
       

 

      
   

    
   

    
    

     
  

 
    

   

   

   

   

   

   

    

   

   

   

    

   

   

 

  

Host and Participate in a Zoom Meeting 
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 a meeting and participate in a 
meeting. Guidance is also provided for captioning and teaching resources. 
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Host a Zoom Meeting 
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 section of this 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. 

As the host, you may access Zoom via: 

• MAVzone > Applications > Zoom 
• Zoom desktop application (once installed) 
• Zoom mobile app (check out Zoom’s mobile app guide) 
• D2L > Content > (Module) > Existing Activities > External Learning Tools > Zoom 

(option only available for faculty) 

Use this part of the guide to schedule and host a Zoom meeting. The screenshots are 
based on the Zoom desktop application. If you wish to use the D2L Zoom integration, 
please refer to the Host and Participate in a Zoom Meeting with D2L guide. 

Host Tutorial Videos 
From Zoom: 

• Scheduling a Meeting from the Web or Desktop 
• Recording a Zoom Meeting 
• In Meeting Navigation 
• Share Your Screen, Video, or Audio 
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https://www.coloradomesa.edu/distance-education/documents/zoom.pdf
https://www.coloradomesa.edu/distance-education/documents/zoom.pdf
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://zoom.us/mobile
https://blog.zoom.us/how-to-use-zoom-on-a-chromebook/
https://blog.zoom.us/how-to-use-zoom-on-a-chromebook/
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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/214629443#h_f96ad34f-0755-411b-8a23-9c0662ad081b
https://support.zoom.us/hc/en-us/sections/200305413-Mobile
https://www.coloradomesa.edu/distance-education/documents/zoomd2lhostparticipate.pdf
https://www.youtube.com/watch?v=Cbw1UhvSQRU
https://www.youtube.com/watch?v=rUYrI3fOGjA
https://www.youtube.com/watch?v=Dcd6nNmtGo0
https://www.youtube.com/watch?v=C4sptqFb0Bk
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□ X 

ffl Add a calendar 

From CMU: 

Recording Group Presentation with Zoom (Note: This video does not mention the 
required password/waiting room when setting up a meeting.) 

Zoom Settings 
1. Once you have a Zoom account and have the desktop application (program) 

installed, launch Zoom from your computer. (Note: If you cannot find the program 
on your computer, you can download it again from 
https://zoom.us/download#client_4meeting.) 

2. After launching Zoom, click on the Settings (gear icon) menu on the top right of 
the launch window. 
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D Alw,1ys show video prfView dialog when joining a video meeting 

Q Hidenon--..deopartmpants 

Q HideSelfView 

Q Enablestop,ncom,ngv,deofnture 

O seemyselfastheactivespeakerwhilespeabng 

MaxlmumpartJc1pantsdisplayedperscreenN1Galle,yView: 

0 2sparticipants Q 49participants 
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localRKording 
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Q Keeptemporaryrecordingfiles 0 

Cloud Recording 

YouhwelOSOOGBofcloud=o,dsto,~e. 

G Show not~icat1on when a new recording 1s available 

Cl D 
New Meeting .., Join 

Schedule Share Screen 

3. Check out Video settings, including Advanced. Explore the settings for General, 
Audio, Share Screen, Background and Effects, Profile, etc. 

4. You can also go to the Recording settings and choose a preferred Local 
Recording location (such as Desktop) to save recordings. Recordings are also 
available in Cloud Recording. Cloud recordings have more options, such as 
automatic captioning. Close the window when you are finished adjusting the 
settings. 

Scheduling a Zoom Meeting 
1. From the main menu, select Schedule. 
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X 

Q R«urringmed.ing e Time Zone Mountain Time (US and Cana ... 

Meeting ID 

0 Gener11te Autom11tically Q Persona(Med.ing lD 

Security 

Q Passcode0 
Onlyuserswhohavetheinvrte linkorpasscodtcanjoinlhtmtttino 

l!I Waiting Room 
Ontyustrsadmrtttdbyththostcanjointhtmttting 

0 Onlyauthenticateduserscanjoin:Sign intoZoom 

Video 

Host Q On 0 Off Participanb: Q on O 0ff 

Audio 
Q Telephone Q Computer Audio 

DialinfromUnitedStat6 Edit 

Ca lend;u 

Q Outlook 0 Google Calendar 

0 Telephone and Computer Audio 

0 OtherCalendars 

2. In the Schedule meeting dialog: 

a. Topic: Name your meeting. 
b. Start: Add your meeting date and time. 
c. Duration: Enter your estimated meeting length. 
d. Recurring meeting: Check this box to schedule recurring meetings. (Note: 

Zoom limits users to 50 recurring meetings for one scheduling set up. If you 
need additional meetings, you will need to set up an additional recurring 
meeting.) 

e. Time Zone: Double check you are in the correct time zone. 
f. Meeting ID: Select from Generate Automatically or use your Personal 

Meeting ID. 
g. Security: Check if you wish to include a Passcode or Waiting Room 

(recommended). You also have the option for Only authenticated users 
can join: Sign in to Zoom 

h. Video – Host: 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. 

i. Video – Participants: Choose if you would like the participants' 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. 

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

k. Calendar: Select Outlook. 
l. Click the Save button once you’ve made your selections. 
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https://support.zoom.us/hc/en-us/articles/360037117472-Authentication-Profiles-for-meetings-and-webinars
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AdvanQed ,Opti,on5 ,.., 

0 All ow participa11ts to joi11 anytime 

8 Mute participants upon entry 

0 Autom atically record meetin g 

0 Approve or blo ck ent ry for users horn sp ecifi c countries/reg ions 

Altern ative hosts: 

[ john@company.com 

Allow alternative hosts to add or edit polls 

Interpretation 
II Select language interpretati on (audio chann els) below 

You can assign interpreters here or during a meeting 

[ john@company.com J ( ,N Eng li s h v ] ;! ( v ] X 
----------~ ~------
+ Add Language Interpreter 

J 

Notes: 
• Expanding the Advanced Options allows you to select additional options: 

A. Allow participants to join anytime: Typically leave this option 
unchecked so that you are the first in the meeting. 

B. Mute participants on entry: This is a good option to check, 
especially for meetings with multiple participants. 

C. Automatically record meeting: This may be a good option to 
check if you’re hosting a class session(s) and need to share the 
recording with the class or need to caption the meeting afterward. 

D. Approve or block entry for users from specific 
countries/regions: This may not be applicable. 

E. 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. 

F. Allow alternative hosts to add or edit polls: Check out our 
Advanced Polling and Quizzing guide that shows you how to add and 
launch polls and quizzes during meetings and view/download results. 

• Interpretation: If your meeting will have an interpreter, checkmark Select 
language interpretation (audio channels) below. (For more 
information, please contact Distance Education.) 
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https://www.coloradomesa.edu/distance-education/documents/zoom-advanced-polling-quizzing.pdf


 
 

  

    
     

     
   

 

 

    
  

    
      

 

     
 

 

       
     
    
  

  

Prickett's Zoom M ... G ~ 
3:00 PM - 4:00 PM 

Meeting 10: 940 6437 0868 

ff! Add a calendar 

Copy Invitation 

Edit 

Delete, 

. ~ 

COLOR.ADO MESA 
UNIVERSITY 

DISTANCE EDUCATION 

3. The meeting details will appear. Depending on how you need to share the details 
with meeting participants, you may copy the entire instructions or just copy the 
meeting topic, time, and link and paste the details for your participants in an 
email, D2L, etc. You’ll be prompted to add the meeting to your Outlook calendar. 

Notes: 

• If you don’t already have it set up, you may add the meeting to your Outlook 
Calendar as well with the Microsoft Outlook desktop plugin. 

• If you need to copy the meeting invitation again, you may do so by clicking on the 
3-dot menu by the scheduled meeting and selecting the Copy Invitation option 
from the dropdown menu. 

When sharing your meeting link, it may be helpful to include some quick tutorial links for 
your participants, such as: 

Before Joining: 

• Watch this quick tutorial on how to join a meeting 
• Watch this quick tutorial on joining and configuring audio and video 
• Watch this quick tutorial in-meeting navigation 
• Test Joining a Zoom Meeting 
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https://support.zoom.us/hc/en-us/articles/200881399-Microsoft-Outlook-plugin-desktop-
https://www.youtube.com/watch?v=pAMDxH_H_Cs
https://www.youtube.com/watch?v=ugda61PyFIo
https://www.youtube.com/watch?v=Dcd6nNmtGo0
https://zoom.us/test
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D X 

Starting and Recording a Zoom Meeting 
On the scheduled day and time, the host will start the Zoom meeting from the Zoom 
application main menu. 

Recording note: While you will not typically record any personal meetings, some 
meetings, such as interviews or group projects, need to be recorded. This may 
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. 

1. Click on the Start button beside your scheduled meeting. 

2. 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. 
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3. If your video is not on yet, click the Start Video button in the meeting toolbar. 

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

5. 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. 

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. 

6. Once you’re in Gallery View and ready to record, click the Record option. 

7. 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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8. Once you’ve started recording, you’ll notice a Recording notice at the top left 
of your screen. 

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. 

9. Once your meeting/presentation is complete, click Stop Recording. 

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. 

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. 

10. After you stop the recording, also click End (followed by End Meeting for 
All). 

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

12. 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 View button. 
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13. This takes you to the video, with captions and transcript. This allows you to 
download as well. 

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

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

Notes: 

• 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.) 

• 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. 

• Be sure to abide by any applicable privacy (such as FERPA) expectations before 
sharing videos. 
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Liz Prickett (Host, me) · J}, ~ 

You can now send non-verha l feed hac k 
("yes", "slow down", etc.) from "Reactions" X 
on the to olhar. 

( Mute All ] 0 

Using the Zoom Meeting Toolbar 

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, 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. 

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. 
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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. 

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.) 

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. 
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How do you want to open the board? 

0 Co llaborating: Users are granted edit access 

0 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? 

0 Yes 

Q No 

Q§:@I Cancel 

L. 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. 

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. 

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

M. 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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ZQQffi Products Solutions Resources Plans & Pricing Schedule Join Host V Whl 

Cloud Recordings Local Recordings 
Prof ile 

Meet ings 
~[ Q_s,_"_'"_'_Y<_oo_<_o_, M_,_"'-"'_10 __ ~) [ 1111 Search text In audio transcript 

Webiners 

Phone O Topic SlartTime File Size 

Nov 14, 2022 03:18 PM 5 Flles(194 MB) 
Whiteboards 

Using Mic,osofl Teams and OneDrive/Olfice 

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. 

Sharing a Recorded Meeting 
Be sure to abide by any applicable privacy (such as FERPA) expectations before sharing 
videos. 

You will be able to share a link to the recorded meeting. 

1. Go to Recordings > Cloud Recordings > navigate to your meeting and click 
Share. 
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Share recording - Using Microsoft Teams an ... X 

Shareable LinK 

hnps://co loradomesa.zoom.us/rec/share/XGkEmODGs4u8ws6 ... 

Who can view 

( Everyone with the recording link 

Share with specif ic people 

( Enter a name or email address 

0 Share Settings 

Share Sett ings 

• 0 Set expiration date 

G Viewers can download 

G Viewers can see transcr ipt 

G Viewers can see chat 

0 Viewers need to reg ister to watch 

0 Passcode 

'ii Copy 

Send 

Cancel 

2. In the Share settings dialog, adjust your settings as needed. (Screenshot shows 
the default settings.) 

a. Set expiration date. This may be useful in some cases. (Default off) 
b. Viewers can download. Consider turning this option off. (Default on) 
c. Viewers can see transcript. Leave this option on for accessibility. (Default 

on) 
d. Viewers can see chat: Viewers may view the chat from the meeting 

recording. 
e. Viewers need to register to watch: (registration required). (Default off) 
f. Passcode: if enabled, you will need to create a strong password. (Default 

off) 
g. Save: closes the dialog box. 

3. Paste the sharing information/link into an email, D2L, Teams chat, etc. to share 
the recording. 

Cloud recordings are automatically captioned. Please review our Zoom Accessibility 
guide. If you recorded to the cloud, you will receive an email once the audio transcript is 
available. This means the captions will also be available in the recording. 
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You may also download the recording to your computer and then upload it to a 
platform with which you are familiar, such as Panopto. If you need to share it in D2L, 
you may do so via the Insert Stuff > Embed Code feature in the HTML editor. 

For more information, check out Zoom’s guide for managing and sharing cloud 
recordings. 

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. 

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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https://oolorc1domesa.zoom.us/j/'· - --;=;;;.::::::;:::::::::::;;;;;:::==:;::===1 

Meetrngm: 

Pass.code: 

One tap mobile 

Laurn hing. 

Please c1;,k Opeo Zoom ""'""'' ;f you= the ,ystem d;,10, / 

If nothing prompts from brow,;er, click here to la<Jr.ch the meeting, or download & run Zoom 

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

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 
• Join a Meeting 
• Meeting Controls 
• Sharing Your Screen 

Joining a Zoom Meeting 
1. Follow the link shared by your instructor or host on the day and time of your 

Zoom meeting. 

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. 
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https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
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https://support.zoom.us/hc/en-us/articles/214629443#h_f96ad34f-0755-411b-8a23-9c0662ad081b
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https://www.youtube.com/watch?v=9wsWpnqE6Hw&list=PLKpRxBfeD1kEM_I1lId3N_Xl77fKDzSXe&index=11
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PhoneCall Computer Audio - • ►MM#MHl#N 
Test Speaker and Microphone 

! ' ~I "r .:.~ ' ,h ~ ' D ' , m ' :: ~ ' -:. ' End 
I 1u ~ u • I \ l r ► ,r I rn ► I I , ;;, , \I, 'I r E , u R F. , 1 ,, I I ,r I 

This meeting is being recorded 
By conbnuing to bc m the mcdmg. you arc rnmmt:rng to be: recorded. 

The~ and host can watch Zoom Cloud recordings and any 
parbapant wrth pumis~on can rec01d to thl!:1r local dl!Vtc~ Th~ m-d1vtduals can 
share the:se recordings wrth apps and others, 

- ( Leave meeting J 

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. 

4. 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. 

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

to share your webcam. 

Note: The host may Record the meeting. The host of the meeting is responsible for 
recording if needed. 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). 
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("yes", "slow down", etc.] from "Reactions" X 
on th e toolhar. 

( Mute All ) 0 

Using the Zoom Meeting Toolbar 

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. 

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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0 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? 

0 Yes 

Q No 

.. ,., Cancel 

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.) 

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. 

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. 

Resources 
Check out our Virtual Meetings Guide. 

The following are short video guides from Zoom: 

• Zoom 101: Breakout Rooms 
• Using Breakout Rooms during a Meeting 
• Zoom 101: Polling (In-meeting) 
• Polling for Zoom Meetings and Webinars 
• Screen Share and Annotation 
• How to use Waiting Rooms to Manage Office Hours & Drop-In Visitor Times 

The following are web guides from Zoom: 

• Testing Computer or Device Audio 
• How Do I Test My Video? 
• Scheduling Meetings 
• How Do I Invite Others to Join a Meeting? 
• Roles in a meeting 
• Waiting Room 
• Host and Co-Host Controls in a Meeting 
• Managing Participants in a Meeting 
• Sharing Your Screen 
• Sharing Multiple Screens Simultaneously 
• Sharing a Whiteboard 
• Using Annotation Tools for Collaboration 
• In-Meeting File Transfer 
• Getting Started with Breakout Rooms 
• Managing Breakout Rooms 
• Participating in Breakout Rooms 
• Polling for Meetings 
• Controlling and Disabling In-Meeting Chat 
• Saving In-Meeting Chat 
• Local Recording 
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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
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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
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