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~ Zoom Group Chat

Hi, If you're not able to hear me, please type into
the chat.

. .‘ ‘ lk 1 ‘ ’ @ .. To: Everyone More
9 A A 4] ‘;‘ [ | ]

Mute Stop Video Invite Manage Participants  Share Screen Chat Record Breakout Session

Click the chat icon to open chat box. You may
have to move your mouse over the bottom of the
screen to see the chat icon.

For major technical difficulties call (617) 998-857
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Zoom Training

Fix Audio Problems

1. Make sure your microphone is not on Mute

If you see a line through the microphone icon in the bottom

left of your screen, click on the icon to make the line go
away

2 2 s o

Unmute Stop Video

Invite Participants Share Screen Chat

‘®
o B B8 e
Genera | Audio Video Video Background Record Statistics Accessibility Advance d Features
2. Test Computer Audio Speaker

Logitech USB Headset | <]
. Click Test Speaker to make sure you can hear others |
Leave Computer Audio

. . Output Level:
Audio Options... Output Volume:

Microphone

Please speak to your microphone. If you can not see the volume
indicator blinking, select a different mic.
Stop Video

Logitech USB Headset

Input Level:

[

Input Volume:
Automatically adjust microphone settings

Automatically join audio by computer when joining a meeting
Aways mute microphone when joining meeting
Enable Stereo

Allow option for using original sound from microphone in meeting
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Zoom Training

How to Participate in Today’s Session

1. Use microphone

2. Type into chat

3. Use video

4. Explore, ask questions and try features

5. Best practice: mute microphone unless speaking

Ao Uy

Invite Manage Participants Share Screen




Audio

Views

Chat/Send File
Manage Participants
Record

Account and Links

Zoom Training

Agenda

Host, Co-Hosts & Alt. Hosts ®

Best Practices and Updates
Share Screen
Annotation and Whiteboard

Breakout Sessions

Poll
End Your Meeting

New Faculty Institute

Help



[V EB(R 1 [§[TAS

. . HARVARD UNIVERSITY DIVISION OF CONTINUING EDUCATION

-
&9

BY; Zoom Training

Join Audio Upon Entering

1. Join by Computer—Don't Join by Phone
2. Test Computer Audio
3. Join Audio by Computer

@] How do you want to join the audio conference?

Join by Phone Join by Computer

Automatically join audio by computer when joining a meeting
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Test Computer Audio in Session

* You and your students should check this every time you
enter a session

« Make sure you hear the audio through your headset

3.

. ) di
Le i.ve Computer Audio Audio

Audio Upuuiis... o lg @ E B n H

General Audio Video Video Background Record Statistics Accessibility Advanced Features

Speaker

StOp Video Test Speaker Logitech USB Headset E

| Click Test Speaker to make sure you can hear others

2 Output Level:
* How do you want to join the audio conference? Output Volume:

Please speak to your microphone. If you can not see the volume
indicator blinking, select a different mic.

Test Mic Logitech USB Headset E

Input Level:
© TR

Aufomaficall)) adjl.;st miéropﬁone ‘settiﬁgs ‘

Automatically join audio by computer when joining a meeting
Fways mute microphone when joining meeting

Enable Stereo
Automatically join audio by computer when joining a meeting

Allow option for using original sound from microphone in meeting
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Zoom Training
Views

Switch between Gallery View and Speaker View
Students can control the view they see

 Enter Full Screen or Exit Full Screen

-» -
o= Enter Full Screen :: Exit Full Screen

Gallery View Speaker View

HH b2

15”‘4 Y

'E!""



TAS§

HARVARD UNIVERSITY DIVISION OF CONTINUING EDUCATION

Zoom Training

Chat

Select "Everyone”

to type a message
to the whole class

Click Enter on O

“ N keyboard to send
\ - ——

P PR "R § g o & C seemcon
Mae  StopVideo Invite ~ Manage Participants  Share Screen . Chat Record  Breakout Session S en d a per at e Chat Hello Everyone!
Click chat iconéopen chat box. by selecting the rems
You may have to move your name of 1 person
mouse over the bottom of the
screen to see the chat icon.
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Zoom Training

Save Chat and Send File

Type message here...

Send File
Save Chat _'

Save Chat

Anyone can save a .txt
transcript of the chat.

Send File

Anyone can send a copy of a
file they have on their
computer to others.
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Manage Participants (Host View)

- o
v Participants (3)

@ Aman... (Host, me, participant ID: 25)

O
e Jon Snow

Mute All Unmute All

Mute Participants On Entry

Play Enter/Exit Chime

Lock Meeting

Lock Screen Share

Lower All Hands

v

Participants (3)

) I:]“_

@ Aman... (Host, me, participant ID: 25) z

0 -~

e Jon Snow

Mute All

Unmute All

More v

Chat

Ask to Start Video
Make Host

Make Co-Host
Allow Record

Rename

Remove
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Record

Record on this Computer #EOR
Record to the Cloud EOC

A P U | o

Join Audio  Start Video Invite Manage Participants Share Screen Chat

Two ways to find your recording

1. Log into your Zoom account at zoom.us and click on "My
Recordings” on left side of page

2. In email from Zoom

Zoom <no-reply@zoom.us> 8:34 PM (4 minutes ago)
tome '~

Hi Amanda Watkins,
Your cloud recording is now available.

Topic: Amanda Watkins' Zoom Meeting
Date: Dec 1, 2016 8:33 PM (GMT-5:00) Eastern Time (US and Canada)

Click here to download or view your recording:
h rding/detail?meeting id=bhRpV%2FmbQpmSMk%2FSLpPXTA%3D%3D

Share your recording:
Recording-1 (185 KB):
ttps://zoom.us/recogfng/play/sA7ALNS Jpl6jM1FcAIB2rRhA7aAzICWEb-mDB7eKJWSylYEwWFWvrrZnsStIfFIC

Audio Only-1 (2 KB):
https://zoom.us/recording/play/4wNN9vnlis2dw2DpVhiiLg5n93b3Uca7Gil-73hGCda1tAuFijj225qs6cSUHNFMT

Thank you for choosing Zoom.
-The Zoom Team
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Accounts and Meeting Links

Accounts

If we have not yet contacted you,
send an emalil to:

Click the link in the email from
X "tosetupa
password

We will create a meeting for your
course that will last for the entire
semester.

Every member of the teaching
staff should have an account
unless you are all sharing the
same user name and password.

Links

When we create your course
meeting a link is generated.
Everyone will use this same link.

We'll send you an email with the
link. You can also find it when
you log into zoom.us and look
under “My Meetings."

We'll create a “Web Conference”
page on your Canvas site that will

have the link.

Your students will be able to find
the link when they go to online
services (dceweb.Harvard.edu).


http://dce.harvard.edu
http://zoom.us

HARVARD UNIVERSITY DIVISION OF CONTINUING EDUCATION

Zoom Training

Your Account

Z0o0oMm.us

REQUEST A DEMO 1.888.799.0125 FAQ SUPPORT

2 OOI l . JOIN A MEETING HOST A MEETING

REQUEST A DEMO 1 0125 FAQ SUPPORT

|
z OOI l . SCHEDULE A MEETING  JOIN A MEETING HOST A MEETING v l SIGN OUT

SOLUTIONS ~ PLANS & PRICING CONTACT SALES

My Profile

My Meeting Settings

I Susan Goldstein Edit

Account No 150465

Change Delete

|
2 OOI l l SCHEDULE A MEETING  JOIN A MEETING HOST A MEETING ~ l SIGN OouUT

Iy IVIEEUIIE SEWnNES W Ger [raining

HoLunions = ING aTNE e A
iviy Mieeti )
My Meetings Schedule a New Meeting

My Recordings

. Start Time Topic Meeting ID
My Webinars
2 v . Recurring New Web Conference Instructo376-928-951  Start | Delete
toom Managemen
" rs
Zoom Rooms X
Recurring EDUC E-111 723-618-234  Start | Delete
Calendar Integration
Recurring ABCD-TIE 681-394-575 | Start | Delete

Cisca/Polveom
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Host, Co-Host, and Alt-Host

* The Host starts and manages the meeting. The
Instructor is usually the account holder and host.

* A Co-Host has almost all the same privileges as the host.
« Co-hosts can't create or move others into and out of
breakout rooms.
« Anyone can enter as a participant and be promoted
to co-host by the host.

* Alt-Hosts can be added to a session when a co-
instructor or TA wants to open the session and enter as

a host or co-host.
« Contact to have
someone added to your session as a co-host.


http://dce.harvard.edu
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Best Practices

* Required Network Minimum- 3.0- Mbs download / upload:
o Ethernet cable is BEST
o Network must be private Wi-Fi or work network.
o Make sure that no one on your network is streaming movies, playing online
video games, downloading, etc.
o No mobile phone broadband connections are supported

* Open only the applications necessary for class.

» Keep your browser up to date. Close all other unnecessary windows/tabs.
o We strongly recommend Firefox or Chrome.

» Make sure computer does not need major updates.

» A restart a day keeps the IT folks away!


http://www.speedtest.net/
http://projects.iq.harvard.edu/dcewebconf

" HARVARD UNIVERSITY DIVISION OF CONTINUING EDUCATION

Zoom Training

Stay Updated

@] ®  © Dpownload C -
& & (0 Q
ZOOI | | SALES  PLANS  SUPPORT SCHEDULE A MEETING  JOIN AMEETING  HOST A MEETING ~ SIGN OUT
Download for IT Admin ~
Download Center

oom Client for Meetings

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

Version 3.5.64836.0908
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Start Share Screen

Confirm that One Participant sharing is selected.

]- ‘ v/ One participant can share at a time

Multiple participants can share simultaneously

Advanced Sharing Options...

'R ~ ® e =

Invite Manage Participants Share Screen Record Breakout Rooms

| . ) =

Stop Video
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Zoom Training
Choose What to Share

A N e = r =]

Desktop Whiteboard

Zoom Training for Instructors ... Zoom Training for New Users S... MaldenLindenAcademy-12-20... Collaborate Training for Instruc...

== Show all windows...

) .

Dell Webcam Conteas auReR-too_ 700m - Googl...
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Zoom Training

Share Screen in Progress

Controls have been moved to the top. If you don't see
them, move your mouse here to make them appear.

STy e A T W Additional tools

»\ Unmute StopVideo Manage Participants New Share  Pause Share  Annotate Remote Control M

PowerPoint Slide S k
- ‘__ W Stop Share e e HD. -
. HARVARD UNIVERSITY DjvisiGii ©F CONTINUING EDUCATION A 3Bk 1203, s8' o ave I I love O

Zoom Training :
Share Screen

.

¥y

Chat
Breakout Rooms

1)

Record on this Computer BOR
Record to the Cloud B4C

Disable Attendee Annotation
Hide Video Panel

Audio Options...

Video Settings...
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Zoom Training

Annotation and Whiteboard

Unmute Stop Video Manage Participants New Share  Pause Share . Annotate
® StopShare

HARVARD UNIVERSITY DiviSION OF CONTINUING EDUCATION

1) Required Network Minimum- 3.0-Mbs download / upload:
* Ethernet cable is BEST. Adapters are available if you have a computer with no Ethernet port.
* Mac:
« PC:
* If on WiFi, same speed-minimums apply. Network must be private WiFi or work network. Sit as
close as you can to the WiFi router — proximity matters!
*  Whether WiFi or wired, make sure that no one on your network is doing any bandwidth heavy
activity such as streaming movies, playing online video games, downloading, etc.
* Public access points (cafés, libraries, etc. — even with password, they are 'public') have too low
bandwidth and have too much traffic on them.
* No mobile phone broadband connections are supported (tethering). Same bandwidth speed
minimums apply. (see above)
2) Open only the Applications necessary for class.
3) Keep your Browser of choice up-to-date. Close all other unnecessary windows/tabs.
*  We strongly recommend Firefox or Chrome.

Il
4) Make sure computer does not need major systengbelljpl:gys.e Ch rome:

xl.4

Unmute Stop Video Manage Participants  New Share  Pause Share Whiteboard  Remote Control More

] P d;

@ Stop Share
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Breakout Sessions

Q) Create Breakout Session = 28 =

Assign 5 participantsinto = 3| . Sessions:

& Automatically Manually

1 1-2 participants per session

- -
O Breakout Session - Not Started DS S

© Breakout Session - In Progress

~ Breakout Session 1 2
= Breakout Session 1 Join
Omar Fghani's iPhone

Tarek Fghani

Breakout Session 2 2 ~ Breakout Session 2 ( Join
Beth

Litel Mackenzie

A4

~ Breakout Session 3 1 ~ Breakout Session 3 Join

Billy bob

Recreate ~ Add a Session < Start All Sessions > < Stop All Sessions > q

2 @

Participants

Breakout Session

Stop Video Share Screen
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Zoom Training

Breakout Sessions

Broadcast Message Rename Rooms

’ Rename

v Breakout Room 1
Team Avocado

Student v Breakout Room 1 /" Rename
Student v ) QEEED
|
5 Minute warning] Reassign Participants While in Session

v Team Avocado

EDM
Patrick-Online Support -] Move To Team Not Avocado

labuser

v Team Not Avocado

Broadcast a message to all A Close All Rooms OnlineTechnologist

Student

Students have the “Ask for Help” button while in a Breakout Session.
7\
~ L’ - O 2]

Unmute Stop Video Partidpants Share Saeen Chat Record Ask for Help
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Polling

1 You and your students will need 2

Profile Upcoming Meetings Previous Meetings Schedule a Meeting
.
the most recent version of Zoom
Personal Meeting Room © Amanda Watkins - Test Account's  715.938-0860

for Polling to work

Personal Meeting Room

Recurring » ©_Most Important Test Meeting 771-975-249

® ®  © Download Cepte
< C 0

@ https://zoom.us/download Topic: ~ Most Important Test Meeting

ZOOI [\ saes  puans  support SCHEDULEA MEETING  JOIN A MEETING ~ HOST A MEETING ~ SIGN OUT Time:  Recurring meeting

& Add to calendar ~

Download Center o Meeting ID: 771-975-249

Host Video: on off
Participants Video: on off
oom Client for Meetings
Audio Options: Telephony Only Voip Only Both
The web browser plug-in will download automatically when you start or join your first
Zoom meeting, and is also available for manual download here.
Meeting Options: Require meeting password

Version 3.5.64836.0908 Enable join before host

“ Mute participants upon entry S

Use Personal Meeting ID 715-938-0860

Invite Attendees: Want participants to register for this meeting in advance? Enable Registration 3

Join URL: httos://zoom Le A2 00init C Copy the invitation

You have not created any poll yet. )
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Polling -

Add a Poll ‘
xu 2\ 4 llll ’ @ ==

The Test Meeting Questions Invite Manage Participants Polling Share Screen Chat Record Breakout Rooms
1. Are A\ dos the Best?
re Avocados the Best? [ ] Polls

Will launch the edi

Polling 1: The Test Meeting Questions (3 €= page on zoom.us

in your browser

* ® Single Choice Multiple Choice

1.Are Avocados the Best?

Yes!
Absolutely! Yes!
They really are!
Absolutely!

| am a robot with no tastebuds.

They really are!

| am a robot with no tastebuds.

2.If you were stranded on a dessert island and could
bring any of these with you, what would it be?

Delete

+ Add a Question « Maximum 10 questions per poll
An avocado.

Cancel " Py
@ Créme brilée.

Cake.

Two Avocados.

Ice Cream
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End Meeting

() End Meeting or Leave Meeting? X

To keep this meeting running, please assign a Host before you click Leave
Meeting.

I'd like to give feedback to Zoom

_ End Meeting for All BTN ST Cancel
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New Faculty Institute

Online, Self-Paced Course for New Faculty

https://canvas.harvard.edu/courses/11322

Home

Noduls

Distussions

About Harvard Extension

¢ Your Stuents

Before We g started wih e sttt e o ake  few minutes ol you bt about the Exension School and e sud

The arvard Eension School s anopen-envolment rogram, i means tat anyone canregiste fo  couse. AS our De
School ofers a Harvardecucaton o anyone it te academic curost, ity anddrive o suceeed at Youmight hve con


https://canvas.harvard.edu/courses/11322
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Zoom Instructor Support

Always call if urgent!
Harvard Online Support

(617) 998-8571

DCE Web Conference Website for
Instructors and TAs

Course Staff Contact for Web Conference:
webconference@dce.harvard.edu

Online Support General Contact:
academictechnology@dce.harvard.edu

zoom.us
Wait 10 seconds for the pop up
in the bottom right and chat live!

support.zoom.us

ZOOm Help Center Check out “"Getting Started”


http://projects.iq.harvard.edu/dcewebconf

