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Zoom Basics 
Transcript 

Zoom Basics 
January 11, 2022, 11:00am-12:00pm 

Presenter: Amanda Rodenborn, Instructional Technologist 

This introductory session provides an overview to help you get started using Zoom. You 
will learn how to claim your Pomona Zoom account, log in, schedule meetings, set up 
your profile and adjust your preferences, and use the basic meeting controls to help 
your session run smoothly. 

Session materials: Presentation slides 

Transcript 

Amanda: I am recording this session. Um, like I said, uh, as you were coming in, don't 
feel like you need to, um, mute/unmute. If you want to keep your microphone on the 
whole time. Since it's such a small group, that's fine with me and interject and ask 
questions. It should be pretty easy to handle all of that as we go. The meeting will be 
recorded and available on the RITG site later, along with my slides. And actually, let me 
drop the link to the slides there in the chat. So if you want them in advance before they 
get posted, you have access to those as well. I do have some different links and things 
embedded that might be useful to you later on. 

So, um, I know Melinda, is staff. Anthony, are you faculty or staff? 

Anthony: Faculty. 

Amanda: Okay. Well welcome. Thank you both for joining us. I just like to get a handle 
on who I have in the session. So we are doing just a very basic overview of Zoom 
today. We're not going to get into all the nitty gritty details, just kind of a, an overview. 

So, um, I am the new instructional technologist, um, with ITS, so I'm certain that you 
don't know me, but I'm super happy to be here and excited to be in California where it's 
much warmer than where I'm from in Iowa. So, um, if you ever do want to get a hold of 
me, I've included my email address here. And, of course, there are others on the team, 
um, who can support as well. So you see Andrew is on helping me out today as is Nick. 
So lots of support here for you today. 

I just want to give us an overview of the agenda. So things that we're going to go over. 
Um, the first thing we'll talk about is claiming your Zoom account. So you might already 
know how to do that. Um, that's a pretty quick, easy step. Um, we'll go over logging in 
and scheduling meetings. We'll talk about kind of setting up your profile and looking 
through the different preferences. We will not get into all of those, cause there are a lot 
of them, um, but we'll do some comparison between the web client and the desktop 
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client. And then, um, the last thing that we will do is, um, just kind of go through the 
basic meeting controls so that you can run a session smoothly as a host. 

Anthony: I have one question. When we went to Zoom, uh, in 2019, was it, um, 
um, they, uh, set up through ITS our Zoom accounts, so that each time I had only 
to go back to that account and press my button and the class appeared, and it 
was set up for the whole semester. Are you going to do a similar thing now? 

Amanda: Um, Andrew and Nick, you guys, since you have experience with how things 
were set up before- I don't know if that's different or if it's going to be similar to what I'm 
going to go through here. 

Nick: So...so was this- was this set up on your Sakai account or how do you 
mean? That doesn't sound quite... it sounds like maybe someone helped you do 
something that we didn't do for everyone. 

Anthony: Um, that I, I don't remember. Every time I went to my class on Zoom, it 
had my account each time, and then all the dates were there. So that as you 
completed each date that you were supposed to be, um, holding class on Zoom, 
there it was. 

Nick: Okay. So it sounds like, um, maybe someone helped you set up some 
scheduling on Zoom. Um, and there are a couple of different ways to do that. 
Um, so I'm going to let Amanda kind of go with, uh, her show and then if that's 
not covered, we can talk about it and, um, see if we can get you set up schedule-
wise. So all you should have to do is log in, see your session, hit go, and then, 
and then, uh, you're off and running. 

Anthony: Yes, thank you. That I would like to do. 

Amanda: Yeah, and so I think I will go through those things today and yeah, maybe, 
maybe it was the case that somebody did run through, um, kind of maybe set up your 
initial session. So I'm going to go through how you can do that for yourself. Um, and we 
can help you with that as well, if you want to schedule a consultation with us. 

Claim Your Zoom Account 

So, um, we'll start with just claiming your account. So Anthony, you've probably already 
done this previously, but you can actually follow that same link, zoom.pomona.edu to 
get into your Zoom account. Um, you can click sign in from there. And then, um, if you 
do have Duo, which I recommend you get it, if you don't have it, um, to make sure that 
we're all, all of our accounts and everything are secure, um, you'll need to authenticate 
with that as well. If you have access to these slides or as you access them later, if you 
click on claim Zoom account, it'll walk you through these same steps. I've just linked out 
to our help article there. I seem to keep losing my cursor. I apologize. 

Okay. Um, like I said, I'm going to compare the web client and the desktop client. So 
once you do sign in, um, you'll be, you'll be logged in and you'll immediately be brought 
to this meetings page. So it'll look something like this. This is just a screenshot from the 
web client. Um, I do recommend starting at least in the web client and getting 
comfortable with that. Um, there's all of the bells and whistles are on the web client. Not 
all of the bells and whistles are in the desktop client, but for what's not there usually will 
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direct you to the web client. So it'll open it up for you. So, um, I will show you both just 
because they have a little bit different look and feel. The interfaces are different. 

Log in and Schedule Meetings 

So, but anyways, when you log in, you'll come to this meeting's page. Um, and this is 
where you will be able to start with that scheduling a meeting. So, um, schedule a 
meeting will always appear at the top. And then you'll have this little button on the 
meetings page along the side as well. So we'll start kind of with that. Once you click on 
that, you'll go to this screen where you can give it a name. So topic would be the name 
of it. Um, you know, you can call it whatever your meeting name is or department 
meeting or, um, course-whatever the course name is. Um, and then when that time 
would occur, um, days, times all of that, and then the particular case that, uh, I want to 
point out, which is probably, Anthony, what you're talking about, where you go in and it's 
just set up and ready to go is, um, checking this recurring meeting box. So that way, it's 
always the same link. You don't need to generate a new session each time or a new 
meeting. It's just ready to go. And it's always the same. So that might be one of the 
things that you set up before, and it's just really a quick and easy way to do it so that 
you and your students are all in and ready to go. 

I'm flipping over now to the desktop client. So if you do have Zoom downloaded, you 
can use that as well. If you don't and you want to get it, um, follow this link, it'll open up 
the installer and you can download the application. And then it's kind of the same thing. 
You're going to sign in with your Pomona credentials. You may need to authenticate 
with Duo, um, but then you will have Zoom on your desktop. And I kind of like this, 
especially after you get comfortable with the web client, because, you know, you can 
open it up. You don't have to go on, um, the internet and type in zoom.pomona, or have 
it bookmarked or anything. It's just right there on your desktop. So it's nice, but it's good 
to be familiar with both. 

So I wanted you to kind of have the look and feel, um, I will warn you. I apologize. I took 
all my screenshots in my view, and I keep mine in dark mode, but, um, your box here 
might actually be lighter than mine. Um, but the same sort of thing. So once you open 
up Zoom, you're going to be in this home section. Um, and you would click schedule to 
schedule that session. And then you're going to have all of those same features. So set 
the date and time. Um, you have the recurring meeting, a box to check there, and you 
scroll. If this were not just a screenshot, you could scroll, and I'll show you this later. 
Um, you know, you have a lot of the different sorts of settings that you can set up for 
your initial meeting. Okay. Questions so far? 

Anthony: So this is on the, we go to the portal for this? 

Amanda: You can go to the portal. Yep. So that, that would be one place to find it. Um, 
or like I said, just zoom.pomona.edu. 

Anthony: Oh zoom@pomona.edu. 

Amanda: Zoom…Here, let me pop that in the chat. There you go. 

Um, there are a couple of other options. So Anthony, again, this may be something you 
want to do as a faculty member. So yes, you can log in. Either faculty or staff can log in 
through the faculty staff portal. Um, and there should be a quick link there near the top 
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for zoom. Um, otherwise faculty, um, something, you know, you might do is share out 
your course link in advance. So once you get that meeting set up, especially if it's 
recurring sessions, copy that initial invitation, put it in an email, you know, maybe you're 
welcoming your class with an email anyways. Um, it'd be a good idea to, uh, include 
that in your first email, out to them so that they kind of know the setup for the first day. 
And everybody's kind of on the same page. 

Uh, the other thing, so Anthony, this may be what you experienced if you use Sakai, 
um, is having the Zoom Pomona tool, um, added to your Sakai. So if you want to do 
that, I don't have time to go through all of the steps today, but this link will walk you 
through those steps. Um, and it'll give you a seamless integration so that if you already 
put your course materials in Sakai, um, this will give you a link over on your left menu so 
that you and students can both use that to jump into your, um, class meetings. 
However, so the one caveat is that if you want to do that, you want to make sure that 
you generate those sessions within the Zoom Pomona tool. So, not the ways that I just 
showed you. Any other questions yet? 

Okay. So we'll switch gears. Now, I'm going to stop sharing this PowerPoint for now, 
and I am going to, um, jump us into sharing my desktop. So you should be able to see 
everything that's on my screen. Can I get a thumbs up from anybody? Cool. Thank you. 

All right. Just so that we know we're all able to see, and I'm going to minimize some of 
these things. Oops. I did not mean to open that. Oops, sorry. Let me get, here we go. All 
right. So if you do open zoom.pomona.edu, this is the screen that you will be brought 
into. You can join directly from here. So this might be, um, one of the options that you 
use. And then, um, if you already have one in progress or, you know somebody who 
does- so if you're joining someone else's meeting-um, you can host from here and then 
sign in. I'm going to use sign in for now cause that is that initial setup to claim your 
account. And like I said, you'd be brought right in here to meetings. 

Set Up Your Profile and Preferences 

So, um, there's a lot of different things going on in here. I'm just going to go through the 
basics. Um, you know, honestly, if you, if you don't mess with a lot of the defaults, you'll 
probably be okay and have things the way you want. But I do encourage you to kind of 
sit down and, and go through things and just get comfortable with the interface. And, 
um, familiar with some of the options that you have. Um, so initially you can see that this 
is where you can schedule those meetings, schedule a meeting. Um, you can see 
upcoming previous sessions that you've had, your personal room meeting templates. 
You, you may not use those as much unless you do a lot of meetings and you save 
templates here. Um, or if you want to send your personal room link to someone to join 
quickly. So, um, but anything that you have upcoming will show up here. 

The one thing that I do encourage you to do is click on profile and add some information 
about yourself. So you may currently just have an avatar here. If you click on that click 
on the little pencil icon, that is, you know, always standing for edit, you can add a photo 
of yourself and that's nice so that if your camera is off, you still have a face to put with 
your name. Um, if you click edit over here, you can, um, add your name and add your 
display name. So maybe you go by a nickname or something different, or you want to 
be called doctor by your students or whatever. You can add that to your display name 
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here, um, pronouns, you can add those and then you can choose whether or not you 
want them to display. Um, so there's just kind of some basic information here, including 
your job title and things like that, that, you know, just give some identifiable information 
for others who are in the session with you. 

Um, the next thing, let's see, you probably won't spend too much time, uh, in webinars 
for now, unless any of you are teaching really large class sections, but since we tend to 
have small class sections, I don't think we'll go over that, but that would be something, 
um, you know, you've probably attended webinars for things that are like conferences 
or, um, virtual conferences and things like that. 

Recordings would be a page that you might visit. So as you can see, this session is 
being recording... uh, being recorded. So it's processing this recording right now. Um, 
but anytime you are recording a session, this is where you can go to find it. Um, they do 
get stored in the cloud, um, but notice that they are only stored for 180 days, unless you 
toggle that setting. So, um, things to keep in mind there, um, it does take some time, so 
it's not always going to be an immediate thing. So, um, you may need to kind of come 
back and give it, give it some time to process those recordings and then also process 
closed captioning and things. 

All right, we are going to move to settings, which I think is the most overwhelming, but 
like I said, I would not get too caught up in the nitty-gritty details because like I said, a 
lot of the default settings are, are probably just fine, especially for just getting started. 
So, um, you know, spend some time going through them. I honestly did not change 
many of the default settings for this session. So I'll just show you a few that I did. So you 
can kind of have an idea of what it looks like and how to know if you even changed one, 
but, um, a couple of things as you're in here. So you can navigate through the list here. 
Um, you can navigate through the list at the top. These are going to automatically, you'll 
be taken from one section to another, as you scroll down this page. Um, but the ones 
along the top, you will need to click on to see, um, other settings. You probably will 
spend the most time checking out your recording settings. Um, those are pretty short, 
so not a whole lot here, but, um, I do encourage you to spend some time looking 
through that and just making sure that you understand how our recordings are going to 
appear. 

And then definitely spending time in the meeting settings. For security, I'd recommend 
either the waiting room-that is the default-um, or a passcode. And that again is just for 
security purposes because we know that zoom bombing has happened in the past. So 
probably either one of those two is just fine. So I had the waiting room enabled for this. 
And like I said, that's a default setting. Um, you as a host- so if you are running your 
own meetings-um, you will admit people as they come in. So in Zoom, it'll pop up with 
so-and-so is, is in the waiting room, and you can click a button to admit them. Um, you 
can also admit everyone all at once. So it's either one at a time or all at once. So again, 
don't feel like, you know, if you have 20 students coming in or something, uh, you can 
have everybody join at once. The waiting room is also kind of nice so that people aren't 
just hanging out and being like, oh, when's this person going to join? And you know, 
everyone commences the meeting at the same time. So default setting, keep it, I think, 
um, it's just easy. 
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Um, I do want to show you, let me scroll down. I know it's a long list. Don't worry about 
it. It'll be okay. Um, but I want to show you some of these that are locked by the admin. 
So that indicates that something that is a setting that you cannot change. So, um, and 
one in particular, is like that. Um, well, I'll show you. It's down below yet, but I want to 
point these ones out here. So I did change two settings. Um, so you'll always know 
which ones you've changed. So if you're like, oh, maybe I should go back to the default 
settings. Anything that has this modified and reset option is something that you have 
changed from the original default. So, um, these are two that I changed. I like to be able 
to see the, um, meeting control bar. So I don't want it to kind of go away after I've not 
hovered over it recently. So I keep that up all the time. And then, um, because I'm 
demoing Zoom, I wanted you to be able to see my Zoom windows, but typically, um, 
screen-sharing as a host, you would not be able to see-or sorry, participants would not 
be able to see your Zoom controls. They would only see their own. So if you're seeing 
double and you're like, why am I getting two? And you don't know which one is yours? 
Um, I apologize. That's just for the case of demoing Zoom. 

Um, but oh, nonverbal feedback. I think that's a good one. Honestly, that would be one 
that I would switch on, and I'd recommend switching on so that you can get feedback in 
the form of just quick little buttons, and you'll see those appear in your participants' list. 
Um, so you can ask yes/no questions. You'll find these actually right now, if you, um, on 
your toolbar at the bottom, if you click on reactions, you'll see those pop up along with 
raise your hand. Yes, no, um, different emoji, but the ones that are, yes, no, fast, slow, 
and the coffee cup for, "I need a break," um, are the ones that I've toggled on in this 
case and changed from the original. 

Okay. This is the section I wanted to point out. So closed captioning is also one of those 
features that is locked by admin. And that is to make sure that all of our meetings are, 
um, accessible for all users. So that would be a setting that you could not change. Um, 
again, I think we went over the recording part, right? So these two are the primary ones. 
You're just going to want to spend a little bit of time on, look through things each, um, 
each setting has like an explanation along with it. So that should help kind of 
understand, um, you know, what, what it does if you turn it on or off. And if you don't, 
you know, there's a lot of resources here, over along the side. And then I also have my 
last slide includes a list of resources for you as well. 

Okay. So we're going to switch now. I'm going to make this go away for a second and 
we don't, we don't need this up, but it doesn't want to go away for some reason. So 
that's fine. We'll just leave it there for now. It'll hang out. Um, I think it wants me to 
update, so, okay. 

Um, you should now be able to see the desktop client. So if I have, if I want to, um, if I 
open from down here, cause I have it already installed, um, I'm going to be presented 
with this home screen, just like I showed you. Initially you can see the session that we're 
in now or any other upcoming sessions you might have would be listed here. Um, that 
schedule again, it's all the same stuff that we looked at before, and here's where you 
can scroll down and then there's even more advanced options. You'll see that a lot of 
times, um, especially in the desktop client, these little arrows to expand things and, um, 
three dots t-, for more, you know, things like that. So watch for those, because you 
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might think that maybe there's not a setting available in the desktop client, but it might 
just be one of these, you know, click it and then you have more options available. 

Um, the settings that we were just in looking at are going to be, um, by clicking on your 
avatar or your picture, if you've already uploaded your picture and then going into 
settings here, um, you can also quickly set your status if you want. 

We'll go into settings. Um, so you can see this interface looks quite a bit different from 
the web client version. It's a lot of the same things. Um, here, I'll show you what light 
mode looks like. Uh, but it is, it's just kind of arranged differently. So, um, I kind of like 
this because I think rather than just all everything being in meeting, um, it's kind of 
chunked up in a, in a more organized way, but you know, to each their own. 

So again, you can kind of go through the settings, see what you want to turn on, turn off, 
check the boxes for, um, some of the things that are different is like this video setting, 
for example. So the video and the audio here are really nice because they show you 
what's working. So, you know, this is what my camera's going to be displaying. And my 
audio is clearly working because that is expanding and turning green and all sorts of fun 
colors. Um, you can do a few other things in here, so touch up your appearance. Um, 
and some of these settings are things that I'll show you, you can do on the fly too, when 
you're in sessions. So don't feel like you have to change it here and you won't have any 
control in a session. You certainly will. But you know, this is where people like to spend 
a lot of time touching up their appearance or adjusting for low light is a good one to 
keep in mind if you, uh, you know, are in a darker room. 

Um, audio, I really like the ability just to be able to test it here so... It's a good idea to 
do... Maybe even just a quick run through session before your first, um, meeting time so 
that you know everything is in working order and you're ready to go. Just kind of, for me, 
I think it alleviates a lot of stress and you might experience that too, just to know that 
everything's working properly. Your screen-sharing sessions are in here. Um, it'll show 
you, you know, how the different ways that something will be shared, and you can read 
through all of those in great detail, lots of fun chat settings, how things are going to look 
and appear. 

Um, of course the background and filters, I should spend some time talking about cause 
people really like those. They are lots of fun. Um, but probably the most common, I think 
use is just the blurring of the background. So if you have an untidy background or 
something that you just don't want people to see behind you, um, you can set that blur. 
There are all sorts of other ones that you can, um, go online and download and add to 
your library, but you certainly don't have to. The blurring works great. There are filters as 
well, if you really want to have fun, but I'm guessing a lot of us are using this for 
professional purposes. So you probably won't need those. But I do think that the 
sunglasses in here are a lot of fun. 

All right. Um, recording settings. So again, you have some more, and then you'll start to 
see with some of these tools where it says manage on the web. So, um, some of these 
things are going to take you out to that web interface, which you'll see in particular on 
the profile. So, um, as soon as I click edit my profile, it's going to open up the web 
interface and then I'm going to have to, um, make my changes there. So what, again, 
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whatever is not readily available in the desktop client, usually links out to where it is 
available, um, on the web. 

Okay. There is my close button. Awesome. Sorry, that's driving me nuts. 

Understand Basic Meeting Controls 

Okay. Um, just want to make sure I haven't missed anything. Um, I should let you know. 
So this next piece that we're going to go over, I just have this pulled up in the 
background so that you can see this, um, the Zoom controls a little bit better. But, um, 
one thing I want you to know as I go through these is what you'll see here. So these are 
my Zoom controls because I'm the host of this session. Um, and I've made Nick the co-
host. So he has more privileges as well - than you would because you are all 
participants in the session. So yours at the bottom of your screen, um, should look 
slightly different. Um, and that'll be the case too, unless you manipulate your settings, 
toggle things on or off for meetings that you create as well. 

So a few basic things I just want to go through here, um, so that, you know, kind of 
where to look for things, um, and maybe how to run your session smoothly, kind of how 
to manage the session. Um, so for starters, obviously the mute button, that's a, that's a 
big one. You like to know where that is to turn it off and on. Um, but the drop-down 
menu here is really helpful. So, like I said, you'll see some of those different arrows in 
Zoom. Those are really handy. Click those and, um, know what's there. So with the 
mute button, the down arrow menu is going to give you options to, um, select whichever 
microphone. So, um, and, and what audio source for your speaker. So, if you're having 
issues or if someone in your session is having an issue, this is a really basic 
troubleshooting tip. Just come in here, um, or tell, direct them to come in here if it's a 
participant and, um, run a quick test, see how things are going. So you can test speaker 
and microphone here. Um, but you can also check if you have multiple inputs, um, you 
can make sure that the correct one is selected. Um, and you can also switch to phone 
audio. So if you are struggling to get your microphone to work, this might be another 
option that you use. And then, of course, you can open that full list of audio settings 
here as well. 

Um, the stop video, same sort of thing. So obviously turning your camera on and off is 
the main thing we use it for. But, um, again, really nice to know some things that you 
can do on the fly from within your session is select your input, um, open the whole video 
settings, or choose that virtual background or filter on the fly. Sorry, I keep moving that. 

All right. Um, security, as I said, the default would be to have the waiting room on, but if 
you change that, um, you know, you wouldn't see those, the checkbox there, um, you 
can also see what participants are allowed to do. So I haven't disabled much for all of 
you. So you have a lot of, um, different permissions. Um, a couple of things that are 
important to note, so, in this menu are one locking the meeting. So, um, I don't, I don't 
know that I've ever had to do this or that I've heard of anybody doing this, but I assume 
that there's probably a reason some people do, but what this does is just locks 
everybody in the room so that they can't, um, nobody else can enter. Um, and that can 
help as a security measure, I suppose, to prevent Zoom bombings. 

Um, but the other thing that you want to know about is obviously this one in red, so it's 
important. Um, but it's also like scary. Like that's, that's a serious thing. If you do that, 
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and it'll actually come up with a dialogue asking you, are you sure that you want to do 
this? But suspend participant activities would be for the case of a Zoom bombing. Um, 
so if somebody comes into your session and they're being really disruptive, you can 
suspend all of these activities. So without having to un- or de-select all of them at, at a 
time, um, or one by one, sorry, this, the suspend participant activities will shut 
everything off for everybody immediately. And it will lock the room so that nobody else 
can come in. And that just kind of gives you one quick way to stop the disruption and 
then figure out who the culprit is, so that you can remove that participant. 

Okay. Participants list. So I've just opened this on the side. I want you to see that you 
can keep that open, and I encourage you to do so. Um, so I usually like to keep or talk 
about the participants and the chat together, because I like to keep those both open, 
um, in the session. It just helps to kind of keep track of things and, um, manage your 
session. So there's, there are some controls, so you can see, um, a few different things 
here. So obviously I can see who's in my session, which would allow me to know 
people's names, call on them, whatever. Um, Nick, can I get you to raise your hand? 
Perfect. Thanks. So you can see that now Nick's name there has…Oh, sorry. Um, so 
that way I know that, um, he's got his hand raised. I can call on him. You can go ahead 
and lower it. Thanks. 

Anthony: I didn't see that. I didn't see Nick's hand raised. 

Amanda: Oh, okay. So are you, are you viewing my screen? 

Anthony: I am. 

Amanda: Okay- So there you go, Nick. So if you look. 

Anthony: Oh, it's over here, uh, where it says participants. It has a hand plus one. 

Amanda: Yeah. Yep. So that indicates how many people have their hand raised. So 
right now only Nick does, if you raised your hand, we'd have two. If you want to do that, 
if you click on reactions in your bar at the bottom. 

Anthony: Reactions, I'm not seeing something that says reactions. 

Amanda It should be way at the bottom of your screen. It'll look similar to what I have in 
the display here, but way, way at the bottom. 

Anthony: Down here, I'm not seeing it. 

Amanda: Nick, is that where you found it? 

Nick: Yeah, it's a little smiley face, uh, in the bottom right corner of my toolbar. 

Anthony: Smiley face in the bottom of your toolbox. 

Amanda: It'll probably be on the very bottom of your screen. You might think of it- like, 
you have to really look outside of the entire window. 

Anthony: I do see it. It's on my toolbar. 

Amanda: Yes, exactly. That's what I said. It's confusing, I know, because I have the 
toolbar displayed, and this one's mine. And yours is way, way down at the bottom of 
your own screen. 

Anthony: Okay, now I see it. 
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Amanda: Okay. Yep. Um, so as far as just kind of managing your session and being 
able to see things, like I said, I recommend just, if you click participants, it's going to pop 
it out. If you click it again, it's going to, um, collapse it back in. Same thing with the chat. 
So, um, so chat I guess doesn't pop back in, but participants does. Okay. Um, but I like 
to keep both of them open because that way you can respond to people in the chat as 
needed or drop the links in. You know, that just makes it really handy. 

You'll find a lot of users are really comfortable with the chat. So, um, that's been actually 
one of the best things probably about COVID is that, um, it's pushed us all into these 
virtual environments. And, um, we hear from people who often might be quieter, but 
they feel a little bit more comfortable sharing in the chat rather than sharing vocally. So 
you might find that you have more participants in the chat who speak up rather than, 
um, who, who would in class or in a live meeting, live face-to-face meeting. 

Um, we're not going to talk about polls today cause that's a little bit beyond the basics. 
Um, but, um, that is an option- something you can explore on your own. Um, I guess I 
should go through a few of these other things. So we, we saw the hand raise, but, um, 
as far as kind of managing your session with the participants, so you can see, as I scroll 
through my list of participants, I can ask to unmute, I can mute one by one. Um, I can 
mute all. So if there's a huge disruption and I just, I need to shut it down, Maybe I just 
want to mute everybody. But I can also see who's sharing what. So I can see whose 
cameras are on or off and, um, whose microphones are on and off and so on. And that 
little red dot that's kind of blinking over next to my name and next to Nick's indicates that 
the session is being recorded. So that's how you, you will know as a host, if you, if you 
did hit that record button, you'll see that. And then, um, also down here, um, in your 
controls, you'll get the pause recording or stop recording rather than start recording. 

Um, the chat, the one thing I do want to mention, especially as you maybe get a little bit 
more adept and maybe you start, um, individually selecting people to chat with. So I 
have enabled that for you, that is a setting, but, um, you can all chat with anyone 
individually, direct message them, um, or everyone in the meeting. The default is going 
to be everyone in the meeting. However, if you change it and then you end up, so you 
can see I'm now direct messaging, Anthony, um, maybe you forget to change it back to 
everyone. So just be careful to note that you are in fact directing your message to who 
you want to. 

Um, all right, let's go to share. So I'm not actually going to stop sharing, but I want you 
to see the screen of share just so that you have an idea of the options. And let me make 
sure this is open. So the reason I'm opening my PowerPoint again, is because anything, 
any application that I have expanded will appear in my list of options to share. If it's 
collapsed, um, or if it's not currently open on my desktop, it will not be an option to 
share. So you want to make sure that you do have it open. Um, so it comes up in your 
list of options. And then when I click on new share, this is the window that you will get 
with my toolbar out of the way here. Um, so like I said, now that I have my PowerPoint 
open, that comes up in my list of options. I can share my whole desktop. So desktop 
one appears there. I could share this word document. Um, so this is kind of the 
difference between sharing your entire screen and sharing just a single application. Um, 
for the most part, I'd recommend a single application just to kind of reduce, uh, 
bandwidth issues. Um, but if you do need to do a lot of switching or a lot of demoing like 
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I'm doing today, um, you may find that you need to use the desktop. So some of that 
might just depend on what you're doing in a particular meeting, but for the most part, 
um, yeah, go ahead, Anthony. 

Anthony: I have a question. I need sometimes to show film clips because I am a 
I'm showing dancing scenes. 

Amanda: Yes. 

Anthony: How do, can I, in some way, bring those videos to the, this, can I drag 
them from my desktop onto this so that at some point I can show the New York 
city ballet doing a particular dance. 

Amanda: Sure. So this is going to depend on where you have it. So if it's a file or if it is 
on YouTube or something like that. So let's say for just this sake, it's on YouTube. 
Okay. Um, so I would probably already have it open in a, in a tab. Um, and it would, um, 
let me see here, let's do this. 

Anthony: Ah, so you go to Google then, and… 

Amanda: I can just open YouTube here and then, um, let me go back to my new share. 
And now I have a Google Chrome, um, tab with YouTube open that I could then decide 
to share. But you were also reading my mind here because there's one thing that I really 
want to point out if you are going to show videos. So, um, down below here, so I would 
then select my Google Chrome. This is where my YouTube video is, and I already have 
it open and queued up. Let's say, um, I am going to want to check, share sound down 
here at the very bottom - it is very important and optimize for video clip. Those two 
things, if you are sharing a video, are going to be essential. Um, a couple of other 
things. So the reason those two things exist, those two little checkboxes, are because 
sharing video over, uh, kind of like a web conferencing, it's almost like a video is being 
shared over a video. So that can put a lot of extra strain on your, um, connection and a 
lot of extra strain, or I should say a lot of extra strain on your participants' connections. 
Um, so a couple of other tips would be keep that clip short, maybe run a test and just 
check in with, um, your participants, make sure that they're able to see it, that 
everything's staying connected. Um, they're in, they're all okay with their, uh, internet 
experience with it. Um, but having these checked on will help so that you don't get 
awkward buffering or things like that. Um, still not a guarantee and it's not going to be 
the best quality. Um, but it should help. 

Um, another option I always say is to, you know, if you are using something like Sakai is 
to have a backup, you know, putting the video there as well. So that there's another way 
for people to access it if they need to. Okay. Um, there are other ways, so, um, there 
are some advanced features there. Um, we won't spend time on that, but if you do have, 
let's say your, your video is stored in the cloud. If you have it in one of these cloud 
options, you can sync your cloud and, um, access it there and just share from there. So 
a lot of different share options, but for the most part, the basic is probably where you’ll 
spend the time. Just again, key to make sure it's already the application or, um, 
whatever's already pulled up so that it does appear in your options here. If you don't see 
it, if you're like, well, I want to share my PowerPoint, but it's not appearing in this list, it 
means you don't have it open probably. Okay. Or it's minimized maybe. All right. So 
many screens. 
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Okay. Um, annotate, we'll save that for another time as well. I want to make sure that 
we have some extra time for questions. Um, but a few more controls...Like I said, the 
host has more controls than anyone else. Oh, well let me do this so that you can see 
better. Um, so again, like starting and stopping recordings, you don't see those down 
here, but as soon as I click on more, you see pause and stop. 

Um, the absolute one thing you want to make sure that you do for every single meeting 
is enable live transcript. So I'm going to click on that just so that you can see what it will 
look like, and I've actually already enabled it. So that's why it says disable here, but 
that's what would allow during the session, um, there's an, uh, machine-generated 
subtitles are- should be coming up along the bottom of your screen and, um, anyone 
can switch those on or off themselves. But as the host, you need to enable that as an 
option. And that again is going to make it so that, um, the meeting is accessible to all 
users. So, uh, I wish that were an automatic thing in a setting that you could keep on. 
But I don't think at this point it is currently with Zoom and it might be, um, on their to-do 
list. But, um, for now it's not. So for me, I know for this session, I just, I kind of put a little 
note to myself, maybe put a little sticky note. Like before, they used to not even have 
recordings, um, be so that you could schedule a meeting and have it automatically 
record. And now that's enabled. So maybe someday they will do that with the live 
transcription as well, but probably just create a sticky note so that you kind of get in the 
habit of always making sure you turn that on immediately when you start a meeting. 

Um, okay. Now last little things. So breakout rooms, um, will be one that a lot of people 
use to split people up. We won't spend time on this, um, today. Again, that's a little bit 
more beyond the basics, and hopefully we'll have a session coming up soon on that as 
well, kind of the beyond the basics. The reactions, um, that'll give you that raise hand. 
That was all the stuff that we went over with the fast/slow, yes/no. And remember, that 
is something, if you want the fast/slow, yes/no, and need a break, that is one of the 
initial settings you need to switch on. It is nice to do kind of informal polling that way 
without setting up the pool in advance, I think, so that yes/no's you can get, or you can 
get thumbs up and kind of feedback, um, which you can do anyways with the emoji, I 
guess, in the chat, but um just requesting those sorts of- that sort of feedback. 

Um, you have end meeting down here at the bottom. You see that's in red, just like the, 
um, kind of lockdown that we saw under the security there, just so that, you know, you 
know, that's a serious thing and once you end it, that's it. It's game over. So, um, that's 
kind of all of the basics. 

Um, I'm going to stop. Well, no, wait, I'm not going to stop sharing. Sorry. One more 
thing. Let me come back to this here. I always forget. Okay. I almost forgot one of the 
most important features here and that is the view button up here at the very top. So, um, 
I kind of brought us back into the actual zoom interface, so you're not just seeing my 
tool bar here. So, um, this is what it would look like if you had your participants open 
and your chat open, and you're just kind of seeing the gallery view of everyone. Um, this 
is kind of nice. Um, so you can see everyone's faces or their avatars, right? Um, but you 
could just switch it to speaker. And this, too, is individual to the user. So you cannot 
decide what, um, other participants are viewing. They manipulate this on their own end. 

Um, we won't get into all the details, but you can spotlight and pin people. Um, but just 
know that you have other settings up here. If you're like, I don't like this view, um, come 
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up to the view and play around and you'll have more options available there actually, if, 
um, so if I were in my PowerPoint, which I'll bring up here in just a moment, you will 
have more view options available because then you can decide if you want everybody 
at the top or side-by-side or how you want to go about that. Okay. Um, so before I leave 
this, are there any questions before I go back to my PowerPoint, anything you want to 
see in the demo or, um, controls or anything that you have questions about? 

Anthony: Uh, what is a good lighting? So the students see you at your most 
optimal. 

Amanda: Sure. So, um, that's a great question. Actually, this is kind of getting into, uh, 
some of the fun, like prepping for videos and things. So, um, actually, um, having a light 
source from the front is going to light you up and make you well lit. Having a light behind 
you is going to make you darker. So like if your curtain behind you were open, then we 
wouldn't be able to see you as well. You'd kind of be this dark shadowy figure. So that's 
a great thing to keep in mind. So having your curtain closed like that is, is better. And if 
you have a light source that you can put in front of you, that's a really good idea. Yep. I 
actually have a, one of those little selfie lights that I have on right now and I have a 
window right over, over here. Um, so that my face is getting lit up. But yeah. Great, 
great question. Because it is kind of a tricky thing when you're teaching from home and 
you're like, where do I set up my stuff so that students can see me? 

Anything else? I'm using my best teacher wait time. So, making sure if you have 
questions, you, you give them to me. 

Anthony: Just to recap, best thing for me is to go onto Sakai Zoom, and I, they 
come up with that, uh, three choices thing with the picture of the building and the 
back the, the Carnegie building. 

Amanda: Nope, so those are going to be two different things. So do you use Sakai? 

Anthony: Yeah, I do. 

Amanda: Okay. Then I would recommend... Here, let me stop sharing my screen and 
head back to the PowerPoint. Okay. Um, what I would recommend is, um, come to this, 
so click on the slides link in the chat or go to the RITG site later, and it'll, it'll be available 
there eventually. Um, but if you then put this, this into slideshow mode and just follow 
this link, it will give you the instructions for setting up your, um, your Zoom link within 
Sakai. 

Anthony: Okay, that's what I remembered. And I wanted to make sure I have it. 

Amanda: Yep. Yep. That'll give you that seamless integration. So for you and students, 
it's one click. 

Anthony: Great! 

Amanda: And all appear in your navigation menu. Yup. And I just did it yesterday. 
Those instructions are fantastic, so... 

Okay. If that is it, and I can hang out here and answer any other questions you might 
have as well. Um, I did want to curate some extra resources just so that, um, you know, 
for a lot of those things that we didn't get into today, you have some resources that you 
can, um, go to. So the, RITG group, of course, um, has a lot of information. Um, I've 
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linked both to their homepage, our homepage, and, uh, the specific information on 
Zoom, um, upcoming events, like I said, we do hope to have, um, another one that's 
going to be beyond the basics coming up, but then, um, you'll also have access to past 
trainings and recordings and materials there. So if you want to sift through those, you 
can do that. Um, common Zoom troubleshooting. That's just kind of a help article there. 
Um, Zoom tutorials on Vid Grid, which you can, um, sign into if you follow this link and 
then gain access to, um, the org library and subscribe to that. And then, of course, ITS 
support where you can search through the knowledge base, um, Zoom articles. And 
that's going specifically to the articles on Zoom, or you can submit a ticket if you can't 
find what you need there. And then, of course, a one-on-one consultation. So if there's 
any time that, you know, you just, um, and, and I'm happy to do, like if you just want to 
run a demo session and, and be the host, um, and you want to schedule a consultation 
for something like that, you know, I'm happy to do that, email me directly, or schedule a 
consultation. Um, you know, just so that you feel comfortable, you know, going in on a 
day one of your meeting and, and you, you feel like you understand the host controls. 
So, happy to do that. Otherwise, thank you so much for attending. Or like I said, if you 
have questions, I'll just hang out here for a little bit. I'll stop our recording now. 

Anthony: Thank you very much. 
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