zoom:

o Instructors: Schedule meetings directly in D2L; if you use a password, be
sure your participants have it. You may also schedule meetings in MAVZone
and import them to D2L.

o Students (or Staff): Schedule meetings via the desktop or mobile app; if you
use a password, be sure your participants have it.

Managing Yourself & Participants

Remember your participants. Are you offering time for discussion, questions, breakout
rooms, etc. along with your presentation?

Disable join before host.
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Enable Waiting Room.

Control Screen Sharing.

Control chat options, ask questions using chat.

Use chat to share URLs or other info.

Provide non-verbal feedback via icons/emojis/reactions.

Mute your own audio or a participant’s audio and/or video as needed. Alt+M
(Command+Control+M) mutes everyone except the host.

Mute participants as needed.

Stop a participant’s video as needed.
Remove a participant if needed.
Control file transfers.

Use breakout rooms

Notes:

e While both Teams and Zoom offer a gallery view (7x7, 49 participant), the specs
of some devices do not support this format. For example, some laptops may only
support a 5x5 (25 participant view) and mobile devices will support less.

e Zoom now supports Immersive View. This view supports viewing 2-25 participants
at one time, depending on the background selected. The host may place
participants in the scene automatically or manually. (Note: Currently, only local
recording of Immersive Views is supported. When in Immersive View, only the
immersive scene will be captured, while other video thumbnails will not be
recorded. Cloud Recordings just appear as Gallery or Speaker layout, depending
on cloud recording settings.)

e Teams now offers Together Mode. Similar to Zoom’s Immersive View, this view
supports viewing 4-49 participants at one time.

Zoom.:

e Zoom often has manual updates to features. You can check out Zoom’s Release
Notes online by date. We recommend checking for updates in your Zoom
application weekly. Manually running these updates will give you access to
updated features.

e Pin Video: Participants may pin/view up to 9 specific speakers.

e Spotlight Video: Host or co-host may spotlight up to 9 participants’ videos as the
primary active speakers.
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https://support.zoom.us/hc/en-us/articles/360060220511-Immersive-View
https://support.zoom.us/hc/en-us/articles/360025561091
https://support.zoom.us/hc/en-us/articles/203741855#h_acaffbd8-27a3-4683-b3a0-b7f853c9e424
https://support.zoom.us/hc/en-us/categories/4415113014797-Release-Notes
https://support.zoom.us/hc/en-us/categories/4415113014797-Release-Notes
https://support.zoom.us/hc/en-us/articles/201362743-Pin-Video
https://support.zoom.us/hc/en-us/articles/201362653
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e Nonverbal Feedback: Participants can add an icon by their name in the participants
list such as raise hand, go slower, need a break, etc.

e Rearranging Videos: This allows you to change the video layout for active speaker
view and gallery view. You have the option to drag and drop video tiles and lock
them into a fixed configuration in Gallery View.

e Breakout Rooms: You now have the option for students to select and move
between rooms. Hosts and co-hosts now also have the option to share screen to
all Breakout Rooms. Any active sharing in the breakout sessions are interrupted
and any annotation or whiteboarding prompts the sharer to save them before
viewing the shared screen from the host.

e Focus Mode: Once started, participants in focus mode only see the video of the
host, co-hosts, any participants spotlighted by the host, and their own video. They
will only see other participants' names, their nonverbal feedback or reactions, and
hear them when unmuted.

e For more information on managing meetings, check out Zoom'’s blogs.

Check out Hot Keys and Shortcuts:

e Zoom: Hot Keys and Keyboard Shortcuts for Zoom
e Teams: Keyboard Shortcuts for Microsoft Teams

Recording

Record if course content.

Make sure participants know recording is happening - this will also discourage
inappropriate behavior.

Zoom: Automatically informs participants they are being recorded when recording
begins. Each participant may either consent to stay in the meeting or leave when this
prompt appears. After the meeting, the host may generate a report listing participants
who provided consent.

Zoom: Check out your options for downloading and accessing multiple video layouts:
Recording Layouts.

Captioning
Record if captions needed afterwards.

e Zoom: editable, auto-captions with Panopto or Zoom
e Teams: download recording and upload to Panopto for editable, auto-captions

Live options:

e Contact EAS.
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https://support.zoom.us/hc/en-us/articles/115001286183-Nonverbal-feedback-during-meetings
https://support.zoom.us/hc/en-us/articles/201362323?_ga=2.188964456.277150884.1601587142-1748035988.1584738053
https://support.zoom.us/hc/en-us/articles/206476313-Managing-breakout-rooms
https://support.zoom.us/hc/en-us/articles/360061113751
https://blog.zoom.us/
https://support.zoom.us/hc/en-us/articles/205683899-hot-keys-and-keyboard-for-zoom
https://support.office.com/en-us/article/keyboard-shortcuts-for-microsoft-teams-2e8e2a70-e8d8-4a19-949b-4c36dd5292d2
https://support.zoom.us/hc/en-us/articles/360025561091

2N
COLORADO MESA

UNIVERSITY

e Zoom: Captions/live transcription is automatically enabled; it just needs to be
turned on by individual participants. Speakers are identified. Transcript may be
downloaded. Also works in breakout rooms.

e Teams: Desktop and mobile app versions - live auto-captioning is available.
Enabled by user. Speakers are identified. Also works in breakout rooms. No option
for saving.

e Use chat instead of audio for one-on-one meetings.

Sharing recordings in D2L afterward

e Zoom: Panopto and/or Zoom integration

e Teams: download recording and upload to Panopto
For more information

Instructors: Select the virtual meeting tool that best meets your needs. Check out the
virtual meeting tools sections of our Video Tools guide and guick comparison chart.

CMU Virtual Meeting Guides:

e Video Chat Etiquette (YouTube video)
e Zoom:
o Zoom Account Set Up (all campus guide)
Zoom Meetings with D2L (student and instructor guide)
Zoom Meetings with Desktop or Mobile App (all campus guide)
Setting up Office Hours in Zoom (instructor guide)
Linking Zoom to a D2L Shell (instructor guide)
Live Proctoring with Zoom and Respondus LDB (instructor guide)
Zoom Accessibility (all campus guide)
Zoom Advanced Polling & Quizzing (all campus guide)
Zoom Post Meeting Surveys (all campus guide)

O 0 0O O 0O o0 O O

O

e Teams:
o Communicating with Teams (all campus guide)
o Microsoft Teams Recordings (all campus guide)

General Best Practices for Virtual Meetings:

e The Do’s and Dont’s of Video Meetings: A quick start guide (Wiley Education
Services)

e Teaching Practices for the Video Classroom: Preparing for your virtual class
session (Wiley Education Services)

e Teaching Practices for the Video Classroom: Running your virtual class session
(Wiley Education Services)
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https://www.coloradomesa.edu/distance-education/documents/video_tools.pdf
https://www.coloradomesa.edu/distance-education/documents/video_tools_comparison_chart.pdf
https://www.youtube.com/watch?v=I62POogmsEo
https://www.coloradomesa.edu/distance-education/documents/zoom.pdf
https://www.coloradomesa.edu/distance-education/documents/zoomd2lhostparticipate.pdf
https://www.coloradomesa.edu/distance-education/documents/zoomhostparticipate.pdf
https://coloradomesa.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=9005484f-0c63-49ae-ab7f-ab980141702b
https://www.coloradomesa.edu/distance-education/documents/linking-zoom-to-a-d2l-shell.pdf
https://www.coloradomesa.edu/distance-education/documents/live_proctoring_using_zoom_with_respondus_ldb_2021.pdf
https://www.coloradomesa.edu/distance-education/documents/zoom-accessibility-guide.pdf
https://www.coloradomesa.edu/distance-education/documents/zoom-advanced-polling-quizzing.pdf
https://www.coloradomesa.edu/distance-education/documents/zoompostmeetingsurveys.pdf
https://www.coloradomesa.edu/distance-education/documents/communicating-in-microsoft-teams.pdf
https://www.coloradomesa.edu/distance-education/documents/microsoft_teams_recordings.pdf
https://edservices.wiley.com/wp-content/uploads/2020/03/Quick-Guide-to-Attending-Video-Gatherings.pdf
https://edservices.wiley.com/wp-content/uploads/2020/03/Preparing-for-Your-Virtual-Class-Session.pdf
https://edservices.wiley.com/wp-content/uploads/2020/03/Preparing-for-Your-Virtual-Class-Session.pdf
https://edservices.wiley.com/wp-content/uploads/2020/03/Running-Your-Virtual-Class-Session.pdf
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Zoom Guides:

Zoom - Video Conference Etiquette

Zoom — Best Practices for Securing Your Virtual Classroom
Zoom — How to Keep Uninvited Guests out of Your Zoom Event
Zoom - Student Tips for Participating in Online Learning

Zoom Pro Tips: 3 Ways to Create the Audio & Visual Experience You Want

Release Notes:

Release Notes
Teams Release Notes

Support:

Zoom Support

Zoom Community
Teams Support
Microsoft Community
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https://blog.zoom.us/wordpress/2013/08/20/video-conference-etiquette/
https://blog.zoom.us/wordpress/2020/03/27/best-practices-for-securing-your-virtual-classroom/
https://blog.zoom.us/wordpress/2020/03/20/keep-uninvited-guests-out-of-your-zoom-event/
https://zoom.us/docs/doc/Student%20Tips%20for%20Participating%20in%20Online%20Learning.pdf
https://blog.zoom.us/zoom-pro-tips-3-ways-to-create-the-audio-visual-experience-you-want/
https://support.zoom.us/hc/en-us/categories/4415113014797-Release-Notes
https://docs.microsoft.com/en-us/microsoftteams/rooms/rooms-release-note
https://support.zoom.us/hc/en-us
https://community.zoom.com/
https://support.microsoft.com/en-us/teams
https://answers.microsoft.com/en-us
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