Zoom Basics Usage Guide

Zoom is USF’s web and video conferencing tool.

Activate your Professional account at http://usfca.zoom.us.

Download a copy of the software from https://usfca.zoom.us/download

Zoom runs on Mac, PC, iOS and Android devices. After downloading and installing the Zoom
application, launch it from either your Mac/PC desktop or laptop. The program icon then appears
in your Dock or Taskbar.

Setting up an External Microphone

Before joining a Zoom meeting it is important to consider which type of microphone and speaker
will you be using for best results. It is recommended that you use an external USB headset instead
of using your computer’s build-in microphone and speakers. Using a USB wired headset is the best
choice as it prevents echo and feedback from your computer to other participants.

On a Windows PC

1. Right click on the speaker volume icon in the system
tray in the lower right corner of your screen and e Eat e
select Open Sound settings from the menu.
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3. Click on the Recording tab and select the external

microphone you have connected to the PC. Next click

Properties and select the Levels tab. Here you can
adjust the gain or sensitivity of the microphone
through the slider controls.

Playback | Recording | Sounds | Communications |
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Select a recording device below to modify its settings:
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3. Click on the Input tab and select the

external microphone you have
connected to your Mac. You can
also adjust the gain or sensitivity of
the microphone through the Input
volume slider. Close the System
Preferences to finish.

Regardless of whether you use internal or external microphones and speakers, you should spend

[ J < i Sound

Sound Effects  Output m

Select a device for sound input:

Name Type
Internal Microphone Built-in
Samson GoMic Use
Settings for the selected device:
Input volume: !) k!J
Inputievel: B O 000
Output volume: o o)) @ Mute

Show volume in menu bar

some time practicing with Zoom and adijusting your audio/video settings before participating in

large meetings.

Join a Meeting-in-Progress

Joining a meeting is done in two ways; the first is through an invitation where the scheduling host
sends you a calendar invite with the link or an email with the join link. All you need to do is to click

on the join link to enter the meeting.

INBOX x ) | & People v

Test meeting

© 5:00PM-6:00PM Thu, Jan 27

& Alert 10m before

yoshio >> Ken Yoshioka (Organi...
Ken Yoshioka

Ken Yoshioka is inviting you to a
scheduled Zoom meeting.

Join Zoom Meeting

Meeting ID: 829 4807 5172

One tap mobile
+16699006833,,82948075172#
US (San Jose)

Accept  Decline @ Maybe

Calendar invitation

Test meeting invitation

Ken Yoshioka
To:

Ken Yoshioka is inviting you to a scheduled Zoom meeting.

Topic: Test meeting
Time: Jan 27, 2022 05:00 PM Pacific Time (US and Canada)

Join Zoom Meeting

Meeting ID: 829 4807 5172
One tap mobile
2948075172# US (San Jose)
82948075172# US (Tacoma)

Dial by your location
+1 669 900 6833 US (San Jose)
+1253 215 8782 US (Tacoma)
+1 346 248 7799 US (Houston)
+1 312 626 6799 US (Chicago)
+1646 558 8656 US (New York)
2 US (Washington DC)
829 4807 5172
ker8 JNNHB5

Email invitation
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The second way to join is if you have the Meeting ID number. Open the Zoom app on your Mac,
PC or mobile device and sign into the app with single sign on to authenticate into your USF Zoom
account.

1. To join a meeting-in-progress
click on Join button on the Home
tab of the Zoom app.

o

o

2. Enter the Meeting ID of the session that you will like to
join. Join a Meeting

p .
‘ Meeting ID or Personal Link Name ~ J

The person who invited you to this meeting must have
shared with you a 10 or 11 digit meeting ID number. P

Don't connect to audio

) Turn off my video

Cancel

You'll be presented with the following screen to test the audio settings for microphone and

speakers.
It is recommended that you check your audio settings before entering the meeting. Click on Test
Speaker and Microphone to check the settings.

[ ] Choose ONE of the audio conference options

Phone Call Computer Audio

Join with Computer Audio

Test Speaker and Micro

join audio by when joining a meeting
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Check if your Speaker is working properly and you if © )
D h ?

have the right speaker selected. Click Yes after oyouheararingtone

confirming the speaker. Select Speaker Testing 2/8
RODE NT-USB v

Output leve

No, Try Another Speaker Yes

Check if your microphone is working properly by

. . . . Speak and pause, do you hear a replay?
speaking and pausing to see if you can hear your voice

and to select the correct microphone if neccesary. Click Select Microphone Testing 2/10
Yes after confirming the microphone. RODE NT-USB v

Input level:

| No, Try Another Microphone Yes

. . . . o)
You should then see a confirmation screen asking you to click Your devios is workisg propety]

End Test.

Speaker: RODE NT-USB v

Microphone: RODE NT-USB v

Now click on the Join Audio button in the Zoom toolbar and click the button Join with computer
audio to enter the meeting.

)

Join Audio

L] Choose ONE of the audio conference options

Phone Call Computer Audio

I Join with Computer Audio |

Automatically join sudio by computer when joining a meeting
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Scheduling your own Zoom Meeting
Scheduling through the Zoom App

Scheduling through the Zoom app on your Mac or PC is great for individual meetings to schedule
and place on your Google Calendar.

1. Login to the Zoom app and 2 & - ©
Click on Schedule to set up a

o

meeting to begin.

2. Enter the details for the Zoom meeting including location, ::‘eduleMeemg
day and time. Choose whether you would like Zoom to ((ken Yook za0m s )
generate the meeting ID automatically or if you would e ) () (e
like to use your Personal Meeting ID. Select one of the rgmsby | TineZone P T 1 st Conl
security options for setting a passcode or the waiting B
room. Click on the link Advanced Options to access e
additional options. il B
o ©0n O on At © tn O o
O i O omptr e © Mephr ot
Oks O oumcimin O 0wk O cowcumn
[ ramcesopions ]
el ...
catendar
3. Check the box if you would like to enable any o O cooghCumndwr O outook O Ot Cakenders
options like Allow participants to join anytime, Advanced Options -
record the meetings automatically, or to add e
Alternative Hosts. Select Google Calendar in the e e e
Calendar section. Click Save to continue. Auarraie Hosts
terpreceion
Ensbleanpuepe rerratation
ol ...
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4. A web browser window will open asking you to login to your DonsApps Google Calendar;
You can invite people to the meeting by adding their email addresses in the Add Guests
field or copy the meeting details in the description area to paste into an email. Click
Save at the top of the event window to add the meeting to your Google Calendar.

o . RS
X Ken Yoshioka's Zoom Meeting ﬂ e oot

Add Google Meet video conferencing
0
Mitps:ifusfca 200m us//8269921 5145

o @ ¢ R

Schedule a Meeting from the USF Zoom Site
You can also schedule a meeting on the web by signing in on the USF Zoom account site:
https: //usfca.zoom.us.

€ 5 C & ustcazoomus L P00 GNP

g, UNIVERSITY OF
A5 SAN FRANCISCO

myUSF

N A MEETIN

Zoom Video Conferencing
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Once you have signed in, click on the Meetings link on the left side of the page and click Schedule

a Meeting on the right side of the page.

UNIVERSITY OF SAN FRANCISCO

important Notice

important Notice

ow 10 turn on pars

Ao Meetings
Profie
_ Upcoming  Previous  Personal Room  Meeting Templates
Webinars . s
Recordings T
Settings
11:30 AM - 12:00 PM Ken Yoshioka's Zoom Meeting

R —

by detaut For move x

ek hare 1 oo x

Enter the details for the Zoom meeting including location, day and time. Choose whether you would
like Zoom to generate the meeting ID automatically or if you would like to use your Personal
Meeting ID. You can also configure if the meeting is recurring meeting and if you want to require

registration for the session.

UNIVERSITY OF SAN FRANCISCO
peRsONAL
3% - Schedse & Mestn
Profite
T
Wetinars
o Chrome Plugin for Zoom
Recordings Schedule your Zoom meetngs deectly rom Google Calendar with the Clvome phugin. Chck here 1o Gownioad
Settings
Tophe My Mesting
Ao Description (Optional
Dashboard
User Management 2
Room Management.
Account Management
hae 1M0V2020 i 2w o~
Advanced
0 mn
Time Zone (GMT.8.00) Pacitc Time (US ans Canads)
o
Recuming mesting
Regstration Requred
Mesting 1D ® Gonsrto Atomatcaly O Personal Meeting ID 415 422 5670

s vosrame > ()

s ot show this masaage agan
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In the bottom portion of the scheduling page, select a security option to enable a passcode or the
waiting room. You can configure the video and audio options and in the Meeting Options section,
enable features like allowing participants to join anytime, pre-assign breakout rooms and
automatically record the meeting. In addition, there is the option to add Alternative hosts to make
someone the host or co-host when they enter the meeting. Click Save to finish the setup.

UNIVERSITY OF SAN FRANCISCO Aaamiaama maalame ﬂ
Securty Passcode @ Wanng Room
s . ¥
Particip ® on o

Ao Tesphors O Computer Ao @ Both

een Uritd States of Amarica
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@

In the meeting details page, you can then click on one of the options to add the meeting to a
Calendar. At USF, we recommend adding the event to your USF Google Calendar.

UNIVERSITY OF SAN FRANCISCO JON A MEETING HOST A MEETING Q

PERSONAL
My Meetings - Manage "My Meeting™

e

Webinars

Now 4, 2020 12:00 PM Pacific Time (US and Canada)

Recordings

Settings

867 9405 4289
ADMN

Dashboard

User Management
Room Management te Link Ptps ustca 200m UsYBETHOS4289 2 Copy Invitation

Account Management

Host On
Advanced

Parbapant on
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A web browser window will open asking you to login to your DonsApps Google Calendar; You
can invite people to the meeting by adding their email addresses in the Add Guests field or copy
the meeting details in the description area to paste into an email. Click Save at the top of the
event window to add the meeting to your Google Calendar.

X Ken Yoshioka's Zoom Meeting m S o
o
[PRll  Aca Google Meet video conterencing
@ tipstiustca zoom us/)8269521 5145 |._|wr
Notfication ~ 30 minutes ~ X
B KewehiYoscka - @ -
L3

Start a Zoom Meeting
Click on the menu icon next to the
New Meeting button to choose to & 2 L Q Search ®
start a meeting with or without video. °

Click on the New Meeting button to
start an instant meeting.

@ Start with video

v v
19 415-422-5670 > No upcoming meetings toda
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You can start your scheduled PUPEPR o o |o p— ®
Meeting by clicking to the - :
. . Upcoming Recorded
, single click on the
listed meeting and clicking Start. 415-422-5670 Ken Yoshioka's Zoom Meeting

My Personal Meeting ID (PM

00 PM - 02:00 PM

Thu, Jan 31, 2019 22-5670

Ken Yoshioka's Zoom Meeting m

%W Copy Invitation @ Edit X Delete

02:00 PM - 03:00 PM
Meeting ID: 415-422-5670

Show Meeting Invitation

Zoom Meeting Tool Bar
Once the meeting has started, there are tools at the bottom of the meeting window that allow you
to configure and manage various aspects of the session.

& a2 * o i B @ s & - N gum

Yololololole)o

1. Mute/unmute your audio (not the audio of the participants)-the menu next to the audio
icon allow you to configure your settings for audio

2. Stop/start your video-the menu next to the video icon allow you to configure your settings

for video

Security to manage permissions to share the screen, chat, rename themselves lock the

meeting or to enable the waiting room.

View and manage the list of participants

Send a message to one person (private chat) or to all participants

Share your desktop or select a specific application to share (e. g., Microsoft Powerpoint)

Create and conduct a poll for the online participants

Record the meeting to the computer or to the cloud.

Enable Live Transcript

10. Create small group discussion in the Breakout Rooms

11. Link to end the Zoom meeting

g

VWoONOOA
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Sharing the Screen

To share your screen, click on the green Share Screen button. A window will open asking you to
choose your desktop or to choose a specific application or document that you already have open.
If you are sharing content that has audio, check the box Share computer sound to stream the audio
to the Zoom session. Click the blue Share button in the lower right corner of the window to start
showing your screen to the participants.

Basic Advanced

/7

¥

Whiteboard iPhonefiPad via AirPlay iPhone/iPad via Cable

Finder - Finder - Zoom screenshots Microsoft PowerPoint - sample Po...

@i
.

Spark - Spark - yoshioka@usfca.edu  Google Chrome - Continuity resou... Messages -

L

Mute 0 E S| 3 Polling

Once you share the screen, the Zoom toolbar moves to the top of the screen and minimizes; if you
need to access the toolbar, move your cursor to the green bar showing the meeting ID to expand
the toolbar and access the tools.

= oo 1 eoe
Stop Video Security Participants Polling New Share Pause Share More
& Stop Share
Chat

Record on this Computer

Record to the Cloud
Closed Caption
Breakout Rooms

Hide Video Panel

Hide Floating Meeting Controls ~"\#H

Share computer sound
Optimize Screen Share for Video Clip

Live on Facebook
Live on Workplace by Facebook
Live on YouTube
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Recording a Zoom Meeting

It is recommended that you use Cloud Recording to record video and audio in the Zoom Cloud so
that the file can then be downloaded and/or streamed from a browser and not use space in your
computer.

After beginning a Zoom meeting click on the Record button in the toolbar at the bottom of the
meeting window and select Cloud Recording.

Record on this Computer (¥R
Record to the Cloud gig {of

% a? » ] O} cc] s (]

Start Video Security  Participants Chat Share Screen Polling Record Closed Caption Breakout Rtoms Reactions

To pause or stop the recording click Pause or Stop Recording in the toolbar at the bottom of the
meeting window.

Wit » ‘ h mo  cc | oo

Start Video Chat Share Screen Polling Pause/Stop Recording Closed Caption Breakout Rooms
|

Security Participants

Note that if you are sharing your desktop, the link to pause or stop the recording can be found at
the toolbar located at the top of the shared desktop in the More menu.

View, edit and share the recording

When the recording is ready, you will receive an email from Zoom with the link to share the
recording. You can then copy and paste the link under Share recording with viewers into an email
to share.

X 4 ) © 8
Cloud Recording - Ken Yoshioka's Personal Meeting Room is now available NBOX X) £ Notification

Zoom Wednesday, Apr 8, 11:58 PM
To: Ken Yoshioka

Hi Ken Yoshioka,
Your cloud recording is now available.

Topic: Ken Yoshioka's Personal Meeting Room
Date: Apr 8, 2020 11:55 PM Pacific Time (US and Canada)

For host only, click here to view your recording detail (viewers cannot access this page):
https://usfca.zoom.us/recording/detail?meeting_id=U%2FH%2BsQuOQNG67%2FsVE66f9Q%3D%3D

Share recording with viewers:
https://usfca.zoom.us/rec/share/2ItVbKrJ60RLZKOTtwbEZIN_QIq0T6a82yVIqfINzO_A_8MpVt6NheOH914ykXv3

Thank you for choosing Zoom.
-The Zoom Team
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You can also login to your Zoom account at https://usfca.zoom.us and select Recordings on the left
side of the page. You can see the list of recordings from past meetings.
Click on the link with the meeting name to view the recording details.

UNIVERSITY OF SAN FRANCISCO

RIS ——

RSO Cloud Recordings  Local Recordings Setings
Profile e —
Meetings From| menvadiyyyy @ o 04092020 3 AIStas §
Webinars
p—— = o
Recordings —
Settings Topic ) Start Time. File Size
Ken Yoshioka's Personal Meating Room 415-422-5670 Apr 8, 2020 11:55 PM 2 Files (904 KB) Share More ~
ADMN
Ken Yoshioka's Personal Meeting Room 415-422-5670 Apx 8, 2020 03.00 PM 3 Fles (184 MB) Share More ~
Dashboard
Keep Teaching with Zoom 4/3/2020 415-422-5670 Apr 3, 2020 12:55 PM 3 Files (181 MB) Share More
User Management

You can change the name of the recording by clicking on the pencil icon

next to the meeting name.

PERSONAL
My Recordings — Ken Yoshioka's Personal Meeting Room
Protile
I Ken Yoshioka's Personal Meeting Room I
Mssage Apr 020 Packc T ada) 1D 415-422-5670
Webinars
Recording 1
Settings 2ties 904 KB
¥
ADMIN
Shared SCreen with speaker view
D o Audio only
User Management Audio anscript

Change the name of the video and click Save to finish.

My Recordings - Ken Yoshioka's Personal Meeting Room

Ken Yoshioka's Personal Meeting Room

Cancel

Time (US and Canada) 1D: 415-422-5670

s Recording Analytics

In the Recording Details page, click on the Share icon will provide sharing permissions and options.

UNIVERSITY OF SAN FRANCISCO

PERSONAL
My Recordings Ken Yoshioka's Personal Meeting Room
Profile
Ken Yoshioka's Personal Meeting Room

MSoS Jan 22, 2020 09:30 AM Pacific Time (US and Canada) ID: 415-422-5670

Webinars ads Recording Analytics

Recordings

Recording 1
Settings 3files 800 KB
& Download (3 files) @ Copy shareable link | W

AN Shared screen with speaker view

Dashboard Audio only

User Management Audio transcript

Room Management
Account Management

Advanced

Recording Information - Zoom

JOIN A MEETING HOST A MEETING ~ ﬁ

# Share

470 KB

329 KB

6798
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Here you can select whether the recording
is publicly available or only to the USF
authenticated users. There is the option to
add an expiration date to the link. You can
also change whether the recording can be
downloaded as a video file. Finally, the
default setting is to require a password and
you can choose a password of your choice
or disable the option.

15

Share this cloud recording

Share this recording

(o] Publicly

Only authenticated users can view
Add expiry date to the link
Viewers can download
Viewers can see franscript
On-demand(Registration Required) ©

Passcode protection

Sharing Information

Topic: Ken Yoshioka's Personal Meeting Room
Start Time : Oct 15, 2020 04:11 PM

Meeting Recording:

https:/fusfca.zoom.us/rec/share/yVyrAKIsOWLLHiIX-

KBaniSbvQHmilquDwsOzmTuhDvFPX-
gaUCaC1GjeKX8SJhbH.Ley5hq3_r7zR3pON

Access Passcode: wX23+rm12

Copy Sharing Information

o

AVUBUY

Hide ~

Done

On the video details page, you can preview the video by clicking on the video icon.

Ken Yoshioka's Personal Meeting Room
Profile
Ken Yoshioka's Personal Meeting Room ~
Meetings
Webinars

=

Recording 1
Settings
3 1
OuIN -

Dashboard

User Management

Once in the
recording, click
on the Scissors
icon at the
bottom right
side of the
player.

Ken Yoshioka's Personal Meeting Room - Shared screen with speaker view

Ken Yoshioka

& Download (3 files)

Audio Transcript

Ken Yoshioka

In our testing a external
microphone. It's a dual
microphone system hooked up
the lightning adapter

And seeing how this sounds

This is with Microphone
number two, to see if it'll
actually pick up and how it'll
sound on the recording.

Back to the microphone.
Number one, and it doesn't
work on the iPad. But let's see
if the iPhone does a better job
recognizing the connection.

Testing 12345 from
microphone 212345
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This will bring up the editor where you can move the end sliders to trim the beginning and end of
the video. Click Save to finish.

Playback Range (00:00:03 - 00:00:55) Cancel | Save

You can click on the Share link on the right side of the recording details page to configure the

PERSONAL

Ken a's Personal Meetng Room

Profile o )
Ken Yoshioka's Personal Meeting Room ~
Meetings A M Pa a ‘
Webinars vie Recoeding Analyti

==

Recording 1
Settings ! K
3 v W

ADMIN
Shared SCreen with speaker view

Audio only

User Management Audio transcript

permissions and to copy the recording link and the

Share this cloud recording
access passcode to share in an email.

Share this recording

o

O Publicly

Only authenticated users can view
Add expiry date to the link ()
Viewers can download ()

Viewers can see transcript

On-demand(Registration Required) © ()
Passcode protection (\
...... - P

§haring|nf0rmauon Hide ~

Topic: Ken Yoshioka's Personal Meeting Room
Start Time : Oct 15, 2020 04:11 PM

Meeting Recording
https://usfca.zoom.us/rec/share/yVyrAKISOWLtiX-
KBaniSbvQHmilquDwsOzmTuhDvFPX-
qaUCaC1GjeKX8SJhbH.Ley5hq3_r7zR3pON

Access Passcode: wX23+rm12

Copy Sharing Information Done
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