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Introduction

Zoom is an easy to use video conferencing application that offers many
settings and options that beginners do not know about. This document will
cover some of these. For more information you can use the Zoom
customer support website htips://support.zoom.us/hc/en-us

This has a whole page of videos to help you

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials

Youtube also has many good videos on how to use zoom.
An earlier talk | did on Zoom. The video is available here:

https://www.youtube.com/watch?v=6XXPFDpN-UE

and the document here:

http://davetaenzer.com/docs/Zoom Tips and Tricks 2021 08.pdf

Zoom looks different on computers than on tablets or phones. | will show
examples on the Mac, iPad and iPhone. The Windows PC, android tablets
and android phones have similar displays.
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Settings

Zoom has lots of useful settings. You can change them on the zoom
website (https://zoom.us) or inside the application. On most computers, the
initial screen looks like this and has a Settings button in the upper right
hand corner that looks like a gear or flower:

L XN A = ©

Home Chat Meetings Contacts

Q search

’-»Q

9:36 AM

Monday, January 18, 2021

New Meeting ~ Join

o v
No upcoming meetings today

Schedule Share Screen
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https://zoom.us

Q_ Search

Diene Tasnzar

This brings up the Settings display:

®
Video
Audio

Background & Filters
Recording

Profile

Keyboard Shortcuts

Accessibility

Settings

() Use dual monitors (D

D Enter full screen when starting or joining a meeting

Always show meeting controls (@

D Copy invite link when starting a meeting

Ask me to confirm when | leave a meeting

D Show my meeting duration

Add Zoom to macOS menu bar

O Stop my video and audio when my display is off or screen saver begins

D Remind me minutes before my upcoming meetings

Theme

() Light () Dark O Use System Setting

Reaction Skin Tone

E t bbb b

View More Settings (4

On the left sidebar, there are many options, like Audio and Video.

Dave Taenzer

4 October 2021




You can also get to these during a meeting using the up-arrow buttons next
to the Mute and Stop Video buttons:

.

* Taenzer

@e -~

Stop Video

On the iPhone, the Setting button is on the bottom:

ol VZW Wi-Fi T 10:36 AM < @ 100% (wmm)

s Meet & Chat (4

Q, Search

New Meeting Join Schedule Share Screen

David Taenzer (you)

o O @

Meet & Chat Meetings Contacts Settings
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On the iPad, the Settings button is on the lower left side of the screen:

11:10 AM  Mon Jan 18 = 100% [#42)

Home

- New Meeting Join

Chats

O

Meetings

Contacts

/

@

Settings

Schedule Share Screen

&

Settings

The settings on each device may be limited. For example, virtual
backgrounds and filters are not available on all devices.
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Accessibility Settings on Computers

One set of settings that we did not discuss in my first Zoom talk was the
accessibility Settings. This is the bottom option on the settings window:

@ Settings
General Closed Captioning /
Font Size: (20)
Video
Small Large
Audio

Share Screen

Captions will look like this

Chat

Zoom Apps
Chat Display Size (3 +/-)

150% v h

Background & Filters

Recording
Profile Screen Reader Alerts Restore Defaults
Description Enable
Statistics
IM Chat Received
Q Feedback
Keyboard Shortcut Participant Has Joined/Left Meeting (Host Only)
‘i' Accessibility Participant Has Joined/Left Waiting Room (Host Only)
Audio Muted by Host

On the top of the display is a slider you can use to control the text size for
the closed caption text. There is also a menu that lets you control the size
of the text in the chat window.
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Video Settings on Computers

If you click on Video in the left side panel, you see:

[ Settings
General
Audio Camera
Share Screen [USB Camera b ]K
O Chat () originalratio () HD (] Mirror my video
My Video
Zoom Apps

D Touch up my appearance

Background & Filters : ‘
Adjust for low light

Recording
D Always display participant name on their videos

B Profile . o ;
\ D Stop my video when joining a meeting
0 Statistics Always show video preview dialog when joining a video meeting

D Hide non-video participants
G Feedback

D Enable stop incoming video feature
fevbear] Shopcuts D See myself as the active speaker while speaking
Accessibility Maximum participants displayed per screen in Gallery View:

O 25 participants O 49 participants

\ Advanced

There is a menu to change to a different camera if you have one. You can
also control if Zoom asks you about video when you join a meeting and if
you have a paid Zoom account, you can see 49 people instead of 25.
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If you click the blue Advanced link, you will see some other useful options:

[ Settings
General < Back
Optimize video quality with de-noise @
Audio Use hardware acceleration for receiving video @

You can try these to see if they improve the video for you.
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Audio Settings on Computers

If you click Audio on the left side pane you will see:

Share Screen

O Chat

Zoom Apps

Recording

Profile

Accessibility

Keyboard Shortcuts

Settings

General Speaker
Video / ( Test Speaker J (Same as System

Background & Filters

Output Volume: o )

D Use separate audio device to play ringtone simultaneously

Microphone

( Test Mic J (Same as System V&
Input Level:

Input Volume: cl )

/ Automatically adjust microphone volum

Suppress background noise Learn More

O Auto

O Low (faint background sound)
O Medium (computer fan, pen taps)
O High (typing, dog barks)

Music and Professional Audio

B

D Show in-meeting option to enable "Original Sound" @)

There are menus to change the speaker and microphone you are using
and to test them to make sure they are working. You can also control
whether your sound volume is controlled automatically or with the slider
control and the settings for suppressing background noise. You can
change any time to see how this affects your sound.
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If you scroll down, there are some other useful options like the ability to
temporarily unmute yourself with the space bar on the keyboard.

[ ] Settings
L = VIR Gt At hdiil J
General Input Level:
Video Input Volume: L )

Automatically adjust microphone volume

Suppress background noise Learn More

o Auto
o Chat (O Low (faint background sound)
O Medium (computer fan, pen taps)

z A
b O High (typing, dog barks)

Background & Filters Music and Professional Audio

Recording D Show in-meeting option to enable "Original Sound" @

Ringtones | Default v | (®
0 Statistics
People who can unmute you

Profile

G Feedback - . . s )
O Automatically join computer audio when joining a meeting

Keyboard Shortcuts () Mute my mic when joining a meeting

Accessibility Press and hold 'Space Key' to temporarily unmute

Sync buttons on headset

Advanced
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Meetings Settings on Portable Devices

There are fewer settings on phones and tables. You can change some of
these while you are in a Zoom meeting by clicking the three dot More
button and then selecting Meeting Settings:

2:01PM Mon Oct 11 XY) . = 100% (emm)

e oo 1
A ad
io Start Video Participant: More

End

Security

Record to the Cloud
Chat

Meeting Settings

Minimize Meeting

Dave Taenzer Rarlkarniind and Filtare

ﬂ, Raise Hand

8 & Y20
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This show you some of the more useful settings available on the computer
settings window:

2:02 PM Mon Oct 11 @D = 100% @m

End "N [/ Qe

Join Audio Start Video Participants More
Meeting Settings
Mute upon Entry
Play Join and Leave Sound
GENERAL
Always Show Meeting Controls
Touch Up My Appearance
Closed Captioning
Show Name when Participants Join
Show Non-Video Participants
Show Self View
Stop Incoming Video

Show My Connected Time

For example, you should probably have the “Always Show Meeting
Controls” turned on so the top buttons do not disappear.

You can turn closed captioning on and off but not the text size.

You can also hide meeting participants who have their cameras turned off.
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If you tap the gear button when you are not in a meeting and then the Show
Meeting Controls, you get more options than when you are in a meeting:

2:22 PM Mon Oct 11 eoe = 99% (@mm)

Close Settings

Dave Taenzer LICENSED
G dta***@gmail.com

Home
Meetings
New M| Contacts
Chats
Chat
General

Meetings

Ing Meetings

¥ Siri Shortcuts

Contacts

About

Sche(

Copyright ©2012-2021 Zoom Video Communications, Inc.
All rights reserved.

1

g

@

Settings
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4 Meeting Settings

AUDIO

Auto Connect Audio 101‘1‘ *

People Who Can Unmute You

Mute My Microphone

Use Original Audio

This will allow you to enable or disable original sound in a meeting. Original
sound will disable noise suppression.

VIDEO

Turn Off My Video

N

Touch Up My Appearance Off
Keep Virtual Background For All meetings
Aspect Ratio Original ratio

Mirror My Video O

The Auto Connect Audio should be off so you can control your audio when
you enter a meeting. This is very important if you join a meeting with more
than one device.

You can also try the Touch Up My Appearance and Mirror My Video which
flips your image horizontally so if you touch the right side of your head it will
appear on the right side of your display. This does not affect how other
people see you, only your display.
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If you scroll down, there are more settings:

4 Meeting Settings

Mirror My Video

ole

Show Video Preview

GENERAL

Always Show Meeting Controls z

Set Gallery View as Default

ele

Show Closed Captioning (when available) }

Show My Connected Time
Show Name when Participants Join
Show Non-Video Participants

Ask to Confirm when Leaving a Meeting

/OOO

Reaction Skin Tone

Auto-Copy Link Invite

Some of these can be changed in the in-meeting settings, but some like
setting the skin tone for reactions are only available when you look at
settings when you are not in a meeting.
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The reaction settings in at the bottom of the three dot More menu when you
are in a meeting:

2:01PM Mon Oct 11 Yy . = 100% (@mm)

End m ) ;.. !

Join Audio Participants. More

Security

Record to the Cloud
Chat
Meeting Settings

Minimize Meeting

Dave Taenzer Sl s Efieme

ﬂ, Raise Hand

NN X

The three dots on the bottom right bring up the emoji menu:

D = 97% =)
0 A a'’

Join Audio Start Video Participants More

208 2222286 (
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Screen Sharing on a Computer

Screen sharing in Zoom on a computer can be done in several ways:

Sharing the entire desktop (device) display

Sharing a whiteboard

Sharing another device via Wifi (screen mirroring)

Sharing another device via cable connection

Sharing application windows that are open when sharing starts

Portable devices can share their device display and various types of data

but are much more limited than computer screen sharing. On phones and

tablets, the screen is normally shared and then applications are opened to
show information to the other meeting participants.

Sharing on a Mac or Windows PC is done with the green Share Screen
button at the bottom of the display:

22~ 0 @ @

Participants Chat Share Screen Record Reactions
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This brings up a window that displays four standard options and box for
each open application window:

Basic Advanced Files

V4 [
!

Desktop 1 Whiteboard iPhone/iPad via AirPlay iPhone/iPad via Cable

Safari - More Zoom Tips and Trick... Finder - iCloud Drive

() sharesound ~ () Optimize for video clip

The Desktop is selected by default and highlighted with a blue background.
The boxes (options) to the right are for the whiteboard, sharing a portable
device via Wifi (in this case Apple Airplay screen mirroring) or a portable
device by connecting it with a cable.

The boxes on the second line are windows that were open on my desktop
at the time | clicked the Share Screen button. To share my whole desktop,

| would simply click the blue Share button in the lower right corner.

To share an application, | would click on it to select it and then click the blue

Share button.
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The Share Sound and Optimize for video clip checkboxes at the bottom of
the window are used when you are sharing a video.

() Sharesound v [ ] Optimize for video clip

For example, if you want to share a Youtube video with your browser, it is
important to check these boxes. If you forget the other participants will not
hear the sound.

Once | start sharing on a computer, a Zoom control panel appears with a
red Stop Sharing button along with buttons to switch to a different share
(New Share)

FANR i -~ S22 v . I ’” @

Join Audio Start Video Participants Chat New Share Pause Share Annotate Remote Control More

£ You are screen sharing _-}| m Stop Share

If you start sharing a video but forgot to turn on the sound buttons, you can
click the New Share button, check the boxes and share the desktop or the
same window you were sharing before and this will enable the sharing of
the video sound.
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Screen Sharing on a Portable Device

On an iPad, the green Share Screen button is in the upper right part of the
screen. After you tap on that, tap on the word “Screen”:

m, FT74% R

) A ;g* cee

Join Audio Start Video Participants More
Screen
Photos

iCloud Drive

Dropbox

Microsoft OneDrive

Mirrnenft CharaDaint
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You will see this pop up. If there are several options, make sure Zoom is
checked. If not, tap on Zoom and then tap on Start Broadcast:

O,

Screen Broadcast

Y
|y /oom

Start Broadcast

You will then see this pop up:

Screen Broadcast

Stop Broadcast
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Click on the Home button (or swipe up to view the home screen). You will
probably need to do this twice until you see your home screen.

When you are done sharing your device, click the red oval stop button in
the upper right corner of the screen:

You will then see this pop up. Tap on Stop to stop the sharing and then tap
on the blue Zoom button to rejoin the meeting.

Screen Broadcasting
Stop broadcasting screen with Zoom?

Cancel Stop
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The iPhone is very similar but the green Share Screen button is at the
bottom of the screen:

Dave Taenzer

IOWN CO

Join Audio Start Video Participants More

The next steps are the same as described above. When you are ready to
stop sharing, click the red bar at the top of the screen:

' VZW WIi-Fi ® ® 5:51PM 7 @ 90% @)

.. 5 -'Z\. , " %O’T

Settings App'.S.tore - Clock Calendar
@ 7

You will then get the Stop Broadcast popup as described above and can
tap the blue Zoom button to rejoin the meeting after you have stopped
sharing your screen.

After you stop the broadcast, click the Home button and then the blue
Zoom button to return to the Zoom meeting.
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Saving the Chat on a Computer

If you are a computer and have the chat window open (by clicking the Chat
button at the bottom of the screen), you will see a three dot “More” menu in
the bottom right corner of the chat display:

Save Chat

Participant Can Chat With:
No one
Host and co-hosts
Everyone

o]
co Wh v Everyone and anyone directly

&

Type message here...

A

Click the “Save Chat” option and it will save the chat for the meeting in a
Zoom folder in your Documents folder. The Zoom folder contains a folder
for each meeting where you saved the chat:

CYoX < Documents =7 = v @~
O D t / Name Date Modified v | Size Kind
ocuments ' {
5 Desktop v [ Zoom Today at 1:09 PM -- Folder
v £ 2021-10-13 13.09....Room 911917 Today at 1:09 PM -- Folder
& iCloud Drive « meeting_saved_chat.txt Today at 1:09 PM 47 bytes  text
) > 53 2021-10-13 12.12....0lorado 165218752 Today at 12:39 PM -- Folder
A4
LS > £ 2021-10-12 12.40...lorado 165218752  Yesterday at 12:47 PM -~ Folder
& Dave's Mac mini > [0 2021-10-12 11.06....icts 95473978676 VYesterday at 11:14 AM -~ Folder
Macintosh HD > [ 2021-10-11 11.25....Link 85028788227  Oct 11, 2021 at 12:30 PM -~ Folder
a T B > B3 2021-10-08 12.31....lorado 165218752  Oct 8, 2021 at 12:31 PM -- Folder
aenzer Backup a e ] I .
& Taenzer Backup . iCloud Drive > [l Documents
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Conclusion:

Zoom has many, many settings and features. For more information, visit
the customer support page on the Zoom website to learn more.

https://support.zoom.us/hc/en-us
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