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Host and Participate in a Zoom Meeting with D2L

CMU has a Pro Zoom account. Zoom offers voice and video conferencing. It is often
used for meetings and webinars. It may be used for virtual office hours, tutoring,
and group projects. When appropriate, it may also be used for live class sessions.
Features include document and desktop sharing. Recordings of meetings are available as
cloud recordings or downloadable MP4 files.

This guide will walk you through the steps to host (instructors) a meeting and
participate (students) in a meeting through D2L. Guidance is also provided for
captioning and teaching resources.

Notes: If you have previously scheduled meetings in Zoom, you can still add them to
D2L. Please use our Linking Zoom to a D2L Shell guide.
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Host a D2L Zoom Meeting (Instructors)

You will need to create an account if you plan to host a meeting. Check out our Zoom
Account Set Up guide. If you only need to participate in a meeting, you do not need to

create an account. If you just need to participate, you may skip to the steps outlined in
the Participate in a Zoom Meeting in D2L section of this guide.

If you have previously scheduled meetings in Zoom, you can still add them to D2L.
Check out our Linking Zoom to a D2L Shell guide.

Notes:

Check out Zoom System Requirements.

If you need to use keyboard shortcuts, they are available.

If you can’t use the desktop version or just prefer the app experience, there is a
Zoom mobile app available.

If you are using a Chromebook, please refer to How to Use Zoom on a
Chromebook. Cloud recording may not be available on a Chromebook. While you
can still host a Zoom session on this device, you may have to set another user as
a co-host or allow others to record. You should be able to join Breakout Rooms
from a Chromebook but not on the web client. You will be able to join but not
manage from the mobile app.

If you are unable to install Zoom on any device, you may join a meeting via a web
browser. The Zoom web client offers limited functionality. Use the Chrome,
Firefox, or Edge web browser for the best functionality.

Zoom enforces minimum versions, so please check for updates frequently.

Use this part of the guide to schedule and host a Zoom meeting in D2L.

Add Zoom to Your D2L Course Shell
1. Go to your course shell in D2L and click on Content.

<N .
COLORADO MESA Personal Sandbox - EDFICkEtt

Content Grades Assessments v Tools v Classlist
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2. Scroll to the bottom of Content, Add a (new) module and title it Zoom. (If
you're using the course shell template, there is already a Zoom module. Click on it
and then skip to the next section. You'll just need to make the module visible to
students, since it is hidden by default.)

.. Panopto 2

- ﬁ Hidden

.» ePortfolio 3

* @ Hidden

::  Zoom ’ 2

" @ Hidden

Add amodule...

Zoom v B Print ﬁ' Settings

‘ls'\ble

Be sure to activate your Zoom account in MAVzone hefore attempting to use the external learning
tool in this module

3. In your module, click Existing Activities.
ZOO m v @& Print £ Settings

Add dates and restrictions...

Add dates and restrictions... ®

Add a description...

Upload / Create W Existing Activities w f’,‘ Bulk Edit

Drag and drop files here to create and update topics

Add a sub-module...

4. Select External Learning Tools from the Existing Activities dropdown menu.
o Existing Activities “* A

Assignments

Chat
Checklist

Discussions
3

o External Learning Tools
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5. In the Add Activity dialog, scroll to the bottom of the list and select Zoom.

Add Activity

-

a

Zoom (

6. This adds Zoom to your module in D2L. Click on the Zoom link to finish

integrating Zoom with your course.

i Zoom

v
& Exte arning Too
Zoom

7. Opening this folder brings up the following screen If you have not previously
interacted with the Zoom module in the course shell. You may choose Accept to
link your MAVzone Zoom account to your D2L course shell.

<22\
COLORADO MESA

Description

Content Grades Assessments ~ Tools ~ Classlist Course Admin

Table of Contents » Zoom » Zaom

 Zoom ~

Application Name

Online Teaching Essentials - September 2...

=2 @ 4

Note: this only permits one linked account per course shell by an instructor. If multiple
instructors are assigned to a course, plan ahead which instructor account will manage

the Zoom scheduling for the course and link that account. (Once linked, there is not an
option to delete and link another account.)
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8. You now have access to Zoom in your course.
oom ~ R

zoom {ar Home B3 Appointments

Your current Time Zone and Language

are (GMT-07:00) Mountain Time (US and Canada), English £
All My Zoom Meetings/Recordings Schedule a New Meeting :
Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training B

Show my course meetings only

Start Time Topic Meeting ID

No Data

You are able to access your Zoom Meetings and Recordings from this interface,
as well as Schedule a New Meeting. If you want to just focus on meetings with

this course, check the Show my course meetings only checkbox. If you click on
the Get Training link, you’ll be directed to Zoom’s Help Center.

Note: Double check that your Time Zone is correct. Click the pencil icon to adjust
if needed.

Zoom Settings

1. If you need to adjust your settings in Zoom, you'll need to access your Zoom
account via:

a. The Zoom app in MAVzone.
Zoom Products Solutions Resources Plans & Pricing

PERSONAL
| Q search settings |
Profile
Meetings Meeting Recording Audio Conferencing Collaboration Devices Zoom Apps  Whiteboard
Webinars
Security Security
Phone .
Schedule Mesting
Personal Contacts 1 Meeting (Easic) Require that all meetings are secured with one security option @ ]

Whiteboards

In Meeting (Advanced) 38" If no security
ng Room. Learn more

Recordings Calendar and Contacts

Email Netification

Waiting Room o
host

Other
Reports When participants join a meeting, place them in a waiting room and require

5|
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b. The Zoom desktop application. The Settings (gear icon) menu is on the
top right of the launch window.

@ zoom - 0 X

a o
< > O QSearch Ctnf [,] 2 [ ® (] s B
Home Team Chat Meetings Contacts  Whiteboards

o

01:47 PM

00

New Meeting - Join

e
Share Screen

Schedule

c. Or, if you have the Zoom mobile app installed, you may also adjust
Settings on your device.
Scheduling a Zoom Meeting in D2L

If you plan to use Zoom for hosting your virtual office hours, check out our Virtual
Office Hours Using Zoom tutorial video.

To schedule other meetings:

1. From the main menu, click the Schedule a New Meeting button.

Table of Contents » Week 9 - Experimenting with Zoom > Zoom

Zoom « N2 < >

zoom ot Home E] Appointments

Your current Time Zone and Language are (GMT-07:00} Mountain Time (US and Canada), English £

All My Zoom Meetings/Recordings Schedule a New Meeting
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2. In the Course Meetings > Schedule a new meeting dialog:

feetings Schedule a Meeting

Duration 0 1 hr o min

a. Topic: Add the name of your meeting. (Add a succinct yet descriptive name
so it will stand out in the D2L Calendar.)

b. Description: This is optional, but you can add details here.

c. When: Select the date and time. (You are able to start your meeting at any
time before the scheduled time.)

d. Duration: Choose the approximate duration of the meeting. (The default is

1 hour. The meeting will not automatically end after this length of time; it is
for scheduling purposes.)

7 |
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. Time Zone: The default is your device’s time zone.

Recurring Meeting: Check the box if you would like to set up a recurring
meeting. (The meeting ID will remain the same for each session.) If
checked, you will have additional options to set for Recurrence (Daily,
Weekly, Monthly, noFixed Time), Repeat every (Days/Weeks/Months), and
End date (Specific date or 1-20 occurrences).

Recurring meeting  Every day, until Mar 31,2020, 5 occurrence(s)

Recurrence Daily

Repeat every day

End date ® By 03/31/2020 After 7 occurrences

. Registration: Allows you to have your participants register with their e-
mail, name, other questions, and custom questions. (Do not check the
Required box for your course.)

. Security: Use the Waiting Room option. (For more information on the
Require authentication to join option, check out Only authenticated users
can join.)

Video: Host Video: Choose if you would like your video on or off when
joining the meeting. Even if you choose off, you will have the option to start
your video after joining the meeting. Participant Video: Choose if you
would like the participant’s video on or off when joining the meeting. Even if
you choose off, participants will have the option to start their videos after
joining the meeting.

Audio: Select Telephone, Computer Audio, or Telephone and Computer
Audio



https://support.zoom.us/hc/en-us/articles/360037117472-Authentication-Profiles-for-meetings-and-webinars
https://support.zoom.us/hc/en-us/articles/360037117472-Authentication-Profiles-for-meetings-and-webinars
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pt :'se Enatle join before host

Mure participants upon entry

Ereakout Room pre-azsign
Use Personal Meeting ID

Record the meeting sutomatically

0

k. Meeting Options:

e Enable Join Before Host: Allow participants to join the meeting
without you (host) or before you (host) join.

e Mute Participants Upon Entry: If join before host is not enabled,
this will mute all participants as they join the meeting.

e Use Personal Meeting ID: Check this if you want to use your
Personal Meeting ID. If not selected, a random unique meeting ID
will be generated.

e Record the meeting automatically: Check this if you want the
meeting to be automatically recorded when you join the meeting as
the host. You will have the option to record the meeting locally on
your computer or in the cloud.

|. Alternative Hosts: Enter email if applicable. You may enter the email
address of another Zoom user with a Pro license on our CMU account to
allow them to start the meeting in your absence.
3. Be sure to click the Save button once you have finished scheduling your meeting.

B) Save Cancel
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4. You will then see the meeting information page. This page will show you what

settings you have applied to the meeting. It will also provide you ways you can
invite attendees to your meeting by giving you the Join URL or you can Copy the
invitation of the meeting to email to participants. From this screen is where you

can also delete, edit, or start the meeting. NOTE: D2L will automatically

generate a calendar event for your Zoom meeting and put it in your D2L Course
Calendar. (You may add the meeting to your Outlook Calendar as well with the

Microsoft Outlook desktop plugin.)

gz » Manags "Personal Sandbox - eprickett”

Tapic Personal Sandbox - eprickett

Mar 8, 2022 1100 AM Mounizin Time (US and Canada)

Add to

E::;e:;e':.:' || NECL:-:c-'Cs endar (ics)

| a ‘Yzhoo Calendar

Enable join before host
* Mute participants upon entry
Ereakout Room pre-assign

Usze Perzonal Meeting ID 5829301575

C
[

Start this Meeting

Poll

You have not created any poll yet.
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5. To get back to the main D2L Zoom page, click the Course Meetings link at the
top of the screen.

ZOOM & vome @ aspsinimens

I._c-L're"ee:'gz ~ Wanages "Perzsonal Sandbox - epricksrt”

6. You will then see your meeting listed under the Upcoming Meetings tab. This is
also where you can Start or Delete the meeting. To go back to the meeting
information page just click on the title or Topic of the meeting.

ZOOIM & tme & Asgainimens

=), English £

cordings Schedule s New Meeting
=

Previpus Meetings Personal Meeting Room Cloud Recordings Get Training B

Starting and Recording a Zoom Meeting in D2L

While you will not typically record any personal meetings or virtual office hours, we
highly recommend recording any course content so that students unable to participate
in the live meeting may still access content. This may also discourage inappropriate
behavior during meetings. Recording is also key for captioning to be provided later as
needed. Be sure to inform participants they are being recorded. Zoom also automatically
informs participants they are being recorded when recording begins. The application
announces “Recording in progress” aloud, and “Recording stopped” aloud when
recording stops. Each participant receives a visual prompt where they 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.

@ This meeting is being recorded

By continuing to be in the meehing, you are consenting to be recorded,

The accgunt pwner and host can watch Zoom Clowd recordings and any
participant with permission can record to ther local dewice. These indraduals can

share these recordings with apps and others,
m | Leave meeting

11 |
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Please note that any class meetings scheduled and hosted from the Zoom integration in
D2L which are recorded to the cloud will be available to your Classlist automatically.

Host Tutorial Videos from Zoom
Note: Since these tutorials are from Zoom, they do not begin in D2L. However, the other

steps will be similar.

e Watch this quick tutorial on how to join a meeting
e Watch this gquick tutorial on joining and configuring audio and video

e Watch this quick tutorial in-meeting navigation
e Test Joining a Zoom Meeting

On the scheduled day and time, you (the host) will start the Zoom meeting.

1. Click the Start button beside the applicable meeting.

Topic

=

Z00M o o = o

Ergiisn £

Cloud Recordings

oom Meetings/Recordings Schedule a New Meeting

Ge

Meeting ID

9580833 4681

= Trainin

]

R

2. If you have never joined a Zoom meeting before, you might need to download
and run the Zoom client application. Select download & run Zoom. Once
downloaded, run the Zoom_launcher.exe (application) file.

Please click Open Zoom Meetings if you see the system dialog.

If nothing prompts from browser, click here to launch the meeting, or download & run Zoom.

12 |
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3. If you have previously downloaded and run Zoom, your web browser will

request your permission to open zoom meetings. Click the Open Zoom
Meetings (or Open Zoom) button.

Open Zoom Meetings?

https://coloradomesazoom.us wants to open this application.

Open Zoom Meetings

4. Click the Join with Computer Audio button.

Note: If you've not previously tested your set up, please click the Test
speaker and microphone link first.

5. If your video is not on yet, click the Start Video button in the meeting toolbar.
' N - ® T - -

Mute Start Video Security Participants

6. Before starting to record, be sure your participants know recording will be
taking place. Zoom will also inform them.

13 |
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7. If you wish to record in Gallery View:
a. Once all participants join and you're ready to begin the
meeting/presentation, switch to Gallery View.

© Zoom Meeting 1D: 801-788-2214

Liz Prickett

£ - m . & ° a -~ @ oo

t PauserStop Recording

b. In Gallery View, you should all have your cameras on and
you will see participants equally on the screen. 3-4 participants will be
shown in a quadrant view. Depending on your device, you may be able to
see up to a 5x5 (25 participant view) or a 7x7 (49 participant view). This
view may be managed in your Video Settings.

Oz

Liz Prickett

8 -~ W .
wee  swpwides e Manage Purtpants St

8. Once you're in Gallery View and ready to record, click the Record option.
4 -~ @ - 5 i " ® cc] H ® End

Mute Stop Video Security P s Polls Chat Sha Record | Live Transcript Breakout Rooms  Reactions

9. You'll be prompted to select Record on this Computer (Alt + R) or Record to
the Cloud (Alt + C).
Note: If you're recording to the cloud, you’ll receive a brief message indicating
you are connecting to the cloud server.
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10. Once you've started recording, you'll notice a Recording notice at the top
left of your screen.

) Zoom Meeting

Note: If you need help, refer to Zoom’s YouTube tutorial video Recording a
Zoom Meeting. You may Pause Recording during the meeting if needed.
11. Once your meeting/presentation is complete, click Stop Recording.

$ - @ - & ~ » o - (> ] cc] = ®

Mute Stop Video ecurity Polls Chat Share Screen

Resume/Stop Recording_|ive Transcript  Breakout Rooms  Reactions

Note: If you selected the option to record to your computer, Zoom will probably

provide a prompt: The recorded file will be converted to mp4 when the
meeting ends.

4 The recorded file will be converted to mp4
'ol when the meeting ends

If you selected the cloud recording option, you’ll receive a prompt asking Do
you want to stop cloud recording? If Yes, you will receive an email
notification when the cloud recording is ready. Click the Yes button if you're
ready to end the recording.
12. After you stop the recording, also click End (followed by End Meeting for
All).

& ~ @ - ' at ~ b » o - @ cc] as -]

Mute Stop Video Security Participants Polls Chat Share Screen Record Live Transcript  Breakout Rooms Reactions

End Meeting for All

Leave Meeting

Give feedback Cancel

13. Your recording will process and be saved in your preferred recording
location. (Refer to Step 4 of Zoom Settings.)

15|
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14. You can access your Zoom recordings from the Meetings area of the Zoom
application by going to the Recorded section, selecting the applicable
meeting, and clicking the Open button.
@ Zoom - O

X

L - ® Q e
Q Search  Ctl+F @ ] <
earc| il o ﬁ-

TeamChat  Meetings  Contacts Whiteboards

Nov 14, 2022 Using Microsoft Teams
and OneDrive/Office 365
for Collaboration

Using Microsoft Teams and
OneDrive/Office 365 for
Collaboration
Nov 14, , 3118 PM

Nov 14, 2022, 3:18 PM

Recording Link: https://coloradomesa.zoom.u..

Nov 11, 2022

Using Microsoft Teams and m | @ Copy Recording Info |
OneDrive/Office 365 for Collaboration
Nov 11, 2022, 2:19 PM

| mshare |

15. This takes you to the video, with captions and transcript. This allows you to
download as well.

zoom Using Microsoft Teams and OneDrive/Office 365... - Shared screer

n with speaker view

& Download (5 files

(@ search ransci

o
(G SeanHarwell 0002
Alight. Here we go.

Okay. So first things frst let me get the Powerpoint
.

Okay?

Oh, well that's a weird spot.

16. If you select the Copy Recording Info option, you may share this same
URL view with others.

17. If you select the Share option, this takes you to your Zoom Recordings.
This offers you a variety of sharing and downloading options.

Share recording - Using Microsoft Teams an.. *

Shareable Link

Ut @ Copy

Who can view

[ Everyone wit the recoraing link

Share with specific people

(emer

Q Share Settings

16 |Page
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Notes:

e If you recorded to your computer, by default, your recording will be saved as
an MP4 file titled “zoom_0". (There will also be an “audio_only” file and a
“playback” file, but you won’t use these.)

A audio_only
A playback

& zoom_0

e If you recorded to the cloud, you will receive an email from Zoom <no-
reply@zoom.us> indicating that your cloud recording is now available. The
email will include 2 links, 1 for the host only, and 1 to share the recording with
viewers.

e Be sure to abide by any applicable privacy (such as FERPA) expectations
before sharing videos.

Using the Zoom Meeting Toolbar

-
tar eo

St Polls Chat

4 =
Mute 5 Parti Sh.

A. Mute/Unmute: Mute or unmute your mic. Clicking the menu options will also
allow you to Select a Microphone, Select a Speaker, Test Speaker &
Microphone, Switch to Phone Audio, Leave Computer Audio, and Audio
Settings.

B. Start/Stop Video: Start or stop your webcam/camera. Clicking the menu
options will also allow you to Select a Camera, Blur My Background,
Choose Virtual Background, Choose Video Filter, Choose Avatar, and
Video Settings

C. Security: (Only available to the meeting host) Click the icon to select Lock a
Meeting, Enable Waiting Room, Hide Profile Pictures, Allow Participants
to: Share Screen, Chat, Rename Themselves, Unmute Themselves, Start
Video, Share Whiteboards, and/or Suspend Participant Activities.

17 |
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MR -
Mute S Polls

D. Participants: (Participant management options only available to the meeting
host) Click the icon to see your participant list, mute/unmute
participants, start/stop video of participants, and/or invite other
participants. Clicking on the 3-dot menu at the bottom right corner of the
Participants pane will allow you to access additional options, such as Ask All
to Unmute, Mute Participants on Entry, Allow Participants to Unmute
Themselves, Allow Participants to Rename Themselves, Play sound
when someone joins or leaves, Enable Waiting Room, Hide Profile
Pictures, and Lock Meeting. The Participants area also displays non-verbal
feedback options, such as yes, go slower, etc. which are available in
Reactions.

m Liz Prickett (Host, me) & 0 A

Y¥ou can now send non-verbal feedback
("yes", "slow down", etc.) from "Reactions"
on the toclbar.

Invite Mute All

E. Polls: You can create a poll during a meeting or start a prepared poll.

F. Chat: Click on the icon to access the Chat pane. Chats may be directed to
Everyone, host or an individual participant.

G. Share Screen: (Available to meeting host and participants, if the host
allows) Click on the icon to select your window or application you wish to
share from the Basic options, including a Whiteboard and iPhone/iPad
option. This screen also allows you to check the option to Share sound and
Optimize for Video Clip. The Advanced options allow you to share
PowerPoint as Virtual Background, Portion of Screen, Computer Audio,
Video, or Content from 2nd Camera. Clicking on the menu options (instead
of the icon) will allow you to select: One participant can share at a time,
Multiple participants can share simultaneously, and Advanced Sharing
Options (How many participants can share at the same time, Who can share,
and Who can start sharing when someone else is sharing).

H. Record: Click on the icon to choose where you wish to record: your device or
the cloud.

18 |
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Mute

vl - T~ dh .
art Video Security Yarti ts

St Polls Chat

c D E " H & ®© M

I. Show Captions: This option allows participants to view live
captioning/transcript during the meeting. You can control settings and host
controls. For more information, please review our Zoom Accessibility guide.

J. Breakout Rooms: You can create Breakout Rooms during a meeting or use
prepared rooms. You may assign participants automatically, manually, or let
participants choose room.

K. Reactions: You may use non-verbal reactions such as clap, thumbs up, joy,

open mouth, heart, or tada. You also have the option to respond Yes, No,

Slower, Faster, or I'm away. Hosts and co-hosts, as well as participants, now

have the option to recognize hand gestures, too. (Note: The 3-dot option allows

for additional reactions/emojis and allows the participant to change the skin
tone.)

V&89

- x

_EEEEREG v Recognize hand gestures (i dg

Note: If you prefer your participants only use the standard emojis, you may
adjust your Settings. Go to MAVZone > Zoom > Settings > In Meeting (Basic)
> Meeting reactions > Checkmark Selected emojis > Click Save.

— e
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Participants Polls Chat L Show Captions  Breakout Rooms

ICDE HIKL M

A. Whiteboard: Clicking on the icon allows you to access all, recent, shared, etc.
and start a New whiteboard. If you select the Templates option, you have a
variety to use during your meeting.

Whitcboards X
c
| @ searcn | Whiteboards Templates (2 New
B All Whiteboards
No data
(D Recent

& My Whiteboards
& Shared with Me

¢ Starred

| Q searen | Whiteboards Templates
All Templates S, Stor, Conine Retos pectie P

Agile and Scrum
Brainstorming and Idea

Design and Research Start, Stop, Conti... ««~ Meeting Notes. 8 Seed Bracket

Icebreakers and Team
roen, Ao Couse, Stuten
Mapping and Diagram
Meetings and Retrospe.
Science and Education
Problem, Root Ca... =~ Customer Touch ... --- Long Range Prod... «-
Sports and Games

Strategy and Planning

Friends and Family

When you open the board, you may use it in Collaborating or Presenting mode.
And, you have the option for users to access the board after the meeting or
not.

How do you want to open the board?
O Collaberating: Users are granted edit access

( :::' Presenting: Board opens in presentation mode and users are granted view access

Do you want users to have access to the board after the meeting?

0O ves

O No

Open Board Cancel

For more info, check out The All-New Whiteboard and Creating and
Collaborating with Zoom Whiteboard.

B. End/Leave Meeting: Click to End or Leave meeting if you are the host (you

may also assign another host if you leave). Click to Leave meeting if you are a
participant.
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Sharing Your Screen, Audio, or Video During a Zoom Meeting
Once you are in your Zoom meeting, you can share your computer screen and audio.

1. Click on the Share screen icon in the tool bar that pops up at the bottom of the
meeting when you hoover over with your cursor.

2. You will see a pop-up window where you Select a window of an application
you want to share. This will show the different screens you have open and you
can select the one you want to share. The shared screen will highlight in blue.
Note: you may want to close any personal or sensitive screens prior to starting the
meeting to make sure you don’t accidentally share sensitive information.

3. To enable computer audio in addition to sharing the screen, check the Share
Sound box in the lower left corner of the share screen pop-up window. You also
have the option to select Optimize for Video Clip and that is advised as well.

4. After you select the window/application you wish to share, click the Share button.

5. Now when you are in screenshare mode it will play all computer sounds to the
participants.

Note: Zoom now offers a helpful screen share preview for the host.
"‘ w d'- 1 w ll ,1

Start Video Security g Chat Yolis I Pause Share Annotate More

Sharing a Recorded Meeting

Please note once again: Be sure to abide by any applicable privacy (such as FERPA)
expectations before sharing videos.

Students in your course will automatically have access to the Cloud Recordings of
class meetings.

You will be able to share a link to the recorded meeting elsewhere in D2L.
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. In D2L, you may go to your Cloud Recordings in the Zoom integration and click
on the Files link with your meeting.

zoom it Home EJ Appointments
Your current Time Zone and Language are (GMT-07:00} Mountain Time (US and Canada), English £
All My Zoom Meetings/Recordings
Upcoming Meetings Previous Meetings Personal Meetino Cloud Recordings Get Training B
from | Select date to | 2023-03-08 Search by D Export Show my course recordings only
Delete A
Topic 1D Start Time File Size
Personal Sandbox - eprickett 95808334681 Mar 8,2023 10:31 AM o 2 Files(818 KB) Delete

. In Recording Details, you may click Download or Share. (Use the Recording
option unless you only want the audio version.)
zoom € Home B Appointments

Course Meetings = Recording Details

Personal Sandbox - eprickett

Mar 8, 2023 10:31 AM Mountain Time (US and Canada} ID: 858 0833 4681

Download

> Recording Analytics

Note: You may come back later to check out your Recording Analytics.

W Recording Analytics

Search

!

Summary By View By Download

Exportas CSV fite
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3. Click the Copy button. This will copy the text to your clipboard and you may paste
it into a file or announcement in D2L or email to your students.

Share this cloud recording
Title: Personal Sandbox - eprickett
Date: Mar 8, 2023 10:31 AM Mountain Time (US and Canada)

Recording-1(437 KB)

Cloud recordings are automatically captioned. For info on captions for your local
recordings, please review our Zoom Accessibility guide.

Panopto Meeting Recordings
Since Zoom and Panopto have an integration, Zoom cloud recordings will also be
added to a Meeting Recordings folder in your My Folder in Panopto.

Panopto Recordings ~

I OTE -samdbow-apnckett

You have the option to share the Panopto version by adjusting the Share settings and
then adding the Panopto video link within D2L, email, etc. For cloud recordings, the
captions from Zoom will automatically go to Panopto. If you recorded to your device,
you may add captions when you upload your video to Panopto by using the import
auto captions option in the Edit > Captions area. These auto-captions are editable for
accuracy. Check out our Panopto captioning guide for detailed directions.
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Participate in a Zoom Meeting in D2L (Students)

Use these steps to join and participate in a Zoom meeting in D2L.

Notes:

Check out Zoom System Requirements.

If you need to use keyboard shortcuts, they are available.

If you can’t use the desktop version or just prefer the app experience, there is a
Zoom mobile app available.

If you are using a Chromebook, please refer to How to Use Zoom on a
Chromebook and Getting Started on Chrome OS. Cloud recording may not be
available on a device using the Chrome OS. While you can still host a Zoom
session on this device, you may have to set another user as a co-host or allow
others to record.

You will should be able to join Breakout Rooms from a Chromebook but not on the
web client. You will be able to join but not manage from the mobile app.

If you are unable to install Zoom on any device, you may join a meeting via a web
browser. The Zoom web client offers limited functionality. Use the Chrome,
Firefox, or Edge (Chromium) web browser for the best functionality.

Participant Tutorial Videos from Zoom

Note: Since these tutorials are from Zoom, they do not begin in D2L. However, the other
steps will be similar.

Join a Meeting
Meeting Controls
Sharing Your Screen

Joining a Zoom Meeting

1.

Go to your course shell in D2L and click on Content.

<N .
cotorabo Mesa  Personal Sandbox - eprickett

Content Grades Assessments v Tools v Classlist
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https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
https://support.zoom.us/hc/en-us/articles/205683899-Hot-Keys-and-Keyboard-for-Zoom
https://support.zoom.us/hc/en-us/sections/200305413-Mobile
https://blog.zoom.us/how-to-use-zoom-on-a-chromebook/
https://blog.zoom.us/how-to-use-zoom-on-a-chromebook/
https://support.zoom.us/hc/en-us/articles/213298746-Getting-Started-On-Chrome-OS
https://support.zoom.us/hc/en-us/articles/206330935-Enabling-and-adding-a-co-host#h_9c3ee7f2-b70c-4061-8dcf-00dd836b2075
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording#h_3a53d485-a50f-4f6a-8019-533a0526fe47
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording#h_3a53d485-a50f-4f6a-8019-533a0526fe47
https://support.zoom.us/hc/en-us/articles/214629443#h_f96ad34f-0755-411b-8a23-9c0662ad081b
https://www.youtube.com/watch?v=vFhAEoCF7jg&list=PLKpRxBfeD1kEM_I1lId3N_Xl77fKDzSXe&index=8
https://www.youtube.com/watch?v=4w_pRMBEALE&list=PLKpRxBfeD1kEM_I1lId3N_Xl77fKDzSXe&index=10
https://www.youtube.com/watch?v=9wsWpnqE6Hw&list=PLKpRxBfeD1kEM_I1lId3N_Xl77fKDzSXe&index=11
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Navigate to the Zoom module or Zoom link posted by your instructor, or
follow the link shared by your instructor (host) on the day and time of your
Zoom meeting.

Note: The link will also be available in your D2L course Calendar.

Today and tomorrow » Personal Sandbox - eprickett

Personal Sandbox - eprickett Mar 8, 2023 11:00 AM - 12:00 PM
Personal Sandbox - eprickett Zoom Online Meeting

Click here to join Zoom Meeting:958 0833 4681

Once in the Zoom interface in D2L, go to Upcoming Meetings, find the
applicable meeting, and click the Join button.

ZOOI l . @ Home E) Appointments
Your current Time Zone and Language are (GMT-07:00) Mountain Time (US and Canada), English £
Start Time Topic Meeting ID
Today - ai
11:00AM Personal Sandbox - eprickett 958 0833 468 Jein

Note: You may need to enter the “waiting room” until your instructor allows you
into the meeting. Zoom will let you know if the meeting has not yet begun.

If you have never joined a Zoom meeting before, you might need to download
and run the Zoom client application. Select download & run Zoom. Once
downloaded, run the Zoom_launcher.exe (application) file.

Please click Open Zoom Meetings if you see the system dialog.

If nothing prompts from browser, click here to launch the meeting, or download & run Zoom.

If you have previously downloaded and run Zoom, your web browser will
request your permission to open zoom meetings. Click the Open Zoom
Meetings (or Open Zoom) button.

Open Zoom Meetings?

https:/fcoloradomesa.zoorm.us wants to open this application.

Open foom Meetings
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6. Once you connect to the meeting, click the Join Audio Conference by
Computer button to be able to speak and hear others. You can also select to
remember your audio joining preference by selecting the box Automatically
join audio by computer when joining a meeting.

Join with Computer Audio

Test Speaker and Microphone

() automatieally join audio by computer when joining a meeting

Note: If you do not have a microphone, you can choose to join via Phone Call.
7. Once you have joined the audio conference, you may Start Video if you wish
to share your webcam.

Mute Start Video Security

Note: Your instructor (host) may decide to Record the meeting. Check with your
instructor about the location of recorded class sessions. They may be available as cloud
recording links in Zoom or a Panopto folder, or your instructor may provide links to
Zoom or Panopto files elsewhere in your D2L course shell.

The application announces “Recording in progress” aloud, and “Recording stopped” aloud
when recording stops. You will be prompted to consent to recording (Got It) or leave
the meeting (Leave meeting).

ﬁ This meeting is being recorded

By continuing to be in the meseting, you are consenting to be recorded,
The gccount owner and host can watch Zoom Cloud recordings and any

participant with permission can record to their local device. These individuals can
share these recordings with apps and others,

m | Leave meeting
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Using the Zoom Meeting Toolbar

i ]

L - - ~ (O] ~ ~ [ ~
Mute Start Security Participants Yolls Chat Share Screen lecord Show Captions dreakout Rooms leactions Whiteboards

A. Mute/Unmute: Mute or unmute your mic. Clicking the menu options will also
allow you to Select a Microphone, Select a Speaker, Test Speaker &
Microphone, Switch to Phone Audio, Leave Computer Audio, and Audio
Settings.

B. Start/Stop Video: Start or stop your webcam/camera. Clicking the menu
options will also allow you to Select a Camera, Blur My Background,
Choose Virtual Background, Choose Video Filter, Choose Avatar, and
Video Settings

C. Security: (Only available to the meeting host) Click the icon to select Lock a
Meeting, Enable Waiting Room, Hide Profile Pictures, Allow Participants
to: Share Screen, Chat, Rename Themselves, Unmute Themselves, Start
Video, Share Whiteboards, and/or Suspend Participant Activities.

D. Participants: (Participant management options only available to the meeting
host) Click the icon to see your participant list. The Participants area also
displays non-verbal feedback options, such as yes, go slower, etc. which are
available in Reactions.

4 - W

ideo

m Liz Prickett (Host, me) § |

You can now send non-verbal feedback
("yes", "slow down", etc.) from "Reactions" =
on the toclbar.

Invite Mute All

E. Polls: You can create a poll during a meeting or start a prepared poll.

F. Chat: Click on the icon to access the Chat pane. Chats may be directed to
Everyone, host or an individual participant.

G. Share Screen: (Available to meeting host and participants, if the host
allows) Click on the icon to select your window or application you wish to
share from the Basic options, including a Whiteboard and iPhone/iPad
option. This screen also allows you to check the option to Share sound and
Optimize for Video Clip. The Advanced options allow you to share
PowerPoint as Virtual Background, Portion of Screen, Computer Audio,
Video, or Content from 2nd Camera.
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Polls Chat

Mute Star eo

H. Record: (Host)

I. Show Captions: This option allows participants to view live
captioning/transcript during the meeting. You can control settings and host
controls. For more information, please review our Zoom Accessibility guide.

J. Breakout Rooms: You can participate in Breakout Rooms during a meeting if
the host enables them. You may be assigned automatically, manually, or the
host may let you choose your room.

K. Reactions: You may use non-verbal reactions such as clap, thumbs up, joy,

open mouth, heart, or tada. You also have the option to respond Yes, No,

Slower, Faster, or I'm away. Hosts and co-hosts, as well as participants, now

have the option to recognize hand gestures, too. (Note: The 3-dot option allows

for additional reactions/emojis and allows the participant to change the skin
tone.)

&89

o x

§ Raise Hand

v Recognize hand gestures (i dg

L. Whiteboard: Depending on how your host enables it, the host may use it in
Collaborating or Presenting mode. And, the host has the option for users to
access the board after the meeting or not.

How do you want to open the board?

© collaborating: Users are granted edit access

() Presenting: Board opens in presentation mode and users are granted view access
Do you want users to have access to the board after the meeting?

0O ves

() No

Open Board Cancel

For more info, check out The All-New Whiteboard and Creating and
Collaborating with Zoom Whiteboard.
M. End/Leave Meeting: Click to Leave meeting if you are a participant.
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Captioning a Zoom Meeting & Other Accessibility Considerations

Check out our Zoom Accessibility guide to learn more about live transcription, captions
for recordings, keyboard shortcuts, and more.

Teaching Resources

Virtual Meetings: Use this guide for tips on improving video and audio, screen sharing,
scheduling, managing, recording and captioning virtual meetings.

How to Overcome Classroom Zoom Fatigue: Check out this article from Inside Higher Ed
for ideas for keeping everyone engaged.

The following are short video guides from Zoom.

e Zoom for EDU YouTube playlist (various videos)

e Zoom 101: Breakout Rooms

e Using Breakout Rooms during a Meeting

e Zoom 101: Polling (In-meeting)

e Polling for Zoom Meetings and Webinars

e Screen Share and Annotation

e How to use Waiting Rooms to Manage Office Hours & Drop-In Visitor Times

The following are guides/blogs from Zoom.

e Testing Computer or Device Audio

e How Do I Test My Video?

e Scheduling Meetings

e How Do I Invite Others to Join a Meeting?
e Roles in a meeting

e Waiting Room

e Host and Co-Host Controls in a Meeting

e Managing Participants in a Meeting

e Sharing Your Screen

e Sharing Multiple Screens Simultaneously
e Sharing a Whiteboard

e Using Annotation Tools for Collaboration

e In-Meeting File Transfer

e Getting Started with Breakout Rooms

e Managing Breakout Rooms

e Participating in Breakout Rooms

e Polling for Meetings

e Controlling and Disabling In-Meeting Chat
e Saving In-Meeting Chat
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https://www.coloradomesa.edu/distance-education/documents/zoom-accessibility-guide.pdf
https://www.coloradomesa.edu/distance-education/documents/virtual-meetings.pdf
https://www.insidehighered.com/advice/2020/08/19/advice-how-make-zoom-classes-energizing-and-community-building-opinion
https://www.youtube.com/watch?v=wbnyQwsVbiY&list=PLKpRxBfeD1kGZZC1unityQbSlueZDb8WD
http://customer-success-links.totango.co/ls/click?upn=59EOwhEQqqe7xpOuWXykDkeoB41lMtoY9gcZKojmsVcQYK1MSjFyQ1m7qcU2eP2b3HET5B3bNBLpBx5qvKJEpx-2Fy2GAt1fqypsJDx-2BMTguLM5LbaJu0Mk4VK78w7NdvmiLk5fwjJS720WffXqHhAHG3DquQUG07VOnb1fMuuJWsoEUTR3puHRvY-2BZ3gQrOZfUWtD_pkoavb-2BhuWZ79WcZR5ZhVBv3xTaFqTSdLkw3q5GQJdkWxZONkFSH1MzsnBM1LQyWZQNCSI8dqxyJpJXKMF2FJSiyioWoo1Xcv7IE2eaBASzm4-2FalYHYYf6c7AmmpASqpCneKSK6Omqm4Uq70fEgDX-2FEHUtU9wTN46lnNwsuZuR-2BHeyRCuJjmd2rD3WOAOI1Z1QO7w3qy-2FPAcKoSKTQVCXasN2ex-2Fh1eclkA-2By3vyARthhRg4Y7N-2BPCZb0NRMEnGbqw6uvqCqJzCUakWZ40sWx-2F65ml8RzjQ5OsmtDR8MKIppf2pvNRAuoNn2gxIdZGXeo0QooCUrPgZwiVEzNzNFCbPupSgbvjQvqq5YSg1-2B2FO5I5kSj63LaBu2rmGr8afz6sNFKsuFPawdEba4J82HbJkD-2FCnbEcKwNIq071czhPz2-2FOZMS03MN-2B1E4BGXHcy49xFYDTpZdXU0J4fzHpc7mWZpVtc-2BSUuvEFXOFxFXPpxpYQ8A8ETsGqd-2B4PE7nwXDJlMxObdsAtYYHDLF6L-2Bal-2BkryDh-2BXT-2B96LQ6e-2BLkGKP6A36Bnk3p06ClV0ZahoVTcxp45xq3MU-2BRo1ZbwQ7KB9MLVPrTm6fLNHn6zeKJl-2BOGEw-2B2jyi6ofegCLyQLaJydW1wwQL284KF918-2F4WTRXA-3D-3D
https://www.youtube.com/watch?v=GDKJM6JhyUY
http://customer-success-links.totango.co/ls/click?upn=59EOwhEQqqe7xpOuWXykDkeoB41lMtoY9gcZKojmsVfkdN-2FKro31TL1mcBe2s-2F1rm6Ye7Yh-2BeN4h76fWmjrWLeynaD6Pms9kk2lAiMKhi2AvzEopwpapMpWUDKaBeszwf8ln644-2FYnjXyZD-2BEuxGH-2FpmMbV-2B6L7MKmj1b2S-2FACBTDGHnJgld1M5w-2F0QpZRFF6-2BYg-2BY1ZuoA9U-2FuVX1HHdg-3D-3DiM54_pkoavb-2BhuWZ79WcZR5ZhVBv3xTaFqTSdLkw3q5GQJdkWxZONkFSH1MzsnBM1LQyWZQNCSI8dqxyJpJXKMF2FJSiyioWoo1Xcv7IE2eaBASzm4-2FalYHYYf6c7AmmpASqpCneKSK6Omqm4Uq70fEgDX-2FEHUtU9wTN46lnNwsuZuR-2BHeyRCuJjmd2rD3WOAOI1Z1QO7w3qy-2FPAcKoSKTQVCXasN2ex-2Fh1eclkA-2By3vyARthhRg4Y7N-2BPCZb0NRMEnGbqw6uvqCqJzCUakWZ40sWx-2F65ml8RzjQ5OsmtDR8MKIppf2pvNRAuoNn2gxIdZGXeo0QooCUrPgZwiVEzNzNFCbPupSgbvjQvqq5YSg1-2B2FO5I5kSj63LaBu2rmGr8afz6sNFKsuFPawdEba4J82HbJkD-2FCnbEcKwNIq071czhPz2-2FOZMS03MN-2B1E4BGXHcy49xFYDTpZdXU0J4fzHpc7mTw-2ByR6vkKF4cmwMomQPh3Bwp5RbRvQ2w-2BTxXpnOdpntJVPggU6hJOpAZi0V2sLyaS19zMSaoPxaK-2BXPjzKnoGoWi5OFBQ3BzkkxVsNmdIWzeNxhAC2xkO5ruocRfsZTrbUav5Bm1MK48WAHCbCmwY-2BjEzvkEVy9zW2n1yMDDfOyadx-2F0HcZnRR7TzfvMnjbOw-3D-3D
https://www.youtube.com/watch?v=dgZxc09FCIQ
https://www.youtube.com/watch?v=JmwUhwbzeDg
http://customer-success-links.totango.co/ls/click?upn=59EOwhEQqqe7xpOuWXykDuIQhjaiMcGnCemiCdlQOt1Xx-2B5VPYpGW8H4u8fwyX4mEv9rW-2F1mFNlLZ0-2FhMjNIKEgctp4b-2Fl-2FOU4p1bDqD1H4-3Dl0iM_pkoavb-2BhuWZ79WcZR5ZhVBv3xTaFqTSdLkw3q5GQJdkWxZONkFSH1MzsnBM1LQyWZQNCSI8dqxyJpJXKMF2FJSiyioWoo1Xcv7IE2eaBASzm4-2FalYHYYf6c7AmmpASqpCneKSK6Omqm4Uq70fEgDX-2FEHUtU9wTN46lnNwsuZuR-2BHeyRCuJjmd2rD3WOAOI1Z1QO7w3qy-2FPAcKoSKTQVCXasN2ex-2Fh1eclkA-2By3vyARthhRg4Y7N-2BPCZb0NRMEnGbqw6uvqCqJzCUakWZ40sWx-2F65ml8RzjQ5OsmtDR8MKIppf2pvNRAuoNn2gxIdZGXeo0QooCUrPgZwiVEzNzNFCbPupSgbvjQvqq5YSg1-2B2FO5I5kSj63LaBu2rmGr8afz6sNFKsuFPawdEba4J82HbJkD-2FCnbEcKwNIq071czhPz2-2FOZMS03MN-2B1E4BGXHcy49xFYDTpZdXU0J4fzHpc7mSSDZWJ9HbsQxOnG-2BZOSYM3KrLc8yghoYVeWDKSILLDD9bTfPByWvU6NADcS0CeOGwX1U6zho9SidjPePGRWH5Ij-2FY8n02AFbnOivZUZPI1fLSVgHEpXhpGEgGAeNnMKbsZ9sCX8kDkaU8M76kL-2FJ614o-2BW64FzRqTjm5J7nua8qQvBK-2BS1MPDAXslFD8WQ-2BFQ-3D-3D
https://support.zoom.us/hc/en-us/articles/201362283-Testing-computer-or-device-audio
https://support.zoom.us/hc/en-us/articles/201362313-How-Do-I-Test-My-Video-
https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings
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/360040324512-Roles-in-a-meeting
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room?zcid=1231&_ga=2.136188337.187884120.1585508840-1748035988.1584738053
https://support.zoom.us/hc/en-us/articles/201362603-What-Are-the-Host-Controls-
https://support.zoom.us/hc/en-us/articles/115005759423?zcid=1231&_ga=2.107363586.187884120.1585508840-1748035988.1584738053
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen
https://support.zoom.us/hc/en-us/articles/115000424286-Sharing-Multiple-Screens-Simultaneously
https://support.zoom.us/hc/en-us/articles/4410916881421
https://support.zoom.us/hc/en-us/articles/115005706806-Using-annotation-tools-on-a-shared-screen-or-whiteboard
https://support.zoom.us/hc/en-us/articles/209605493-In-Meeting-File-Transfer?zcid=1231&_ga=2.31284671.187884120.1585508840-1748035988.1584738053
https://support.zoom.us/hc/en-us/articles/206476093-Getting-Started-with-Breakout-Rooms
https://support.zoom.us/hc/en-us/articles/206476313
https://support.zoom.us/hc/en-us/articles/115005769646-Participating-in-Breakout-Rooms
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings
https://support.zoom.us/hc/en-us/articles/115004809306-Controlling-and-Disabling-In-Meeting-Chat?zcid=1231&_ga=2.137844016.187884120.1585508840-1748035988.1584738053
https://support.zoom.us/hc/en-us/articles/115004792763-Saving-In-Meeti

2N
COLORADO MESA

UNIVERSITY

DISTANCE EDUCATION

e Local Recording
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