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Getting Started




What is the Zoom tool?

ZO0Mm

Zoom allows for robust audio, video, file and screen sharing, collaborative editing, breakout rooms, and meeting recordings. The
conferencing service is recommended for administrative and large group meetings hosted in conference rooms with a capacity of 10 or
more participants. Additionally, Zoom can be used to host synchronous class sessions as well as office hours.

Things to consider when using Zoom

+ If possible, lead meetings from a wired (not Wi-Fi) connection.

+ Close any programs that are not needed (e.g., Skype, Google Hangouts, iChat, etc.).

+ A wired headset with a built-in microphone provides the best audio quality. Connect your headset before opening the meeting room.
+ Mute your audio when not in use and encourage participants to do the same.

+ Limit the number of active microphones and webcams to prevent feedback and bandwidth issues.




How do | download Zoom?

There are three different types of downloads for Zoom: the Zoom Desktop Client, the Zoom Plug-in for Outlook, and the Zoom Mobile
App. The Zoom Desktop Client is required to host or participate in a meeting from your computer. The Zoom Plug-in for Outlook is
required to schedule a Zoom meeting directly from your Outlook calendar. Lastly, the Zoom Mobile App is required to host or participate

in @ Zoom meeting from your mobile device (i.e. phone or tablet).

The Zoom desktop client is required to host or participate in a Zoom meeting. If the Zoom desktop client is not already installed
when you attempt to join a session, you will be prompted to download and install the application.

Zoom Desktop Client for PC

Zoom Download Center

m Loyola University: Loyola Univer: X

zoom.us/download

B Apps £ Download Center - Zoom - zoom.us/download

LC aQ, roomus/dovniload - Google Search

UMIVE ©  zoomus/download site

zoom.us download

zoom.us download mac

Navigate to luc.zoom.us/download to access the Zoom Downloading Center webpage.



https://luc.zoom.us/download

Select Download.

Z00Mm.us

ZOOI ' | SOLUTIONS « JOINAMEETING  HOSTAMEETING = SIGNIN SIGN UP, IT'S FREE

We have developed resources to help you through this challenging time. Click here to learn more. *

Download for IT Admin «

Download Center

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Version 4.4.10 (2004 1.0408)

Below the Zoom Client for Meeting, select Download.

Select Run.
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Once the file has downloaded, select the Zoom.exe file to allow it to run.




Does not automatically open.
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If the Zoom application does not open automatically after being installed, select the Window's Start button and search for Zoom in the
list of programs.

Select Sign In.
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Once the client is open, select Sign in.




Select SSO.

- Jl_'l._.'l._.".I.I Cloud ‘-.1._-.:: ngs

Sign In

Ent aQ Sign irL_}-..:r 550
wr G Sign In with Google
f Sign In with Facebook

Within the Sign in box, select Sign in with SSO.
Enter luc.

Sign In with S5O

| [,,_": S ]
P

Within the domain box, enter luc and then select Continue.




Enter your Loyola Username and Password.

Login to Loyola University SSO
Username (UVID)

| |

Password

About Loyola's Single Sign-on ($50)

Loyola uses §50: a sarvice which allows users o
provide their usemame and password once (o a [«:1‘
rusted service 1o have thedr identity securely and
seamlessly provided to some of its web

applications.

To Log Dut: Close your browser, ILis very important
that you log out of $50 when you have finished
using the compater, particularly il the compuler is in
a public place. If you don'l logout then subsequent
users of the compauter may be able to access
applications as you

Login instructions:

Enter your Loyola Username and Password and then select Login.

Provide Permission.

Did you mean to switch apps?

The browser will ask for permission to launch the Zoom client, select Yes.

Zoom Client launches.

1 1.£L] AM




Q Leaving the zoom client open will make it easier for creating and joining meeting. The window can be minimized without
logging out of the client.

Zoom Desktop Client for Mac

Zoom Download Center

m L;‘:‘-ala JI" rl:lrs.t}.. LD."DJ chinzz “
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Navigate to luc.zoom.us/download to access the Zoom Download Center webpage.



https://luc.zoom.us/download

Select Download
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Download Center Download for 1T Admin =

Zoom Client for Meetings

Below the Zoom Client for Meetings, select Download.

Select Zoom.pkg
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Once the file has downloaded to your downloads folder, select Zoom.pkg.




Select Continue

Kind Date Added v Size |
installe..ackage  Today at 12:26 PM 181 u!'L
C RS ‘s Install Zoom b &
Welcome to the Zoom Installer

Zoom is the leader in modem video communications, with an
easy, reliable platiorm for video and audio conferencing,
massaging, and webinars across mobile, deskiop, and room
systems. Visit blog.zoom.us and follow @zoom_us.

@ Intreduction
Destination Select
Installation Type

] Installation

Summary

Select Continue to start the installation.

Select Go

Select Startup Disk on Desktop
B Recents

Lo

If the program does not open after installation, select Go to navigate to the Applications list to view all applications installed on your Mac.
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Select Zoom
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Favorites
@ AirDrop
@ Recents
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0 Downloads
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From within the Applications list, select zoom.us to launch the application.

Select Sign In
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Top Hat

Zoom.us
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Version: 5.0.0 (23186.0427)

Once the client is open, select Sign In.

X

Utilities




Select SSO

Slgn In Sign Up Free
[Email ] | Sign In with SSO
Password Fergot? or | G Sign In with Geogle
| Keep me signed in Sign In | f Sign In with Facebook
< Back
Within the Sign in box, select Sign In with SSO.
Enter luc
Sign In with SSO
Your company domain
[Iuc .Zoom.us J
| don't know the company domain m
< Back

Within the domain text field, enter luc and then select Continue.




Enter your Loyola Username and Password

Login to Loyola University SSO
Username (UVID)

Password

LOGIN o Forgot your password?

About Loyola's Single Sign-on (SS0)

Loyola uses SS0: a service which allows users to
provide their username and password once to a
trusted service to have their identity securely and
seamlessly provided to some of its web
applications.

To Log Out: Close your browser. It is very important
that you log out of 550 when you have finished
using the computer, particularly if the computer is in
a public place. If you don't logout then subsequent
users of the computer may be able to access
applications as you.

Login instructions:

Use your Loyola UVID and password to connect. If
you experience any problems, please clear your
browser cache and try again.

Enter your Loyola Username and Password and then select Login.

Zoom Client launches

Q Leaving the Zoom client open will make it easier for creating and joining meetings. The window can be minimized without
logging out of the client.

Zoom Plug-in for Outlook (Schedule a Zoom meeting from Outlook)

The Zoom plug-in for Outlook installs a button directly in the Microsoft Outlook toolbar that allows you to start or schedule a
meeting.

Navigate to luc.zoom.us/download and select Download under Zoom Plugin for Microsoft Outlook.



https://luc.zoom.us/download

Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Outlook installs a button on the Microsoft Outlook tool bar to
enable you to start or schedule a meeting with one-click.

Download Version 4.1.8744.0922

Add Zoom as an Add-in for Qutlook on the web

Zoom Mobile App for Android Devices

The Zoom Android app allows you to join meetings from your Android Device.

Access Google Play Store.

B %4 BASORIEAM

Access the Google Play Store on your Android device.




Select Install.
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Search for the Zoom app and select Install.

Launch the App.

W 7 8% 0 B2 AM

After the installation is complete, select the app to launch it.




Select Sign In.
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Start a Meeting
Start or join a wideo meeting on the go

Select the Sign In button to login to Zoom.

Select SSO.
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Select SSO to login via Loyola's single-sign on.




Enter Domain.
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Enter luc in the company domain field and select Continue.

Enter UVID and Password.
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Enter your UVID and password and then select Login.




Logged In.

Miset & Chal

Yenr Pinfwtnal Spas

You are now logged into your Loyola Zoom account and can join or host a meeting.

Zoom Mobile App for iOS Devices

Access App Store.

Access the App Store on your iOS device.




Select Install.
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Search for the Zoom app and select Install.

Launch the App.

After the installation is complete, select the app to launch it.




Select Sign In.

g bt e B -

Start o Maoting

Select the Sign In button to login to Zoom.

Select SSO.

Select SSO to login via Loyola's single-sign on.




Enter Domain.
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Enter luc in the company domain field and select Continue.

Enter UVID and Password.
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Enter your UVID and password and then select Login.




Select Open.

Select Open to launch the Zoom app.

Logged In.

=

You are now logged into your Loyola Zoom account and can join or host a meeting.




How do | log into the Zoom desktop
application?

If you are using a Loyola classroom or lab machine, the Zoom application is already downloaded. Otherwise you will need to
download the application.

For assistance with downloading the application see How do | download Zoom?
Select Sign In.

Z00Mm

Join a Meeting

After opening the Zoom desktop application, select Sign In.

Select SSO.
Sign In (or Sign Up) Or
Ernail Sign In with S50
Password
E Sign In with Google
Keep me logged in Sign In
Forgot your password? Sign In with Facebook

Select Sign In with SSO to log into Zoom using your Loyola username (UVID) and password.




Enter luc.

Enter your company domain

E Izaamlus

| don't know the company demain

| Continue .

In the empty text field, enter luc and then select Continue.

Web Browser Window Will Launch.

Login to Loyola University SSO
Username (UVID)

Password

A web browser window will launch displaying the Loyola University SSO login page. Enter your Loyola Username (UVID) and password
and then select LOGIN.




Return to Application.
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Home Chat Meetings Contacts

11:34 AM

Friday, August 28, 2020

New Meeting Join

Schedule Share Screen v

View today's upcoming meetings (1)

Once logged in, you will be returned to the desktop application.




How do | schedule a Zoom meeting?

There are several ways to schedule a Zoom meeting. Below are instructions for each of the multiple ways a meeting can be
scheduled.

Zoom Website

Log into the Zoom Website

Navigate to luc.zoom.us, select SIGN IN in the upper right-hand corner of the page, and log in with your Loyola username and password.

Schedule a Meeting

Profile

Webinars

Recordings

Settings
Select My Meetings from the menu on the left-hand side of the screen.

Upcoming Meetings Previous Meetings Personal Meeting Room

Schedule a New Meeting Join a meeting from an H.323/5IP room system

Choose Schedule a New Meeting.



https://luc.zoom.us/

Schedule a Meeting

Topic o My Meeting
S
Description (Optional) Enter your meeting description
o
Whe g 11/06/2017 |EH 400 |(=| PM |+
Duration o 1 « |hr| g » [ Min
e
Time Zone g (GMT-6:00) Central Time (US and Canada) -

—_

Topic: Choose a topic or name for your meeting.
2. When: Enter the date and time of your meeting. Note: All

meetings can be started by the host at any time, regardless of date and time settings.

W

Duration: Enter the duration of your meeting in hours and minutes. Note: The
duration is only set for the calendar appointment. The meeting will not auto-close after the set duration time has passed.
4. Time Zone: By default, Zoom will use your computer’s time zone setting. To change the time zone, use the drop-down menu.

Recurring meeting § Every day, until Nov 12, 2017, 7 occurrence(s)

Recurrence ' Daily N
Daily
Repeat every Weekly

End date

- , ) After 7 - | DCcurrences
Mo Fixed Time

Check the box next to Recurring meeting, to schedule you meeting to repeat on a daily, weekly, or monthly basis.

Q You can also select No Fixed Time to leave a meeting open without a start or end date/time.

Registration




If you would like to require that participants register for your meeting, check the box next to Required in the Registration section.

Use the radio button next to on or off to determine whether host and participant video will be on or off when they join the meeting.

Q Note: Once users are in the meeting, they will be able to mute or unmute their video.

Telephone Computer Audio e Telephone and Computer Audio

Dial from United States Edit

Use the radio button next to Telephone, Computer Audio, or Telephone and Computer Audio to determine which audio options will
be available to users when they join the meeting.

Require meeting password

# Enable join before host

Mute participants upon entry Supported versions

Use Personal Meeting 1D

Record the meeting automatically on the local computer

Use the check boxes to select any additional meeting settings.

~ Advanced Options

Myself v




Under Advanced Options, you can schedule the meeting on behalf of another user or you can set another user as an alternative host.

@© Note: In order to schedule a meeting on behalf of another user, the user must give you scheduling privileges in their meeting
settings.

Cancel

Select Save.

Zoom Tool in Sakai

To schedule a meeting in a Sakai course follow the instructions in_ How do | schedule a Zoom meeting in Sakai and claim host rights?.

Zoom Desktop Client

Q To access the Zoom Desktop Client, you must download and install Zoom on your computer. See How do | download Zoom?.

Launch the Zoom Desktop Client and select Schedule from the Home tab.

@ Schedule a new meeting

o Topic:
—
When
ol . ;
b4 Start: Thu  January 4, 2018 v| |11.DDAM
°| Duration: 1 ~|Hr |0 ~ | Min
4
Time Zone: (GMT-6:00)Central Standard Time

Recurring meeting

Video (when joining a meeting)

©

Host: ® On Off

Participants: ® On Off

Audio Options

Telephone Only Computer audio Only

(-

Meeting Options

(-]

Require meeting password
Advanced Options ~

Calendar

® Qutlook Google Calendar Other Calendars

® Both

()

Topic: Choose a topic or name for your meeting.

2. When: Enter the date and time of your meeting.

meetings can be started by the host at any time, regardless of date and time settings.

Edit!

Schedule

Note: All




3. Duration: Enter the duration of your meeting in hours and minutes. Note: The duration is only set for the calendar appointment. The
meeting will not auto-close after the set duration time has passed.

4. Video: Use the radio button next to on or off to determine whether host and participant video will be on or off when they join the
meeting. Note: Once users are in the meeting, they will be able to mute or unmute their video.

5. Audio: Use the radio button next to Telephone, Computer audio only, or Both to determine which audio options will be available to
users when they join the meeting.
Meeting Options: Use the checkboxes to select any additional meeting settings including requiring a meeting password.
Calendar: Select a calendar to save the meeting too.
Select Schedule.

Zoom Plug-in for Microsoft Outlook

Q You must download and install the Zoom Plugin for Microsoft Outlook to schedule Zoom meeting directly through outlook. To

download the plugin, navigate to luc.zoom.us/download and select Download under the Zoom Plugin for Microsoft
Outlook.

From the Calendar section of Outlook, select Schedule a Meeting in the Zoom section of the tool bar at the top of the screen.

@ Zoom - Schedule a Meeting

Video (when joining a meeting)

Host: * On Off

Audio Options
Telephony Only Voip Only (® Both

- Participants: ® On Off
L2/

Meeting Options
Require meeting password
\.@/ v’ Enable join before host
Mute participants upon entry
Use Personal Meeting ID 558-970-6105
Record the meeting automatically on the local computer

v’ Force include Join URL in location field

Alternative hosts:

Example:john@company.com;peter@school.edu

Save and do not show again ° Cancel
N

1. Video: Use the radio button next to on or off to determine whether host and participant video will be on or off when they join the

meeting. Note: Once users are in the meeting, they will be able to
mute or unmute their video.



https://luc.zoom.us/download

Audio: Use the radio button next to Telephony only, VoIP only (computer audio), or Both to determine which audio options will be
available to users when they join the meeting.

Meeting Options: Use the checkboxes to select any additional meeting settings including requiring a meeting password.
Select Continue.

%

You will enter the rest of your meeting information, including the date and time of the meeting, in the Outlook event after you
select continue.




What are the Zoom Meeting Controls?

Upon logging in as a Host or a Participant, you will see the same basic features within a Zoom meeting.

Audio Control

Select Mute.

Select Mute to mute your microphone.




Select Unmute.

Select Unmute to unmute your microphone.

Web Camera

Select Stop Video to Turn Off Camera.




L]

Select Stop Video to turn off your web camera.

Select Start Video to Turn on Camera.

Unmute Start Video Security Participants

Select Start Video to turn on your web camera.

Security (Host only)

Zoom Meeting

Lock Meeting

+ Enable Waiting Room

Allow participants to:
Share Screen
+ Chat

~ Rename Themselves

i ~| @ as

Unmute Start Video Security Participants

Select Security to

* Lock the meeting room




+ Enable waiting room
+ Allow participants to share their screen
+ Allow participants to chat

+ Allow participants to rename themselves

Participants

UNIVERSITY CHICAGO

o>
41870

EARY

O
’%‘M : O@\'

Reactions

Select Participants to open the participants window that will display all current participants.

Select More.

e ® Zoom Meeting

v Participants (2)

@ ITRS Loyola (Host, me) ¥ oh
e Sarah Unmute
Chat

Ask to Start Video

Make Host

Make Co-Host
Rename

Put in Waiting Room

Remove

LOYOLA e

UNIVERSITY CHICAGO

© © 0 © ©

Invite Mute All Unmute All More v~




&

If you are meeting host, select More next to a participant's name to:

+ Chat

+ Ask to Start Video (web camera)
* Rename

+ Putin Waiting Room (if enabled)
* Remove

* Report

Chat

® Zoom Meeting

W Speaker View

LOYOLA

UNIVERSITY CHICAGO

&

7
Unmute

Select Chat to open the chat window.

The chat may have been limited or disabled by the meeting host.

Type message here.

Chat

Y File




Share Screen

2

O
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I
Unmute Start Video Security Participants Share Screen Reactions

Select Share Screen to open the sharescreen window and select to share

+ Adesktop
+ A specific application
* A whiteboard

Reaction

Zoom Meeting

W Speaker View [

LOYOLA

UNIVERSITY CHICAGO

P
41870
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Unmute




Select Reaction to display an applause or thumbs-up emoji.

End (for host)

Select End to either end the meeting for all participants or leave the meeting.

Leave (Participants)

Select Leave to leave the meeting room.




Information

Zoom Meeting

 Speaker View [

ITRS Loyola's Personal Meeting Room

312915 2270

ITRS Loyola (You)

https://luc.zoom.us/my/dropin
s

468876

Select Information from the upper left-hand corner to display the meeting's

* Meeting ID

* Host

* Invitation URL
+ Participant ID




How do | provide participants with the
opportunity to screen share during a meeting?

Within Zoom, there are three ways that a Host can provide Participants with the ability to share their screen.

Assign as Co-Host

Select Participants.

@ Speaker View [

[ oy 2
- - | 1
nvite: Manage Participants | Share Screen

From the Zoom window, select the Participants control at the bottom of the Zoom screen.




@

Hover over Participant.

i Speaker view [ ‘ Participants (2)

" Sarah Lynn Kentner (Host, me) P ]

[e Oliver Batchelor 1 Vﬂ]

Oliver Batchelor

Sarah Lynn Kentner

i L L

2 ., oo 2 y
? o~ EU - =3 @ ® e Mute Al Unmute All More »
Unmute Start Video Invite Manage Participants  Share Screen Reactions More

Within the Participant's window, hover over the name of the person to assign as Co-Host.

Select More.

o Zoom Meeting ID: 333-749-312

B Speaker View [ v Participants (2)

‘ Sarah Lynn Kentner (Host, me) P |

e Oliver Batchelor Unmute

Oliver Batchelor

Sarah Lynn Kentner |

© 0 0 © ©

L )
- Mute All Unmute All More ¥
Unmute Start Video Invite Manage Participants  Share Screen Reactions

Select the More button next to the name you have chosen.




Select Make Co-Host.

From the dropdown menu, select Make Co-Host.

@ L] Zoom Meeting ID: 333-749-312
B Speaker View [ v Participants (2)
" Sarah Lynn Kentner (Host, me) & A
e Oliver Batchelor
Chat

Ask to Start Video

Make Host

ASSign o Lype Closed Caption
Allow Record

Rename

Put in waiting room

Oliver Batchelor Remove
Sarah Lynn Kentner
yer . go slower go fast " clear a
. [ oe 2 [ aee
-z ~ W a' - - -~ Mute All Unmute All More v

Unmute Start Video Invite Manage Participants Share Screen Reactions More

Confirm Make Co-Host.

A pop-up window will appear confirming the decision to make the Participant a co-host. Select Make Co-Host.

Make Co-Host

u
Make Oliver Batchelor the meeting co-host?

Cancel [ Make Co-Host ]

Once the participant has finished sharing their content, repeat the process to remove Co-Host permission.

Update Advanced Sharing Options

This option is recommended if you are going to have multiple Participants share their screen throughout the meeting.




@

Select Participants.

Oliver Batchelor

Sarah Lynn Kentner

Had k23

g
. &

Manage Participants | Share Screen Reactions More

.
-~ -t
Start Video Invite

aker View

From the Zoom window, select the Participants control at the bottom of the Zoom screen.

Select More.

Oliver Batchelor

Sarah Lynn Kentner

6 -

Manage Participants  Share Screen Reactions More

‘;’ ~ Wil ~ ;"’ ;‘I e | t

Unmute Start Video Invite

@ Speaker View

At the bottom of the Participant window, select the More button.

Participants (2)
‘ Sarah Lynn Kentner (Host, me) P v

@ oliver achelor ¥ o

9 0o 9 @

More v

Mute All Unmute All




@

Choose Lock Meeting.

L ] @ Zoom Meeting ID: 333-749-312
B Speaker View [ ~ Participants (2)
‘ Sarah Lynn Kentner (Host, me) vl
e Oliver Batchelor 2 A

Oliver Batchelor

Sarah Lynn Kentner 1

© 0 0 © ©

2

o, o9 2 y B0
& it 2 - - &) o Mute All Unmute All More v
Unmute Start Video Invite Manage Participants ~ Share Screen Reactions

v Mute Participants on Entry
v Allow Participants to Unmute Themselves
v Play Enter/Exit Chime

+/ Put Participants in Waiting Room on Entry

From the dropdown menu, choose Lock Meeting.

Select OK.

No new attendees can join this meeting

U once locked.
Cancel

A pop-up window will appear that provides a reminder that no additional participants are able to join the meeting room, select OK.




@

Select the upward arrow next to Share Screen.

M Speaker View

Oliver Batchelor

Sarah Lynn Kentner _

% (A 2+ 2

Unmute Start Video Invite Manage Particlpants  Share Screer: Reactions

Select the upward arrow next to the Share Screen control at the bottom of the Zoom meeting window.

Choose Advanced Sharing Options.

Zoom Meeting ID: 333-749-312

W Speaker View [

Oliver Batchelor

+ One participant can share at a time
Sarah Lynn Kentner _ L Multiple participants can share simultaneously

N Advanced Sharing Options...

-
~ ~ at a’ B . ©

Unmute Start Video Invite Manage Participants Share Screen Reactions

From the dropdown menu, select Advanced Sharing Options...




Select the radio button All Participants.

How many participants can share at the same time?
* One participant can share at a time

Multiple participants can share simultaneously (dual monitors recommended)

Who can share?

Only Host ® All Participants

Who can start sharing when someone else is sharing?

* Only Host All Participants

Within the Advanced Sharing Option box, for the Who can Share? options, select All Participants.

Close the Advanced Sharing Option window.

€ This setting can always be changed back to Only Host by repeating this process.




@

Using Security

Select Security.

-
\ _eE
! B ©

Unmute Start Video Security Participants Share Screen Reactions

Sarah Lynn Kentner

From the Zoom window, select the Security control at the bottom of the Zoom screen.

Choose Lock Meeting.

Zoom (Meeting Locked)

v Lock Meeting [
v/ Enable Waiting Room

Allow par an
Share Screen
¥ Chat

¥ Rename Themselves
Sarah Lynn Kentner

From the Security drop-drown menu, choose Lock Meeting.




@

Select Security.

Sarah Lynn Kentner
os 1
a

Unmute Start Video Security /| Participants Share Screen

From the Zoom window, select the Security control at the bottom of the Zoom screen.

Choose Screen Share.

Zoom (Meeting Locked)

v Lock Meeting
v Enable Waiting Room

Allow part an
+' Share Screen
v Chat

¥ Rename Themselves

% 221 [+ (]

Unmute Start Video Security Participants Share Screen Reactions

Sy

\

Sarah Lynn Kentner

From the Security drop-down menu, under Allow Participants to:, choose Screen Share.




@ This setting can always be changed back to Only Host by repeating this process.




How do | update the Zoom desktop client?

€@ Zoom provides a pop-up notification when there is a new mandatory or optional update available.

Update the Client on a PC
Open the Zoom Desktop Client.

Search Zoom.

E[O Type here to search

In the Search bar, located at the bottom of the screen, type in Zoom.

Select Zoom.

Settings

@ Magnifier settings

@ Change Magnifier zoom increment

@ Change Magnifier zoom level

@ Turn Magnifier on or off

@& Change Magnifier view

Search the web

L Zoom - see web results >

Documents - OneDrive for Business (3+)

Folders (1+)

£ Zoon|

From the list of search results, select Zoom to open the Zoom desktop client.




Select Profile Picture.

Q. Search
]
o '
New Meeting ~ Join
v e
19
Schedule Share Screen ~
] - ©
Home Chat Meetings Contacts

Select your profile picture located in the upper right-hand corner of the desktop client.

Select Check for Updates.

Q, Search

ITRS Loyola LIGENSED

itrs@luc.edu

(=) Add a Personal Note

2 Settings

® Available
© Away

NewM o Do Not Disturb

My Profile

Try Top Features

Help

Check for Updates

Sche  Switch to Landscape View HL

Switch Account

Sign Out
[, ] () O]
Home Chat Meetings Contacts

From the profile drop-down menu, select Check for Updates.




Update the Client on a Mac

Open the Zoom Desktop Client.
Select Go.

@ Finder File Edit View Window

Help

Select Go from the menu bar.
Select Applications.

@ Finder File Edit View EB Window Help

Back
Forward
Enclosing Folder

B Recents

M Documents
& Desktop
@ Downloads
{8t Home

0O Computer

@) AirDrop

From the Go drop-down menu, select Applications.




Select Zoom.

ooo
ooo

Favorites
@ AirDrop
@ Recents
,5, Applications
& Desktop
@ Documents

o Downloads
™ OneDrive - Loy... Voice Memos

Time Machine

From the list of installed applications, select zoom.us to open the Zoom desktop client.

Select Profile Picture.

somen, @
Q, Search i
=]
o G
New Meeting ~ Join
v e
19
Schedule Share Screen ~
[, ] ©
Home Chat Meetings Contacts

Select your profile picture located in the upper right-hand corner of the desktop client.

Top Hat

Z00mM.Us

X

Utilities




Select Check for Updates.

Q Search

ITRS Loyola LICENSED

itrs@luc.edu

(=) Add a Personal Note

£ Settings

* Available
© Away

New M e pg Not Disturb

My Profile

Try Top Features

Help

Check for Updates

Sche  Switch to Landscape View =L

Switch Account

Sign Out
n o ®
Home Chat Meetings Contacts

From the profile drop-down menu, select Check for Updates.




What is the capacity or limit for participants in
a Zoom meeting?

Using the Loyola subscription of Zoom at luc.zoom.us, instructors have a capacity of up to 300 participants in a meeting.

Please note that this 300-participant capacity only applies to users that are identified and log in with the Loyola Zoom subscription. To
ensure you are using the Loyola subscription and for information on how to best use Zoom as faculty with Sakai, refer to our tutorial on
Zoom for LUC Faculty.



https://luc.zoom.us/
https://luc.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=8b546d00-d00d-4eb9-871b-ab7c0112536f
https://luc.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=8b546d00-d00d-4eb9-871b-ab7c0112536f

How do | contact Zoom support?

You can contact Zoom support 24/7 by phone, chat, or an online submission form. The online submission form should only be used
for issues or questions that are not emergencies.

Zoom Support Contact Information

Phone: (888)799-9666 ext. 2
Chat: Navigate to luc.zoom.us and select Chat from the lower right-hand corner of the page.

Online Submission Form: Visit https://support.zoom.us/hc/en-us/requests/new.

Zoom representatives may ask you for the Meeting ID of the meeting you are attempting to attend or your Personal Meeting
ID. Please see the instructions below for accessing both a Meeting ID and your Personal Meeting ID.

Meeting ID

@ Zoom Meeting ID: 312-915-2270

Contact the host of the meeting for the Meeting ID or you will see the Meeting ID in the upper left-hand corner of the window when you

join a meeting.

Personal Meeting ID

Navigate to luc.zoom.us and select SIGN IN. Login with your Loyola username (UVID) and password. Note: Your UVID and password will

be the same UVID and password that you use to log into Sakai and your Loyola email.

My Profile

Select My Profile and your Personal Meeting ID will be listed on this page.



https://luc.zoom.us/
https://support.zoom.us/hc/en-us/requests/new
https://luc.zoom.us/

L]

Where can | find more information on Zoom?

General Zoom Information

Visit the ITRS Zoom support webpage for additional information, including frequently asked questions.

Zoom Host Resources

Visit the ITRS Zoom Host Support Instructions webpage for additional resources for users who would like to Host a Zoom meeting.

Zoom Participant Resources

Visit the ITRS Zoom Participant Support Instruction webpage for additional resources for users who would like to attend a Zoom meeting.



https://www.luc.edu/its/itrs/teachingwithtechnology/zoom/
https://www.luc.edu/its/itrs/teachingwithtechnology/zoom/zoomhostsupportinstructions/#d.en.435703
https://www.luc.edu/its/itrs/teachingwithtechnology/zoom/zoomparticipantsupportinstructions/#d.en.435710

Sakai Integration




How do | add the Zoom tool to my course?

Sakai has many different tools available to use in your course or project site. You may choose which tools you want to use and may
add or remove tools at any point.

Go to Site Info.

[ Tests & Quizzes

& Gradebook

Select the Site Info tool from the Tool Menu of your site.

Select Manage Tools.

£} SITE INFO % Link | ?Help

Edit Site Information § Manage Tools § Tool Order  Add Participants  Edit Class Roster(s) Manage Groups  Link to Parent Site  Manage Access

Import from Site  Import from Archive File  User Audit Log

Select the Zoom tool.

Zoom Pro LTI

Select Continue.

Continue

Once you have made all of your tool selections, scroll down and select Continue.




Add a Title for the Zoom tool.

Customize tool instances

| You can make configuration adjustments later using the configuration capabilities for each tool.

Zoom

Add a title for your Zoom tool. You could have the title reflect the purpose of the meeting room (ex: Office Hours).

Add Multiple Zoom Tools to Your Course. (Optional)

More Zoom Pro Tools? =
+ Maore Zoom Pro Tools?

2 more
3 more

Select More Zoom Tools? and select 1 more, 2 more, or 3 more.

Q You will be able to rename each of these tools.

Select Continue.

Back Cancel




Confirm Tool Selection.

Assignments (Assignments)

Tests & Quizzes (Tests & Quizzes)
Site Info (Site Info)

Attendance (Attendance)
Commons (Commons)
Gradebook (Gradebook)

Module 2 (Module 2)

Module 3 (Module 3)

Statistics (Statistics)

Zoom (Zoom)

You have enabled the Lessons subpage navigation for this site.

—

New tools added are shown in red font. Confirm that these are tools you want to add and select Finish. New tools are typically added to

the bottom of the Tool Menu once you save your changes. See the How do | reorder tools? tutorial for instructions on how to change the
tool order.



https://loyola.screenstepslive.com/s/17190/m/84386/l/1015899-how-do-i-rearrange-or-rename-the-items-in-the-tool-menu

How do | schedule a Zoom meeting within
Sakai?

There is a Sakai-Zoom integration that allows you to create a Zoom meeting link in your Sakai site. All members of the Sakai site will
be able to access the link for an online synchronous session.

Add the Zoom Tool to your Sakai Course.

To generate a meeting link, add the Zoom tool to your Sakai course. For instructions, please see How do | add the Zoom tool to my

course?.

€ Ifyou have not already installed the Zoom Desktop Client on your computer, you will be prompted to download and install
Zoom when you select the Zoom tool. To download the Zoom Desktop Client ahead of time, visit the Zoom Download Center
at https://luc.zoom.us/download.

Select Zoom.

B Assignments

(v Tesls & Quizzes

Select the Zoom tool from the tool menu bar.



https://loyola.screenstepslive.com/84386/l/1016062-how-do-i-add-the-zoom-tool-to-my-course
https://loyola.screenstepslive.com/84386/l/1016062-how-do-i-add-the-zoom-tool-to-my-course
https://luc.zoom.us/download

Select Schedule a New Meeting.

&5 zoom

200Mm

Your current Time Zone is (GMT-05:00) Central Time (US and Canada). £

All My Zoom Meetings/Recordings Schedule a New Meeting

# Edit % Link ? Help

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training &

Show course meetings scheduled by me

Start Time Topic Meeting ID

Select the Schedule a New Meeting button from within the Zoom window.

Enter Meeting Information.

38 zoom

P NIRNTRIET™
Course Mostings > Schadul a Mosting
0~ P
9@
@) oescrvion (optona Woekty Glass Moetings
& v o
4
0 -
() outarzoz0 200 o
Qe ——
~
Q@ e 0500 Contal T (US and Ganada)
(5 ) GMT.05:00 Caniral Tme (US and Canada)
y B 11 occurrence(s)
o
Recurence sty
Repeat every 1 wesk
oesurson S Mon BTue  Wea T Fi sa
End date By 06/24/2020 Afte 7 ‘occurrences:
Rogita Requied
@ Host @on on
N~ Participant or off
° Audo Telophon Computer Audio (@) Both
A4
o

Enable join before host
Mute partiipants upon entry
Enable waiting room

Only authenicated u

Record the meeting

o

o3 -

Enter the meeting room information.

1. Topic: The title of the meeting




Description: Information regarding the purpose of the meeting

When: The date on which the meeting will occur

Duration: The time in which the meeting will occur

Time zone: Enter the time zone in which you currently reside

Recurring: Select the box to indicate that this meeting will occur multiple times

Video: Set the default settings for host and participant web cameras when entering the meeting
Audio: Set the default settings for host and participant microphones when entering the meeting
Meeting option: Additional meeting settings

Advanced options: Add an alternative Host (i.e. a teaching assistant or another faculty member)

oL Y e N kW

_

Save: To save settings and schedule the meeting

Select Course Mettings.

385 zooM

200m

| Course Meetings |- Manage "Sakai 101 001 Su20"

Topic Sakai 101 001 Su20

Description (Optional) Weekly Class Meetings

Select Course Meetings from the top menu breadcrumb to return to the main Zoom page.

Scheduled Meeting Displayed.

38 zoom #Edit | %Link | ?Help

200m

Your current Time Zone is (GMT-05:00) Central Time (US and Canada). £

All My Zoom Meetings/Recordings Schedule a New Meeting

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training [

Show course meetings scheduled by me

Start Time Topic Meeting ID

Today (Recurring) i
2:00 PM Sakai 101 001 Su20 926-879-57018 Start Delete




Within the Zoom home page, all scheduled meetings are displayed.

Start a Zoom Meeting.

58 zoom #Edit | S%Link = ?Help

Your current Time Zone is (GMT-05:00) Gentral Time (US and Canada). £
All My Zoom Meetings/Recordings Schedule a New Meeting

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training &

Show course meetings scheduled by me

Start Time Topic Meeting ID
Today (Recurrin
2:00 ‘!I:'I(\ﬂ 9) Sakai 101 001 Su20 926-879-57018 Start Delete

Tue, Apr 21 (Recurring)
2:00 PM

Sakai 101 001 Su20 926-879-57018 Delete

Select the Start button to the right of the meeting room to start that meeting.




How do | join a Zoom meeting from Sakai?

Download and Install the Zoom Desktop Client.

Visit the Zoom Download Center at_https://luc.zoom.us/download to download and install the Zoom Desktop Client.

Q If you do not install Zoom ahead of time, you will be prompted to download and install Zoom when you launch the meeting.

Select the Zoom Tool.

B Assignments

(v Tests & Quizzes

Select the Zoom tool from the Tool Menu on the left-hand side of the site.

Q The tool might be renamed to reflect the purpose of the meeting. (Ex: Office Hours)

Select Join.

38 ZoOM

200m

Your current Time Zone is (GMT-05:00) Central Time {(US and Canada). £

Upcoming Meetings Previous Meetings Cloud Recordings

Start Time Topic

Today
3:00 PM

Sakai 101 001 Su20

9 Link ? Help

Get Training &

934-714-580

Join



https://luc.zoom.us/download

Launch the Zoom Application.

Launch Applicatio m—

This link needs to be opened with an application.

Send to:

Choose other Application

Bernember my choice for zoommitg links.

Select Open link to launch the Zoom application.

Q This dialog box reflects the browser Mozilla Firefox. Your dialog box may look different depending on the browser you are
using.




How do | update the settings for a Zoom

meeting created in Sakai?

You can update the settings for your meeting after you add the Zoom tool to your course and launch the meeting room for the first
time. View How do | add the Zoom tool to my course, for instructions on enabling Zoom for a Sakai course.

Select Zoom.

£ Site Info

[% Zoom

© Help

From the course menu bar, select the Zoom tool.

Select Meeting Topic.

& zoom

200Mm

Your current Time Zone is (GMT-05:00) Central Time (US and Canada). &

Upcoming Meetings

# Edit % Link ? Help

All My Zoom Meetings/Recordings Schedule a New Meeting

Previous Meetings

Show course meetings scheduled by me

Start Time

Today
3:00 PM

Topic

Personal Meeting Room

Sakai 101 001 Su20

Select the Name of the meeting (topic) you want to edit.

Cloud Recordings Get Training &
Meeting ID
934-714-5805
Start Delete

4



https://loyola.screenstepslive.com/84386/l/1016062-how-do-i-add-the-zoom-tool-to-my-course

Select Edit this Meeting

Audio Telephone and Computer Audio

Meeting Options Require meeting password
- Enable join before host
Mute participants upon entry
Use Personal Meeting ID 7735082879
- Enable waiting room
Only authenticated users can join

Record the meeting automatically

O Delete this Meeting # Edit this Meeting

Scroll to the bottom of the page and select Edit this Meeting.

Edit and Select Save.

Meeting Options Require meeting password
Enable join before host

Mute participants upon entry

Use Personal Meeting ID 7735082879
Enable waiting room

Only authenticated users can join

Record the meeting automatically

v Advanced Options (Schedule For, Altemative Hosts)

Start this Meeting

Edit the meeting with the new desired settings and then scroll to the bottom of the page and select Save.




Select Course Meetings.

%&: zoom

Z00m

(_Course Meetings)> Manage "Sakai 101 001 Su20"

Topic Sakai 101 001 Su20

Select the Course Meetings breadcrumb to return to the main Zoom page.




L]

How do | invite a guest lecturer to my Zoom

meeting?

When you add the Zoom tool to your Sakai site, all members of the Sakai site will have access to the Zoom meeting link. If you
would like to invite a user that is not a part of the site to one of your live sessions, please see the instructions below.

Q The meeting link will not change. You can get the meeting link at anytime and send it to the guest user.

Launch the Zoom room.

B Assignments

(v Tests & Quizzes

Select the Zoom tool from the Tool Menu in your Sakai course.

Select Participants.

% vt $ | &

Unmute Start Video Security Participants || Share Screen

®

Reactions

From the Zoom menu bar, select the Participants button.

Select Invite.

00@9@

no go slower go faster more clear all

hute All Unmute All Mare w




Select Copy Invitation.

[ ] Invite people to join meeting 7735082879

Contacts Room System Email

Choose your email service to send invitation

® M b

Default Email Gmail Yahoo Mail

Copy URL Copy Invitation

Select the Copy Invitation button from within the pop-up window. You can then paste the invite in an email and send it to any user you

would like to invite to your meeting.




How do | upload a Zoom recording to Panopto?

@ Itisimportant to review the Guidelines for Recording Students during Online Classes before uploading and sharing any
recordings.

Log into Panopto.

User Sign-in
Signinusing Loyola E

Username

Password

Keep me signed in

m Forgot your password?

We use cookies to remember your preferences and measure how our site is
used. By continuing to browse this site, you are agreeing 10 our use of cookies.

Leamn more

Log in to Panopto using your UVID and password.



https://www.luc.edu/ool/onlinecourseguidelines/guidelinesforrecordingstudentsduringonlineclasses/
https://luc.hosted.panopto.com/Panopto/Pages/Home.aspx

Open the Course Folder

- Browse

All Folders My Folders

Search my folders... D

> B3 My Folder
» @B BEHFP 423 001 F14
i@ CJC 202 002 F14
il CPST 349 700N F15
> B ENGL 290 750N SP16

B FOTL _FALL 2015

il |ALT 101 001 F13
Open the course folder that you want to save the recording to.

Select Create.

EDWEFEEF by Search slides, notes, captions and more
anopto

Select the Create button at the top of the page.

Jo

Create ~




Choose Upload Media.

Record a new session
Record from your Mac or Windows PC

Upload media
Create new sessions by uploading video or audio

»)) Webcast

Prepare a webcast and share a link to it

- Build a session
i Combine your slides, video, and audio

— Playlist

= p Create a new video playlist

New Folder

At the top level or anywhere else

From the drop-down menu, choose upload media.

Upload file.

Choose video or audio files

plzoom.0.mod §

Drag and drop your Zoom recording file (zoom_0.mp4) into the box. If you are unable to drag and drop the file, select to browse your
computer for the file.

Q Note: To change the location of the saved recording, please see Local Recordings and scroll down to Change Location for
Local Recordings.



https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording

Processing Media.

«" Upload complete. You can close this window now.

zoom_0O

(]
i Processing media: 100%

Once the green check appears to the left of the title of the file, you can close this window. The file will process and be available on
Panopto.

To change the name or your recordings, see How do | change the name of a Panopto session.



https://loyola.screenstepslive.com/s/17190/m/84386/l/1015709-how-do-i-change-the-name-of-a-panopto-session

How do | share a Zoom cloud recording?

Within a meeting room, the Host has the option to record locally to a computer or to the cloud. If cloud recording is selected, the
recordings will be saved to the Host's Zoom account.

For more information about your Zoom profile, visit How do | create and update my Zoom profile?

Accessing Cloud Recordings within Sakai

All cloud recordings for meeting created through a Sakai course site will automatically be listed in the Cloud Recording section of the

Zoom tool.
Select Cloud Recordings.

i85 zoom Slink 2 Help

200m

Your current Time Zone is (GMT-05:00) Central Time {(US and Canada). £

Upcoming Meetings Previous Meetings Cloud Recordings Get Training [
Start Time Topic Meeting ID
Today Sakai 101 001 Su20 934-714-58054 Joi
akai u -714- oin
3:00 PM

Select the Cloud Recordings tab from the Zoom menu bar.




Select Meeting Topic.

385 zOOM

200Mm

Your current Time Zone is (GMT-05:00) Gentral Time (US and Canada). £

% Link  ?Help

Upcoming Meetings Previous Meetings Cloud Recordings Get Training &
From Select date To 04/16/2020 Search By | ID m
Topic ID Start Time
[ Sakai 101 001 Su20 ] 934-714-58054 Apr 16,2020 15:11

Course participants select the Meeting Topic to view the recording.

Email Notification

€ After the meeting has ended, Zoom will process the recordings, which can take up to the length of the recording. Once the
process is completed, an email notification is sent to your Loyola Outlook account.

Once you have received the email notification from Zoom, you can forward that email to your students.




Select Forward.

Cloud Recording - Using Technology to Teach Online is now available

W Getting too much email? Unsubscribe

™ Some content in this message has been blocked because the sender isn't in your Safe Senders list
trust content from no-reply@zoom.us. | Show blocked content

Zoom <no-reply@zoom.us>
<
° Fri 3/13/2020 4:54 PM ﬁ © ©

Hi Sarah
Your cloud recording is now available.

Topic: Using Technology to Teach Online
Date: Mar 13, 2020 12:54 PM Central Time (US and Canada)

For host only, click here to view your recording detail (viewers cannot access this page):
https://luc.zoom.us/recording/detail?meeting_id=F1cXv%2FpGSRSBs%2BRCTFIX9w
%3D%3D

Share recording with viewers:
https://luc.zoom.us/rec/share/y5V-
H6-37kxJeLfnBwLIcZIvP7S0aaa8gXIbrgl)xEppQ6iNdmMUSSptVeyhvoKyb

Thank you for choosing Zoom.
-The Zoom Team

Select the Forward option (straight arrow) within the email.

Create New Email.

To Bec

(

Cc

Fw: Audio Transcript for the recording - Using Technology to Teach Online is now available

® ©

From: Zoom <no-reply @zoom.us=

Sent: Friday, March 13, 2020 6:17 PM

To: Kentner, Sarah Lynn <skentner @luc.edu>

Subject: Audio Transcript for the recording - Using Technology to Teach Online is now available

Hi Sarah Lynn Kentner,
The audio transcript of your meeting recording is now available.

Topic: Using Technology to Teach Online
Date: Mar 13, 2020 12:54 PM Central Time (US and Canada)

- i o . ' ' ' ' " " " n

& s A B I U £ A

g Discard | 0l = @ A& - Draft saved at 11:23 AM

i
i
+
Ul
b
m
Ml
Nl
il

@

1. To: Add students' email addresses, separating each email address with a comma (,).
2. Subject: Update the subject line of the email.
3. Body: Add any additional text for the email.




L]

4. Send: Select Send to send the email to the listed students.




How do | set-up Office Hours for all my Sakai
courses using the same meeting room?

For online office hours, you may want all students, regardless of their course, to enter the same meeting room. A single meeting
room can be added to all course sites that provide students with a direct link into the same Zoom meeting.

Generating a Zoom meeting link

To generate a Zoom link meeting link, visit How do | invite a guest lecturer to my Zoom meeting?

Add the Web Content tool.

Once a Zoom meeting link is generated, you can share it with any Sakai course through the Web Content tool.

Select Site Info

-4 Email Archive

3 Site Info ]
k=~ Email

From the tool menu of a Sakai course site, select the Site Info tool.

Select Manage Tools

£¥ SITE INFO %Link  ?Help

Edit Site Information | Manage Tools |Tool Order Add Participants  Edit Class Roster(s) Manage Groups  Link to Parent Site  Manage Access  Import from Site

Import from Archive File User Audit Log

From the top menu bar, select Manage Tools.




Choose Web Content

+ Tests & Quizzes

For creating and taking online tests and quizzes

VoiceThread

VoiceThread
@w.-h Content
For accessing internal resources or an external website within the site.
Wiki
For collaborative editing of pages and content

Zoom

Zoom LTI

Scroll through the list of available tools and select the box the box for Web Content.

Select Continue

Continue Cancel

Scroll to the bottom of the page and select Continue.

Enter a Title

Customize tool instances

You can make configuration adjustments later using the configuration capabilities for each tool.

Web Content

Title [

Enter a new title for the tool to help the students identify this link (e.g., Office Hours).




Paste the Meeting URL

Web Content

Title

(Suggested length 15 char.)

Source [

Paste the meetings URL within the Source box.

Select Continue and Finish

Join Session

Select Web Content tool

M Panopto

@ Office Hours ]

© Help

When its time for the office hours to start, the students will select the Web Content tool.

Q Remember, you may have updated the Web Content tool title to something different (e.g., Office Hours)




Launch the Zoom Application

'®  ®  Launch Application

Thiz link needs to be opened with an application.

Send to:
Choose other Application Choose...

Remember my choice for zoommtg links.

Cancel

A pop-up window will appear requiring permission to launch the Zoom application. Select Open Link to launch the application and be
redirected into the Zoom meeting room.
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How do | use Breakout Rooms?

Breakout Rooms allow the host to split meeting participants into smaller groups that have the ability to collaborate just as they
would in the main meeting room. The host can choose to divide participants into separate sessions automatically or manually, and
can switch the participants between Breakout Rooms at any time.

Creating Breakout Rooms

Select the Breakout Rooms control.

oc] s ]

Closed Caption | Breakout Rooms Reactions

Y L /] % an’ . o

Unmute Start Video Security Participants Chat Polling

From the meeting control bar, select Breakout Rooms.

Adjust the number of rooms.

[ ] Breakout Rooms

<>

Create{ 2+ ||breakout rooms

Assign automatically
Assign manually

o Let participants choose room

Use the up and down arrow to adjust the number of Breakout Rooms to be created.




Choose automatically, manually, or let participants choose.

Breakout Rooms

Create 2 ¢ breakout rooms

) Assign automatically

) Assign manually

u Let participants choose room

Choose the option of how you want to assign participants to the rooms

+ Automatically: Randomly have Zoom divide participants up evenly into each of the rooms
* Manually: Assign participants specifically into each room

+ Let participants choose room: Participants choose which room to join

A

Both the meeting host and participants must be using the Zoom desktop client or mobile app version 5.3.0 or newer to self-
select breakout rooms. To update your Zoom desktop client, see How do | update the Zoom desktop client?




Select Create.

[ ] Breakout Rooms

Create 2 ¢ breakout rooms

) Assign automatically
) Assign manually

u Let participants choose room

Select Create to display the participant lists for each room and create the Breakout Rooms.

Select Open All Rooms

am heating

i NN ] Breakout Rooms - Not Started

. ~ Room 1 Assign
~ Room 2 Assign

:nshe

C.zog

_ink

hel

Shal

o] | Recreate | | Add Room ' Open All Rooms l

Select Open All Rooms within the Breakout Rooms window.




Assigning Participants to Rooms

Select Assign.

~ Breakout Room 1

~ Breakout Room 2 Assign

Options ~ Recreate ~ Add a Room Open All Rooms

Select Assign next to the room name to assign participants to their respective Breakout Room.

Select Assign To.

Zoom Meetino

000 Breakout Rooms - In Progress

& ~ Unassigned (2]

@ —] Assign To
[y
0

~ Room1 0

she ~ Room2 0

-

hai

[ Broadcast Message to All ] Close All Rooms




To assign a participant to a specific room, select Assign to next to the participant's name.

Moving participants to another room

Select Move To

-~ Breakout Room 1 1
@ Luc Wolf
< Breakout Room 2 1

Rambler * Exchange

Options ~ Recreate ~ I-I Add a Room | Open All Rooms

Select Move To next to the participant to move to another Breakout Room.

Choose the Breakout Room

Breakout Rooms - Not Started ' Y UJ
~ Breakout Room 1 1

RSITY CH
@ Luc Wolf

~ Breakout Room 2 1 y

Rambler =] Move To

Breakout Room 1 1

.o
Options ~ Recreate ~ |'. Add a Room | Open All Rooms I
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From the pop-up window, select the destination breakout room for the selected participant.

Select Exchange

- Breakout Room 1 1
@ Luc Wolf
- Breakout Room 2 1

Rambler -] Move To

Options ~ Recreate ~ Add a Room Open All Rooms

Select Exchange to swap two participants.

Select the Participant

Breakout Rooms - Not Started IY(_) I A'
1

- Breakout Room 1
tSITY CHICAGO
@ Luc Wolf E
- Breakout Room 2 1 m
Breakout Room 1
Rambler -] Move To = Exchange

Options ~ Recreate ~ Add a Room Open All Rooms

From the pop-up window, choose the participant that you want to swap between rooms.




Adjusting Breakout Room settings

Select Options.

[ ] 0] Breakout Rooms - Mot Started
. ~ Room 1 Assign
~ Room 2 Assign

:nshe

C.zog

_ink

Shal

@ I'_ Recreate | I'_ INEEEEY N Open All Rooms

Select the gear icon to open the options pop-up box.

Choose breakout room options.

Breakout Rooms - Not Started

Assign

I:_I Allow participants to choose room
Allow participants to return to the main session at any time

I:_I Automatically move all assigned participants into breakout rooms

I:_I Auto close breakout rooms after minutes

Countdown after closing breakout room

Set countdown timer: = 60 aseconds

[ Recreate \_I [ Add Room \_I Open All Rooms

From the options pop-up box, choose to:




+ Allow participants to choose room: Participants using version 5.3.0 or newer of the Zoom desktop client or mobile app may choose
which breakout room to join.

+ Allow participants to return to the main session at any time: If checked, participants can move back to the main session from
their breakout room; otherwise, participants have to wait for the host to end the breakout rooms.

+ Move all participants to breakout rooms automatically: If checked, all participants will move into their breakout rooms
automatically; otherwise, participants have to select Join to be taken to their breakout room.

+ Auto close breakout rooms after: If checked, the breakout rooms will automatically end after the configured time.

+ Countdown after closing breakout rooms: if this option is checked, the participants will be given a countdown of how much time

they have left before returning to the main room.

Managing Breakout Rooms in Progress

Select Open All Rooms.

Breakout Room 1

@ Luc Wolf

-~ Breakout Room 2 1

Rambler

Options Recreate Add a Room Open All Rooms

Select Open All Rooms within the Breakout room window to send participants to their breakout sessions.

Q Upon opening breakout rooms, the participants will be asked to join their breakout sessions. The host will stay in the main
room until joining a session manually.




Select Join.

< Breakout Room 1

Luc Wolf (not joined)
< Breakout Room 2 Join

Rambler (not joined)

Broadcast a message to all ~ Close All Rooms

From within the breakout room window, select Join next to a breakout room to join that participant session.

Select Leave.

>
11870

-
72
J%M.D@\

| A

Start Video

Leave Room

From within the Breakout Room window, select Leave to leave that participant;s breakout room session.




Responding to requests for help

Rambler in Breakout Room 2 asked for help.

Later Join Breakout Room

Participants in a breakout room can request that the host join their meeting by selecting Ask for Help.

Select Join Breakout Room

Rambler in Breakout Room 2 asked for help.

( Later l Join Breakout Room

Select Join Breakout Room from the pop-up notification in orer to join the breakout room in which the request was made.




Broadcasting a message to all breakout rooms

Select Broadcast a message to all

~ Breakout Room 1 Join
@ Luc Wolf

- Breakout Room 2 Join
Rambler

[Broadcast a message to all ~ ] Close All Rooms

From within the Breakout Rooms window, select Broadcast a message to all.

Enter message

Breakout Rooms - In Progress

-~ Breakout Room 1 Join
@ Luc Wolf

< Breakout Room 2 Join
Rambler

Broadcast a message to all ~ Close All Rooms

Within the pop-up display, type in the message that you want to broadcast to all participants.




Select Broadcast

Breakout Rooms - In Progress

-~ Breakout Room 1 Join
@ Luc Wolf

< Breakout Room 2 Join
Rambler

- Broadcast a message to all ~ Close All Rooms

From the pop-up display, select Broadcast to send the message to all participants in all the breakout rooms.

Close All Rooms

~ Breakout Room 1 Join
@ Luc Wolf

- Breakout Room 2 Join
Rambler

Broadcast a message to all ~ Close All Rooms

Select Close All Rooms to end the breakout rooms and send all participants back to the main room.




How do | use Polling?

The polling feature for meetings allows you to create single choice or multiple choice questions for your meetings. During your
meeting, you will be able to launch the poll and gather the responses from your attendees. Once the meeting ends, you may also

download a polling report. Polls can be conducted anonymously if you do not wish to collect participant information with poll
results.

Enable Polling

WELCOME TO ZOOM
LOYOLA'S VIDEQO AND WEB CONFERENCING SERVICE

Zoom allows for robust audio, video, file and screen sharing, collaborative editing, breakout rooms, and meeting recordings. The conferencing service is recommended for
administrative and large group meetings hosted in conference rooms with a capacity of 10 or more participants.

GET READY
® (et the right equipment for your Zoom meeting.

* Add the Zoom Client for Meetings download to your computer. GO
The web browser plug-in will download automatically when you start or join your first Zoom meeting. SIGN IN

= Add the Zoom Plug-in for Microsoft Outlook.
The Zoom Plug-in for Qutlook installs 8 button on the Microsoft Qutlook toolbar to enable you to start or
schedule a meeting with one click.

& Add the Zoom Maobile App to your device.
Start, join, and schedule meetings; send group text, images, and push-to-talk messages on mobile devices.

® Learn more about using Zoom for online classes (for instructors).
® Testyour audio and video settings.

® Test your computer prior to joining a meeting.

To use polling in Zoom you will first need to sign into the Zoom web portal located here: https://luc.zoom.us/

Profile

Meetings

Webinars

Recordings

Settings

Then click on the Settings tab to access the Settings window.



https://luc.zoom.us/

Security

Schedule Meeting

In Meeting (Advanced)
Email Motification

Other

Click on In Meeting (Basic) or scroll down until you see the option to enable polling.

Polling Modified Reset
Add 'Polls’ to the meeting controls. This allows the host to survey the attendees. )

Click on the slider bar to enable polling

Create a Poll

Select Meetings.

Profile

Webinars

Recordings

Settings

Select Meetings from the menu on the left and select your scheduled meeting. If you do not have a scheduled meeting, you will need to

schedule the meeting before you can create polling.

Select Add.

Poll Live Streaming

You have not created any poll yet. Add
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From the meeting management page, scroll to the bottom to find the Poll option. Click Add to begin creating the poll.

Add Questions.

Add a Poll

o Enter a title for this pall
—

[ anonymeus? @

©

Type your question here.

@ Single Choice O Multiple Choice

Answer 1

© ©

Answer Z

Answer 3 (Optional)

Answer 4 (Optional)

Answer 5 (Optional)

Answer & (Optional)

Answer 7 (Optional)

Answer & (Optional)

swer ¢ (Optional)

Answer 10 (Optional)

Delete

e + Add a Question

o —
o -
o —y

Populate your poll with questions and save:

Enter a title for your poll.

Type your first question test.

Designate whether the question should have a single correct answer or multiple correct answers.
Type the answer choices for your first question.

Select Add a Question if you would like to add additional questions to your poll. Follow steps 1-4.

o v kW~

Select Save.

Launch a Poll

Select Polls.

o
a ol = I

Participants Chat Share Screen Record

During your scheduled Zoom meeting, when you are ready to start the poll, select Polls from the in-meeting controls panel.




Select Launch Polling.

Polling 3: What is your favorite color

1. What is your favorite color?

() Red
() Green

() Blue

Launch Polling

After selecting the question you would like to present, select Launch Polling.

Select End Polling.

What is your favorite color in Progress 0:17

1. What is your favorite color?

Red 0) 0%
Green 0) 0%
Blue 0%

End Polling

Once all the users have selected their polling option, select End Polling.




Share Results or Re-Launch Polling.

Polling 3: What is your favorite color

Polling is closed 0 voted

1. What is your favorite color?

Red (0) 0%
Green (0) 0%
Blue (0) 0%

[ Share Results Re-launch Polling ]

Once you have ended the poll, you have the option to Share Results or Re-launch Polling. If you have multiple questions, you can click
on the down arrow next to Edit at the top of the screen to display another polling question.




How do | review an attendance report within

the Zoom Pro tool?
Select the Zoom Pro Tool.

£ Site Info
MM Panopto

& zoom ]

@& Statistics

In the target Sakai course, select the Zoom Pro tool.

Q The Zoom Pro tool may have been renamed (to Zoom, Online Classroom, etc.).

Select Previous Meetings.

&8 zoom

200Mm

Your current Time Zone is (GMT-05:00) Central Time (US and Canada). £

Upcoming Meetings |I Previous Meetings Personal Meeting Room

Show course meetings scheduled by me

Start Time Topic

Select the Previous Meetings tab.

# Edit

01

All My Zoom Meetings/Recordings Schedule a New Meeting

Cloud Recordings

Meeting 1D

Ge




Select Report.

8 zoom # Edit

Your current Time Zone is (GMT-05:00) Gentral Time (US and Canada). & All My Zoom Meetings/Recordings Schedule a New Meeting

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings c

Show course meetings scheduled by me

Start Time Topic Meeting ID
Tue, Jun 16 (Recurrin ITC Summer 2020

i ( 9) _ 958 2698 3236 Report
2:00 PM Host Oliver Batchelor

To the right of the relevant meeting ID, select Report.

Report Displays.
My Meetings > Report

ITC Summer 2020

Jun 16, 2020 1:54 PM 1D: 958 2698 3236

Meeting Report Poll Report

Export as CSV File

Duration (M
inutes)

Name Email Join time Leave time Attentiveness Score

06/16/2020 13:54:5 06/16/2020 14:58:3
0 2

64

06/16/2020 13:55:3 06/16/2020 13:56:4
3 6

06/16/2020 13:55:5 06/16/2020 13:56:4
o 5

06/16/2020 13:56:4 06/16/2020 14:04:1
5] 5

The meeting report will display. To see poll results for the meeting, select the Poll Report tab.




Tips for Teaching Online in Zoom

Preparing for Your Online Class

Install the Zoom desktop application on your computer.

1. Ensure that you have installed the Zoom: How do | download Zoom?

2. Verify that you have logged into the desktop application: How do | log into the Zoom desktop application?

Schedule your class sessions.

1. Add Zoom to your course site: How do | add the Zoom tool to my course?

2. Schedule a Zoom meeting in your course: How do | schedule a Zoom meeting within Sakai?

Set up your physical space.
When teaching online, you should work in a physical space that is conducive to holding class. To make your virtual classroom more
engaging,

+ Work in a quite room, with minimal background noise and distractions.
+ Connect a webcam to your computer so you can be visible to your students during class.

* Use a working microphone, whether it is built-in into your computer, or connected equipment.

Familiarize yourself with Zoom.

Before class, practice launching your Zoom meeting (How do | join a Zoom meeting from Sakai) to test your audio and webcam, and
familiarize yourself with the meeting controls (What are the Zoom Meeting Controls?)

Q When you enable your webcam in the practice session, you may want to check that no distracting items appear on camera in
the background of your physical space.

Preparing for a session.

Review the Settings under Meeting settings to make adjustments, such as Mute Participants upon entry so that student microphones
will be muted by default when they join the session. (How do | update the settings for a Zoom meeting created in Sakai?)

Q Muting the microphone of anyone who is not speaking is a best practice to avoid background noise and encourages students
to stay focused on the discussion.

Recording a session.

Recording your class meeting will allow students to review the discussion later. This will help students who cannot attend the class or
who want to reinforce their understanding of the lesson.



https://loyola.screenstepslive.com/96087/l/1016062-how-do-i-add-the-zoom-tool-to-my-course

@ Beforeyour first session, review the Office of Online Learning's Guidelines for Recording Students During Online Classes

Zoom's Tips and Tricks

The following tips were taken from Zoom's Tips and Tricks: Teachers Education on Zoom (PDF).

Tips for Virtual Lessons

* For your first class, set aside some time to introduce your students to Zoom and ensure that they are able to connect their audio and
video.

* Review how to use the Share Screen options and how to provide participants with the ability to share their screen: How do | provide
participants with the opportunity to screen share during a meeting?

+ Discuss online etiquette and expectations for students in your first virtual class and periodically revisit these topics.

+ Utilize the whiteboard feature or annotate a shared document as an option for student engagement.

+ Take time to promote questions, comments and reactions from your class. Give a minute to allow your students to utilize Reactions,
write their questions in the Chat, or be unmuted to ask their questions using audio.

* Use Breakout Rooms to divide the class into smaller groups for a discussion on a specific topic.

Tips for Teaching with Video Camera

+ Look at the camera to create eye contact with your students. This helps to create a more personal connection while teaching with
video.

+ Take a second to check the chat or your student's videos (if enabling webcam for your meeting) to check in with your students and
receive feedback.

+ Speak as if you are face-to-face with the class while ensuring you are at the appropriate distance from the microphone for the best
audio experience.

+ When delivering a presentation or sharing images, files, or video, give your students a moment to open and view the content you have
shared.

+ Embrace the pause. Take a moment after the end of your comments to allow for students to respond before continuing on.



https://www.luc.edu/ool/onlinecourseguidelines/guidelinesforrecordingstudentsduringonlineclasses/
https://www.luc.edu/ool/onlinecourseguidelines/guidelinesforrecordingstudentsduringonlineclasses/

Adjusting Default Settings
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How do | create and update my Zoom profile?

Create your Zoom Account
Any faculty, staff, or student with a Loyola username (UVID) and password can create a Zoom account for free.

1. Navigate to luc.zoom.us.
2. Select SIGN IN and log in with your UVID and password to create a Zoom account.

Update your Profile

Updating your Zoom profile allows you to add a profile picture, and edit your time zone.

View the article My Profile, from the Zoom Help Center, for instructions on updating your Zoom profile.



https://luc.zoom.us/
https://support.zoom.us/hc/en-us/articles/201363203-My-Profile
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How do | allow someone to schedule on my
behalf?

Scheduling privileges allows a user to schedule meetings on your behalf. Upon scheduling the meeting, you will become the host of the
meeting and not the individual who is scheduling. To add someone as an alternative host, and keep the host as the person who is

scheduling the meeting, please see How do | add an alternative host to my meeting room.

Login to Zoom.

© & https://luc.zoom.us e *

akai anopto oonuit op Hat oiceThrea J Zoom creenSteps ogin akai Dashboar:
ITRS Sakai o ISM P to ©OH i TT H VoiceThread g Z 5 S Bl Logi Sakai Dashboard

%.. I O i 0 I A JOIN A MEETING HOST A MEETING ~ SIGN IN
iy oo

B n 5

LORIAM

VI Y

{’

+~ UNIVERSITY CHICAGO

WELCOME TO ZOOM
LOYOLA'S VIDEO AND WEB CONFERENCING SERVICE

Zoom allows for robust audio, video, file and screen sharing, collaborative editing, breakout
rooms, and meeting recordings. The conferencing service is recommended for administrative and

large group meetings hosted in conference rooms with a capacity of 10 or more participants.

GET READY

» Get the right equipment for your Zoom meeting.

+ Add the Zoom Client for Meetings download to your
computer.
The web browser plug-in will download automatically when
- you start or join your first Zoom meeting.

¢ Add the Zoom Plug-in for Microsoft Outlook. GO
The Zoom Plug-in for Outlook installs a button on the
Microsoft Outlook toolbar to enable you to start or schedule

a meeting with one click.

Navigate to the luc.zoom.us select Sign-in.

Enter Username and Password.

Login to Loyola University SSO
Username (UVID)

Password

Enter your Loyola Username and Password and then select Login,



https://www.luc.zoom.us/

Select Settings.

PERSOMNAL
Profile
Meetings
Webinars

Recordings

From the menu bar, select Settings.

Scroll to Other.

Schedule Meeting

Other

In Meeting (Basic)
In Meeting (Advanced)
Email Notification

Other

Blur snapshot on iOS task switcher

Enable this option to hide potentially sensitive information
from the snapshot of the Zoom main window. This snapshot
display as the preview screen in the i0S tasks switcher when
multiple apps are open.

Direct call a room system

Enable direct call to a room system from client

Scroll all the way to the bottom of the settings page to reach Other settings.

Modified Reset




Locate Assign scheduling privileges to.

Schedule Meeting
In Meeting (Basic)
In Meeting (Advanced)
Email Motification

Other

Schedule Privilege

You can assign users in your account to schedule meetings on your
behalf. You can also schedule meetings on behalf of someone that
has assigned you scheduling privilege. You and the assigned
scheduler must be on a Paid plan within the same account.

Assign scheduling privilegeto  +
Mo one

| can schedule for

itrs@luc.edu ...

Within the Other setting section, locate the Assign scheduling privileges to option.

Select the +

Schedule Meeting
In Meeting (Basic)
In Meeting (Advanced)
Email Notification

Other

Schedule Privilege

You can assign users in your account to schedule meetings on your
behalf. You can also schedule meetings on behalf of someone that
has assigned you scheduling privilege. You and the assigned
scheduler must be on a Paid plan within the same account.

Assign scheduling privilege to

Mo one

| can schedule for

itrs@luc.edu ...

Select the + next to Assign scheduling privileges to




Enter users Loyola email address.

Assign scheduling privilege

itrs@luc.edu

Enter the email addresses of those who can schedule meetings on your
behalf. Use a comma to separate multiple email addresses.

Assign Cancel

Enter the Loyola email address for the individual(s) of who you want to schedule on your behalf.

Select Assign.

Assign scheduling privilege

itrs@luc.edu
4

Enter the email addresses of those who can schedule meetings on your
behalf. Use a comma to separate multiple email addresses.

Cancel




How do | update my Zoom meeting settings?

Meeting Settings are tied to your Zoom account and enable or disable various features in the meetings that you schedule and host.

For an overview of Zoom meeting settings, visit My Meeting Settings from the Zoom Help Center.



https://support.zoom.us/hc/en-us/articles/115005756143-My-Meeting-Settings
https://support.zoom.us/hc/en-us

How do | review a Zoom attendance report?

Log into Loyola's Zoom Site

Navigate to luc.zoom.us

Sign In

WELCOME TO ZOOM
LOYOLA'S VIDEO AND WEB CONFERENCING SERVICE

Zoom allows for robust audio, video, file and screen sharing, collaborative editing, breakout rooms, and meeting recordings. The
conferencing service is recommended for administrative and large group meetings hosted in conference rooms with a capacity of 10 or

more participants.

GET READY

* Get the right equipment for your Zoom meeting.

* Add the Zoom Client for Meetings download to your computer.
The web browser plug-in will download automatically when you start or join your first
Zoom meeting. GO

* Add the Zoom Plug-in for Microsoft Outlook.

The Zoom Plug-in for Outlook installs a button on the Microsoft Outlook toolbar to
enable you to start or schedule a meeting with one click.

® Add the Zoom Mobile App to your device.
Start, join, and schedule meetings; send group text, images, and push-to-talk messages
on mobile devices.

® Learn more about using Zoom for online classes (for instructors).
* Test your audio and video settings.

® Test your computer prior to joining a meeting.

Select SIGN IN and log in using your Loyola username (UVID) and password.

Select Reports

Profile

Meetings

Webinars
Recordings
Settings

Account Profile



https://luc.zoom.us/

From the left hand menu bar, select Reports

Select Usage

Usage Reports Docurment

Usage

View meetings, participants and meeting minutes within a specified time range.

Meeting

View registration reports and poll reports for meetings.

Select Usage to view a list of participants from past meetings.

Adjust search date

Reports = Usage Reports Usage

From: 05/21/2018 To: 05/22/2018

Maximum report duration: 1 Month
The report displays information for meetings that ended at least 30 minutes ogo.

Select the From or To date to adjust the dates in which the meeting occurred. Then select Search to re-run the report .




Participants

Reports = Usage Reports =~ Usage Document

From: 05/21/2018 To: 05/22/2018 m

Maximum report duration: 1 Month
The report displays information for meetings that ended at least 30 minutes ggo.

Export as CSV File Toggle columns +

. . . Has Zoom Creation . Duration -
Topic Meeting ID User Name User Email . Start Time End Time . Participants
Rooms? Time (Minutes)

. ) 08/04/2016 05/21/2018 05/21/2018
ITRS Loyola's Personal Mee... 312-815-2270 ITRS Loyola itrs@luc.edu No 09:52:09 14:00:57 15:00:54 60 2

Select the number displayed in the Participants column to view the list of participants.

€ Note, participant names will display the same way that they did during the live meeting. If the names need to appearin a
certain format (i.e. username or First and Last name), then users will need to be instructed to enter the meeting with that
name.




How do | make my Zoom meetings more
secure?

Zoom provides the ability for each user to customize their meeting and user settings based on their specific needs and contexts,

including for a class, a training, or administrative meeting.

Use the Meeting Link in Sakai

Utilize Sakai : If using Zoom for a course, using the Zoom integration in Sakai requires that participants be enrolled as a member of that

site to gain access to the Join Meeting link.

For more information, see How do | schedule a Zoom meeting within Sakai?

Keep the Meeting Private: Avoid sharing or posting the meeting URL to any public-facing webpage or listserv. Instead, use the process

of joining a meeting through the Sakai course Zoom integration.

Loyola Zoom Account Settings for Security

Log Onto the Loyola Zoom Subscription.

Navigate to luc.zoom.us, select SIGN IN (either on the right pane or the upper right corner of the page), and log in with your Loyola

username and password.

Select Settings.

Z00Mm

PERSOMNAL

Profile

Webinars

Recordings

Settings

Select Settings from the menu on the left.



https://luc.zoom.us/

Allow Only Authenticated Users to Join Your Meeting.

. Use Personal Meeting ID (PMI) when starting an instant meetin
g Schedule Meeting gID( ) g g ()
In Meeting (Basic) o
() | o 3 )
In Meeting (Advanced) A 4 Only authenticated users can join meetings o
The participants need to authenticate prior to joining the meetings, hosts can choose
Email Notification one of the authentication methods when scheduling a meeting.

Other Meeting Authentication Options:

Sign in to Zoom (Default) Edit Hide inthe Selection

1. Within the Meeting tab, select Schedule Meeting.
2. Scroll down the list of options to Only authenticated users can join meeting.

3. Use the slider to activate the option. Blue indicates that the option is enabled for your meetings.

€ When the Only authenticated users setting is activated, a participant using a Zoom meeting link will be required to sign in to
Zoom before gaining access to the meeting room.

Restrict Screen Sharing.

Show Zoom windows during screen share [
Schedule Meeting

Q In Meeting (Basic)

g Screen sharing ()

In Meeting (Advanced) Allow host and participants to share their screen or content during meetings

Email Notification Who can share?

L

Other o Host Only All Participants

Who can start sharing when someone else is sharing?

Host Only All Participants

1. Select In Meeting (Basic) from the Meeting menu.
2. Scroll down to the option Screen sharing.

3. Select the radio button Host Only to restrict other participants from sharing their screen during your meeting.

€@ When the Host Only setting is activated, only the meeting host will be able to share their screen during a meeting. This

setting can be modified within a meeting by the Host. See How do | provide participants with the opportunity to screen share
during a meeting?
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Use the Waiting Room Feature.

Schedule Meeting
In Meeting (Basic)

Q/ In Meeting (Advanced)
Email Notification

Other

Attention tracking ()

Lets the host see an indicator in the participant panel if a meeting/webinar attendee
does not have Zoom in focus during screen sharing.

e' Waiting room e
© witing L@
Attendees cannot join a meeting until a host admits them individually from the waiting

room. If Waiting room is enabled, the option for attendees to join the meeting before
the host arrives is automatically disabled. [

Choose which participants to place in the waiting room:

o. o All participants
-

Guest participants only @

Customize the title, logo, and description »

Select In Meeting (Advanced) from the Meeting menu.

Scroll down to the option Waiting room.

Use the slider to activate the option. Blue indicates that the option is enabled for your meetings.
Select the radio button All participants.

€ When the All participants setting is activated, all participants are placed in a waiting room upon entry into the Zoom
meeting. The Host has to then admit each user into the room.




In-Meeting Options for Security

Select Participants.

=~ ]

0] 5 e
Meeting Topic: ITRS Loyola's Personal Meeting Room
Host Name: ITRS Loyola
Invitation URL: https://luc.zoom.us/my/dropin
Copy URL
Participant ID: 171976

iy

Join Audio Share Screen Invite Others

Computer Audio Connected

"en

Unmute Start Video Security arti s | Share Screen More

From the Zoom meeting controls, select Participants to open the Participants panel.

Select More.

@] m v Participants (1)

t Sarah Lynn Kentner (Host, me) Z m
Meeting Topic: ITRS Loyola's Personal Meeting Room
Host Name: ITRS Loyola
Invitation URL: https://luc.zoom.us/my/dropin
Copy URL
Participant ID: 171976

Join Audio Share Screen Invite Others

Computer Audio Connected

9 e e 9

r gofaster more

2
Z vt Invite Mute All Unmute All

Unmute Start Video curity Participants Share Screen

Select More at the bottom of the Participants window to display a drop-down menu.




Choose Play Enter/Exit Chime.

ece Zoom
@ €} m v Participants (1)
‘ Sarah Lynn Kentner (Host, me) g %
Meeting Topic: ITRS Loyola's Personal Meeting Room
Host Name: ITRS Loyola
Invitation URL: https:/fluc.zoom.us/my/dropin
Copy URL
Participant ID: 171976

Join Audio Share Screen Invite Others

Computer Audio Connected

© 0 0 © ©

yes no go faster  more

2 oe 1
i1 & vl &> & Invite Mute All Unmute All More v

Unmute Start Video y Participants Share Screen More

1 Mute Participants on Entry

+' Allow Participants to Unmute Themselves
Allow Participants to Reriame Themselves
Lock Meeting

+ Enable Waiting Room

€ This option provides the host with a sound notification whenever a participant enters or leaves the waiting room or meeting
room.




Enable Waiting Room.

Zoom

hd Participants (1)

t Sarah Lynn Kentner (Host, me) ¥ o
Meeting Topic: ITRS Loyola's Personal Meeting Room
Host Name: ITRS Loyola
Invitation URL: https://luc.zoom.us/my/dropin
Copy URL
Participant ID: 171976

Join Audio Share Screen Invite Others

Computer Audio Connected

© 0 ¢ o ©

yes gosiower gofaster  more clear a

2
4 vl Invite Mute All Unmute All More v

Unmute Start Video £ y  Participants Share Screen

Mute Participants on Entry

l + Allow Participants to Unmute Themselves

+ Play Enter/Exit Chime

+ Allow Participants to Rename Themselves
Lock Meeting

+ Enable Waiting Room

When this setting is activated, all participants are placed in a waiting room upon entry. The Host has to then admit each user into
the room.

Choose Allow Participants to Unmute Themselves.

A Participants (1)

‘ Sarah Lynn Kentner (Host, me) Z FA
Meeting Topic: ITRS Loyola's Personal Meeting Room
Host Name: ITRS Loyola
Invitation URL: https:/fluc.zoom.us/my/dropin
Copy URL
Participant ID: 171976

AR

Join Audio Share Screen Invite Others

Computer Audio Connected

@9 e ¢ 9

r gofaster  more

Invite Mute All Unmute All More v

Mute Participants on Entr:
Allaw Participants to Unmute Themselves |,
Play Enter/Exit Chime

+ Allow Participants to Rename Themselves
Lock Meeting

Unmute Start Video Participants  Share Screen

+ Enable Waiting Room




€ [Ifthis setting is unchecked, only the Host is able to unmute participants' microphones.

Choose Lock Meeting.

gasZoom, (Mceting,Locked) ey

m A4 Participants (1)

i Sarah Lynn Kentner (Host, me) X %
Meeting Topic: ITRS Loyola's Personal Meeting Room
Host Name: ITRS Loyola
Invitation URL: https://luc.zoom.us/my/dropin
Copy URL
Participant ID: 171976

Join Audio Share Screen Invite Others
Computer Audio Connected

© © 0 © @

yes goslower gofaster more  clearal
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Invite Mute All Unmute All Mare v

Unmute Start Video curity Participants  Share Screen More

Mute Participants on Entry
l Allow Participants to Unmute Themselves
+ Play Enter/Exit Chime
+ Allow Participants to Rename Themselves
+ Lock Meeting .

+ Enable Waiting Room

Once activated, the meeting is locked and does not allow for entry of any additional participants or for re-entry of participants who
have left the meeting.




Select Security.

0] A

L
[

Meeting Topic: ITRS Loyola's Personal Meeting Room
Host Name: ITRS Loyola
Invitation URL: https://fluc.zoom.us/my/dropin
Copy URL
Participant ID: 171976

@

Join Audio Share Screen Invite Others

Computer Audio Connected

% Wit

Unmute Start Video ; Participants Share Screen

From the Zoom menu bar select Security to open the Security drop-down window.




Select Lock Meeting.

Zoom (Meeting Locked)

8) ()

Meeting Topic: ITRS Loyola's Personal Meeting Room
Host Name: ITRS Loyola
Invitation URL: https:/fluc.zoom.us/myj/dropin
Copy URL
Participant ID: 171976

Join Audio v/ Enable Waiting Rncrﬁ Invite Others
Computer Audio Connected

v Lock Meeting .

Share Screen
v Chat
v Rename Themselves

Unmute Start Video Security Participants Share Screen More

Once activated, the meeting is locked and does not allow for entry of any additional participants or for re-entry of participants who
have left the meeting.




Select Enable Waiting Room.

Zoom (Meeting Locked)

@) & ]

Meeting Topic: ITRS Loyola's Personal Meeting Room
Host Name: ITRS Loyola
Invitation URL: https:/fluc.zoom.us/myj/dropin
Copy URL
Participant ID: 171976

Join Audio +/ Enable Waiting Room Invite Others
Computer Audio Connected

v Lock Meeting

Share Screen
v Chat
v Rename Themselves

When this setting is activated, all participants are placed in a waiting room upon entry. The Host has to then admit each user into
the room.




Managing Recordings




How do | update the location of my local Zoom
recordings?

Open the Desktop Application.

Launch the Zoom desktop application on your computer and login.

For information on logging into the desktop application see How do | log into the Zoom desktop application.

Select Settings.

o0 fh ~ e & Q, Search @
ome Chat Aee s tacts

C)

4:54 PM

Tuesday, July 7, 2020
oin

New Meeting ~ J

()
No upcoming meetings today
Schedule Share Screen «

Select the gear icon to open Zoom Settings.




Local Recordings on a Mac

Select Recording.

Video

@ Audio
0 Share Screen
o Chat

Virtual Background

@ Recording

B Profile
u Statistics

Keyboard Shortcuts

Accessibility

Settings

] Use dual monitors @

[ Enter full screen when starting or joining a meeting
[ Copy invite link when starting a meeting

B Ask me to confirm when | leave a meeting

[ Show my meeting duration

B Add Zoom to macOS menu bar

[ 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

R KRN

View More Settings [©

From the menu on the left, select Recording to display the recording settings.

View Local Recording Location.

Local Recording :

Cloud Recording

Store my recordings at: [ /Users/localuser/Downl... & . Open |

415.22 GB remaining

(] choose a location to save the recording to after the meeting ends
[:I Record a separate audio file for each participant
(] Optimize for 3rd party video editor (%)
(] Add a timestamp to the recording (9
@ Record video during screen sharing
(] Place video next to the shared screen in the recording

(] Keep temporary recording files(®)

Manage on web...




The current location of your local recordings will be displayed.

Change Local Recording Location.

)

Local Recording : Store my recordings @ [ jUsers/localuser/Downloads Open

415.21 GB remaining =
Choose a new location...

(] Choose a location to save the recording to after the meeting ends

A

I:I Record a separate audio file for each participant
(] Optimize for 3rd party video editor (7
(] Add a timestamp to the recording (3
@ Record video during screen sharing
(] Place video next to the shared screen in the recording

(] Keep temporary recording files(?)

# )

Manage on web...

Cloud Recording

To change the location where the recordings are being stored, select the drop-down menu. Then, select Choose a new location.

Select Location.

m < 22 =) T|- m zoom 2 M Q Searc!
Favorites Adobe » [ 2018-01-11..735082879 »
@ R t Adobe Flash Builder 4.7 [0 201B-02-21..636157260 *»
Sl [ Snagit » W 2018-02-22..269520583 *»
#2% Applications [ staff Council » [ 2018-03-07..361131273 *
© Downloads = [ 2018-05-15..1 938208306 *
RSN 0 2018-05-21..523936575
7 iCloud Drive [0 ZoomOutlookPlugin » [ 2018-05-21..499579635 »
% Documents
] Desktop
Devices
Remote Disc
Tags
@ Blue
@® Camplakeloui...
Personal
Important

New Folder Cancel

Select the new location for saved recordings and then select Choose.




Local Recording on a PC

Select Recording.

[l General

M Audio

Wi Video

]
[

Advanced Features

Al Statistics

T Accessibility

A& |nstant Messaging

General

Application
Start Zoom when | start Windows

Silently start Zoom when | start Windows

When closed, minimize window to the notification area instead of the task
bar

Automatically copy Invitation URL to Clipboard after meeting starts
| Confirm with me when | leave a meeting

Show my connected time

From the side menu bar, select Recording to display the recording settings.

View Local Recording Location.

)

[
il

®

» o -%- be

General

Audio

Video

Recording
Advanced Features
Statistics
Accessibility

Instant Messaging

Local Recording:

Store my recordings at:

ChUsers\skentner,Documents\ Zoom Open Change

399 GB remaining.

Choose a location for recorded files when meeting ends

Record a separate audic file for each participant who speaks
Optimize for 3rd party video editor @

+'| Record thumbnails when sharing

Add a timestamp to the recording @

The current location of your local recordings will be displayed.




Change Local Recording Location.

]
O

®

» = -%- be

General

Audio

Video

Recording
Advanced Features
Statistics
Accessibility

Instant Messaging

Local Recording:

Store my recordings at:

ChlUsers\skentner,\Documents\Zoom Open

399 GB remaining.

Choose a location for recorded files when meeting ends

Record a separate audic file for each participant who speaks

Optimize for 3rd party video editor @

| Record thumbnails when sharing

Add a timestamp to the recording @

To change the location of where the recordings are being stored, select Change.

Select Location.

Please select the folder where you would like the recorded
files to be saved.

v Documents L
Custom Office Templates
My Data Sources
Cutlook Files
Zoom
» ; Downloads
» J"J Music
» &= Pictures -
£ = >
Make Mew Folder Cancel

Select the new location for saved recordings. Then, select OK.




How Do | Download a Zoom Cloud Recording?

Navigate to luc.zoom.us.

C O [i Iuc.znom.us]

In a web browser, navigate to luc.zoom.us.

Select Sign In.

JOIN A MEETING HOST A MEETING ~

From the top menu, select Sign In.

Enter UVID and Password.

Login to Loyola University SSO
Username (UVID)

skinne 2
Password
LR LTI LR L ] ﬁ

About Loyola's Single Sign-on (SS0)

Enter your UVID and password. Select Login.




Select Recordings.

Z00Mm

PERSOMNAL
Profile
Meetings
Webinars

=

Settings

From the menu on the left, select Recordings.

Select Cloud Recordings.

Cloud Recordings Local Recordings

Select the Cloud Recordings tab.

Select the Meeting Name.

Topic D

- [ Sarah Kinne's Zoom Meeting ] 970-7851-5465

Select the name of the meeting that you would like to download.




Select Download.

Sarah Kinne's Zoom Meeting »
Apr 24, 2020 10:09 AM Central Time {US and Canada) 1D: 970-7851-5445

0 total views « O total downloads Recording Analytics

Recording 1
dfiles 185 KB

[ 4 Download (3 files) ] ¢#* Copy shareable link [ ]

Speaker view

Audio only

Audio transcript

Select the Download button to download all files associated with that recording.

Select Save.

Save As:|GMT20200424-150925_Sarah-Kinn

Tags:
Where: [ Downloads v
Format: _Apple MPEG-4 audio

Q Optional: Change the name of the file in the Save As field. Change the location where the file will download on your computer
using the drop-down menu.

Select Save.
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How do | remove password protection from my
Zoom cloud recordings?

By default, all Zoom cloud recordings have a password. This setting is designed to protect the recording.

Log into your Loyola Zoom account.

Navigate to luc.zoom.us.

['EJ & hitps:/fluc.zoom.us ] b *

m ITRS m Sakai n ISM @ Panopte ©O Hoonuit T Top Hat @VoiccThrcad L Zoom @ScrecnSlcps m Bl Login G Sakai Dashboard @ Sakai Online Support

LO i OLA JOIN A MEETING HOST A MEETING ~ SIGN IN

UNIVERSITY CHICAGO

-

GLORIAM

e

WELCOME TO ZOOM
LOYOLA'S VIDEO AND WEB CONFERENCING SERVICE

Zoom allows for robust audio, video, file and screen sharing, collaborative editing, breakout rooms, and
meeting recordings. The conferencing service is recommended for administrative and large group

meetings hosted in conference rooms with a capacity of 10 or more participants.

GET READY

» Get the right equipment for your Zoom meeting.

» Add the Zoom Client for Meetings download to your computer.
The web browser plug-in will download automatically when you
start or join your first Zoom meeting. GO

* Add the Zoom Plug-in for Microsoft Outlook. SIGN IN
The Zoom Plug-in for Outlook installs a button on the Microsoft
Outlook toolbar to enable you to start or schedule a meeting
with one click.

In a web browser, navigate to luc.zoom.us to access the Loyola Zoom login site.



https://luc.zoom.us/

Select Sign In.

© & nhttps://luc.zoom.us s *

m ITRS m Sakai n ISM @ Panopte ©O Hoonuit T Top Hat @\-"oice‘l’hread L) Zoom @ScreenSleps m Bl Login O Sakai Dashboard @ Sakai Online Support

LOYOLA JOIN A MEETING HOST A MEETING ~ SIGN IN

UNIVERSITY CHICAGO

=
=
=

WELCOME TO ZOOM

LOYOLA'S VIDEO AND WEB CONFERENCING SERVICE

Zoom allows for robust audio, video, file and screen sharing, collaborative editing, breakout rooms, and
meeting recordings. The conferencing service is recommended for administrative and large group

meetings hosted in conference rooms with a capacity of 10 or more participants.

GET READY

» Get the right equipment for your Zoom meeting.

* Add the Zoom Client for Meetings download to your computer.
The web browser plug-in will download automatically when you
start or join your first Zoom meeting. GO

» Add the Zoom Plug-in for Microsoft Outlook.
The Zoom Plug-in for Outlook installs a button on the Microsoft
Outlook toolbar to enable you to start or schedule a meeting
with one click.

Select Sign In and log in using your Loyola Username (UVID) and password.

Edit your Settings for recordings.

Select Settings.

Z00Mm

PERSOMAL
Profile
Meetings
Webinars

Recordings

Settings

Select Settings from the menu on the left.




Select Recording.

FERSORAL Meeting Recording Telephone
Profile
Meetings Schedule Meeting Schedule Meeting
_ In Meeting (Basic)
RS Host video
In Meeting (Advanced) . . .
Recordings Start meetings with host video on

Email Notification
_ Other Participants video
Select Recording from the top menu bar to see the settings for all cloud recordings.

Turn off Require Password.

Only authenticated users can view cloud recordings ()

The viewers need to authenticate prior to viewing the cloud recordings, hosts can choose one of the authentication
methods when sharing a cloud recording.

Require password to access shared cloud recordings ()

Password protection will be enforced for shared cloud recordings. A random password will be generated which can
be modified by the users. This setting is applicable for newly generated recordings only.

Auto delete cloud recordings after days C)

Allow Zoom to automnatically delete recordings after a specified number of days

Scroll down to the middle of the page to find the "Require password to access shared cloud recordings" option, and select the blue slider

to toggle it off.

Q Sliders in gray indicate that the setting is off and sliders in blue indicate that the setting is on.
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