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Zoom Beyond Basics 
Transcript 

Zoom Beyond Basics 
January 18, 2022, 12:30pm-1:30pm 

Presenter: Amanda Rodenborn, Instructional Technologist 

This session takes a deeper dive into Zoom’s updated tools and more advanced 
features for greater flexibility and control. Topics covered include a brief recap of 
Basics, an overview of the toolbar, polls, breakout rooms, auto transcription, user level 
account settings, and recording settings. 

Session materials: Presentation slides 

Transcript 

So welcome everyone. Thank you for joining me. If you don't last to the end, that's 
totally fine. I understand. It's a very busy time of the year, so, all right. Um, just to 
minimize any feedback issues as we go, you can mute your mic. If you have questions 
throughout though, please feel free to, um, turn your mic on. It's a fairly small group, but 
I hope to keep us kind of moving along cause I do have a lot of stuff that I want to go 
over, of course. Um, but hopefully there's a little bit of time for Q and A at the end, or if 
you have any other questions, please feel to reach out via, um, the ITS help desk. And 
we will get in touch with you. Um, you can raise your hand throughout if you'd like to do 
that. And to find that, you can click on the reactions button in your toolbar. Um, 
otherwise you can, of course, use the chat. I do have the chat open so that I can be 
responsive that way. Um, and like I said, the meeting is being recorded, and it will be 
available along with the slides later, um, on the RITG site. 

We’ve got another one joining us. 

Um, but let me drop in the slides just in case you want them. So for those of you who 
maybe have to jump out early, you should actually have access to the slides still. So 
before we dive into kind of some of the new stuff with Zoom, um, some of the stuff that I 
didn't cover in my basics session, I want to just go through some of the, um, cover, a 
few of the things that I did go over then that, um, may be not quite as apparent, um, 
from just looking at this screen. 

Basics Review 

So the main thing that I want to just discuss right now and review is this toolbar, which 
should be probably at the bottom of your screen. Um, if you don't see it, you probably 
just need to kind of hover your cursor towards the bottom of your screen, and then it will 
jump up. Um, obviously there's the mute/unmute. There's the video. Um, if you ever 
want to add your, um, add a background or, um, if like me, you want to make sure that 
your, your background is blurred. You can do that through the video there as well. You 
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can add all sorts of things. You can, uh, you know, give yourself different filters and fun 
stuff there. So, um, that was one of the things that I went over last time. 

The participants list is very useful. I'll be talking about the participants list and the chat, 
um, quite a bit here. So we'll spend more time on that later. I did go over screen-
sharing. So that is of course, where you can share your desktop or share a PowerPoint 
file as I'm doing right now. Um, you can also share a whiteboard, which I'll discuss a 
little bit later on. Um, so very useful to know how to do that. And those things need to be 
open in advance so that they come up in your list of options to, um, share. 

There's the recording feature, which, um, I think we have, do we have any staff in here if 
you want to just drop in the chat, if you’re staff? So far, I think I've seen all faculty, right? 
Oh, Gina is staff. Okay. Okay. Okay. A few staff. Okay. So we do have, okay, so we're 
almost split half and half. So half staff, half, um, you know, staff might want to record 
too, but certainly faculty, if you're, um, doing a class lesson or something that you might 
want students to be able to review, that would be a good idea to record your lesson. 
Um, there are options for recordings. You can either record to your own desktop, or you 
can record to the cloud. The cloud is only, only stays there, I think for 180 days, and 
then it will disappear, and you can enable if you want it to remind you when those are 
going to go away. Um, so a lot of times if you're recording for something and you want 
to keep it, if it's in the cloud, you know, it's just to kind of free up the storage space, but 
you can download it and then save it to your desktop. Then later on, or you could 
upload it to something like Vid Grid. 

No worries, Gina. You're totally fine. 

Um, live transcript I did talk about last time as well, and this is something I definitely 
want to touch on because it is super important. So with the live transcript, I wish it was 
something that was automatically turned on, but it's not. Um, so it's something you have 
to remember to do. Um, oh Jennifer, remind me to come back to that question. Um, 
you'll probably have to do that actually in like Vid Grid or a different editing, uh, video 
editing tool. It's not something you can usually do within Zoom, but we can chat at the 
end if you want. Um, so live transcript. Live transcript is super important to make sure 
that our sessions are, uh, accessible to all users. So this, for this thing, you have to 
always turn it on. So if you click that button, um, I have mine on already right now. I've 
enabled them at the beginning of the session. So it's something to just kind of remind 
yourself to always do. But if you click on that button, when you are the host, it'll ask you, 
do you want to enable these? Or if you've already enabled, to disable them. So always 
remember to enable that at the start of a session so everybody can see those, um, the 
transcript come up. It is, it happens automatically, and it does a pretty good job, 
surprisingly. 

So unfortunately, you cannot enable by default. I wish you could. Um, I haven't, at least 
I haven't discovered that you can yet. I believe it's fairly new. So my guess is it's 
probably on Zoom's roadmap, just like, you know, way back when recordings, didn't 
used to be something that you could set up to automatically do, but now they have that. 
So I'm hoping that it is on the roadmap. 

Um, the next button, there's the reactions. We're going to be using that throughout. Um, 
but so you'll get, you'll get comfortable with that. The way that I'm going to run this 
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session is I want you to experience, uh, the different tools as a participant. Um, but then 
I'm also - as I go through and we kind of work and demonstrate those, you will, um, get 
to see how to use them as well. So I kind of have a bunch of screenshots for the how-to 
part, and I'll walk you through that, but then I also want you to experience it as well, so 
good. We already got thumbs up. So yeah, you can see, um, we'll be having a little bit, 
hopefully, a little bit of fun throughout this session. Any questions so far? 

All right, then we will move along. So, um, as I said, I have only been here for two 
weeks. This is the start of my third week. My name is Amanda Rodenborn. I am brand 
new to the ITS team as an instructional technologist. I come from Iowa, so I'm very 
happy to be in California, although it is not sunny today. Um, I'm still happy that there's 
not snow on the ground. So really pumped to be here. 

Our agenda for the day is we've already done the review basics, so we can check that 
off already. If there are other things about the basics that you have questions about as 
we go, um, please let me know. Thank you, Jonathan. Um, we'll, we'll be going over the 
chat features and a couple of the new views that may be new to you. You, you may 
have used Zoom, uh, more recently, so they might not be as new, but I think they were 
new in the summer. So I do want to go over those since, of course, you all were face-to-
face in the fall and now we're shifting for the start of this semester to remote for now. 
Um, so we'll go over those. 

We'll talk a little bit about just kind of managing the meeting and using those reactions. 
Um, I'll talk about the whiteboard and annotations, and then we'll end with polls and 
breakouts. So hopefully we get through it all. I know it's a big long list, uh, but hopefully 
we can have some fun along the way, too. 

So just as a reference throughout, you're going to see a lot of screenshots that look 
something like this, but they're more detailed based on the particular tool that I'm talking 
about within Zoom. Um, so when I refer to Zoom web settings, I'm talking about when 
you go to zoom.pomona.edu, um, you'll get that sign-on screen and you want to sign on, 
join. You get the three blue buttons, um, and once you sign in, it looks something like 
this. And so, um, to get to your settings, um, you will click on settings, the blue button, 
and then go to a particular or go to meeting. And then that will be your list of all the 
meeting settings. Most of the settings I'm talking about today are, are specific to the 
meeting settings. Okay. Um, and I mentioned using the web client cause there is the 
desktop client as well, and a lot of the settings are available in the desktop client. Um, 
but not all of them are. And when they're not, it'll direct to the web tool anyways. So, um, 
I'm just, I've given you the screenshots of the, the web client settings. So just so that 
you kind of get familiar with that. Any questions about that? Okey-doke, cool. 

Zoom Chat 

So as we get started, you've all already been using the chat. So I can tell that you're 
pros already, but I just want you to let me know how you're feeling today. And I would 
like you to do that with an emoji. So this can be a quick little way to engage your 
participants. Um, to find the emojis, so you're going to open up the chat. So click on the 
chat at the bottom of your screen, and that'll pop it open. And then you can click on this 
little smiley face icon, and it will give you a new window and you can click on the emoji. 
Or if you want to click on an animal, you can go ahead and choose. And so we should 
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start to seeing some silly faces. I see got the little glasses faces. I really like that one. It 
makes sure… smiley face. Good. I like this. Get a few more, hopefully, get everybody 
participating here. Um, a couple of my pro tips. This is good. I like that. Everybody's 
feeling mostly okay. Jonathan's maybe feeling a little bit stressed about the semester. 
Um, and we do have some reactions coming in. Okay. So you're using the reactions as 
well, which is totally fine, too, for those of you who've done that. Somebody is shocked 
or surprised. I missed who that was. Ooo, Stephanie's face. Yeah, it's a crazy start to 
this semester. So I can totally understand why you might be feeling that way. 

So with the chat, um, obviously, you know, it's great for typing. A lot of people prefer to 
type and, um, participants who might tend to be more shy, feel a lot more comfortable 
with the chat than maybe they would speaking up. So what we've actually found with 
moving to a virtual environment is that we have a lot more participation because of the 
chat feature. So it's really kind of been a good thing in that way, but, um, a couple of pro 
tips for you are using the at symbol. So you can use that if you want to mention 
someone specifically, um, just know that that still makes it available to everyone in the 
chat or everyone in the meeting. Sorry. So, so as long as it's set to everyone, I should 
say, um, everyone will still be able to see that message, but they, it would be like, oh, 
I'm responding to so-and-so. Right. Um, if you would like, as long as you have not 
changed the settings, um, so that you've disabled chat with anyone privately - so that's 
the default is that everyone chat with everyone privately - um, as long as you've kept it 
enabled, watch the to. So you should have a blue everyone drop-down menu, um, in 
your chat list. And so that's over here, but if you have it open at all, um, if you have 
more than one person like we do today, you would see that drop-down, and then you 
could choose one individual to chat with. Um, and so any participant can do that. Like I 
said, unless you've disabled that, so something to keep in mind, and it's also something 
to keep in mind as far as, um, checking that everyone. I've had a lot of times where I've 
accidentally had my participants list open. And if you click on someone's name, it'll 
automatically put the to to that individual. So I just always try to remember to check. 
Does it say everyone when I'm typing out a chat, if I intend it for everyone or to just an 
individual, obviously if you intend it for an individual. Okay. 

Zoom Views/Modes 

We’ll now skip to talking about a couple of the new views. One's technically a view and 
one is a mode. Um, I like to have a little bit of fun and, uh, make myself silly here. 

If someone sends a private message to you, then it seems to default to that. Yes, that is 
true, Jennifer. It does. It does auto your reply to that individual privately. Yes. So you'd 
have to change it back, which is also why I mentioned checking the to. Cause I always 
forget then as well. It's a great point. Thank you for noting that. 

All right. So immersive view basically gives you kind of a backdrop, and you can choose 
what that's going to look like. So I've given myself kind of a classroom setting here, um, 
with three different me’s. And so it can just be kind of a fun way to change from the 
typical gallery view. So you do have to be in gallery view, and I'll go through the steps to 
get this. Um, and I'll actually demo that. So I'll put us all in gallery view, or I'm sorry, in 
immersive view in a second here. 
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Um, focus mode might be something that you would want to use if you, um, maybe 
you're concerned about distractions, about you being distracted or about others being 
distracted. So, um, basically it makes it so that the host and the co-host can see 
everyone's videos, um, but participants can only see the host and the co-host. So 
everyone else would just appear kind of as their name, just like you see up at the top 
here. 

Okay. Um, so what this [immersive view] looks like and how to set it up is it's again, 
already set up by default. So unless you want to turn it off, it's already turned on and 
should be available to you as a host, I should say. Um, so it looks like this in your web 
meetings. Can I record only myself, even if I can see participants, um, are you talking 
about in a recording, Jennifer? So if that's the case, I would think you would have to 
record only you, you so low. Yes. 

Jennifer: So I can just unmute and speak. It's easier, I guess. 

Amanda: Absolutely. 

Jennifer: Um, that, you know, I like to record, um, our, my classes, but I don't 
think that it's always, um, ideal maybe to, uh, post that recording when I've got 
my gallery view open and I'm seeing everybody, but I really like to be able to post 
a recording that's just, you know, sort of like me and not necessarily rebroadcast 
everyone else. That, that feels like that's maybe not, um, okay to students also. 
I’ll always, and otherwise I have to tell those who don't want their image to be 
recorded and posted that they have to just not show their video or something, 
which is also less than ideal. 

Amanda: Right. 

Jennifer: I wonder if there's a way around that. 

Amanda: I don't think there is without doing the editing on the other end. So, you know, 
once the recording is done, like I said, kind of at the beginning with putting something 
into Vid Grid and, um, I'm not even sure if it's possible in Vid Grid. Now you would have 
to use the blur tool in Vid Grid, I think, to kind of blur someone out. So yeah, I don't think 
it is possible that way, unless you were not a host, but that would not be ideal either. 
Other questions? Um, the other option would be to, you know, take it out of gallery view. 
Um, and, um, well, I, I actually wonder now if you just change the view to just speaker 
view, wonder if that would work, I'd have to play around with it. Let me, let me do some 
playing around with that for you actually, Jennifer. I'm going to take a note of that… 
recordings. 

Okay. So sorry. Um, so for immersive view, um, you have to, like I said, be starting in 
gallery view so you can see everyone and then click the view button on your upper -ight 
corner. And you're going to choose immersive. Yes. Stu- well, students can choose yes, 
Thomas. Um, they can choose their view except I don't think they can choose 
immersive. So they, they can't do that part of it, but yeah, they can change their view 
from, you know, when you get like right now, you should see options to change. You’re 
all participants technically in this. So, um, you should be able to change like the speaker 
view if you want side-by-side or if you want the original kind of thing. Um, so immersive 
view, once you click on immersive, it's going to pop up in this window that you see here 
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on the right. Um, and it'll ask you if you want to have participants placed automatically, 
or if you'd like to do it yourself, kind of have a seating arrangement and move them 
around. And then you can choose your backdrop. And so the one thing to note here is 
that, um, based on your, the number of people coming into your meeting, um, you'll 
want to note those numbers that you see appear there. So, um, if I have, let's say more 
than 10, I'd probably want to use one of these 25, 24 participants. So those little, the 
person with the number next to it, if I have a small meeting, maybe with only five people, 
I could choose this backdrop. So that little number is just indicating how many people 
will be visible with that particular backdrop. And then you hit start. 

So I'm going to quickly, um, stop, screen sharing and, um, put us in that. So let's see, 
we've got to go with one of the bigger ones. So we'll go with this one. So you can see 
what that looks like. It's kind of fun. So you can see people's live videos and we're in 
the, in the session or any photos that are there as well. So it's fun. You can play around 
with it. See what you think. I'll put us, I'll put us back now and go back to my screen, but 
I like for you to be able to experience it. So, you know what's going on. Stop the 
immersive view. Let me pull my chat back out for a second and my participants. Okay. 
Any questions about that at all? I'm glad you like it, Gina. 

Participant: Yeah. What issues do students have about controlling their view 
when you're in immersive? 

Amanda: Um, I don't know if they necessarily have issues. Um, so they don't have 
access to the immersive view. At least I don't think. Do any of you have that if you go to 
view? No. Yeah, I didn't think so. So, so the immersive view is only going to be viewable 
to you. Um, for the most part with students, you know, there are fewer options they're 
going to probably be, you know, the biggest thing would be just if they wanted to 
change, if they only see you maybe, um, next to if you're say, presenting slides, so you 
can kind of change those options. But I don't know, um, if any students necessarily 
struggle with that. 

So, um, you cannot use it in breakouts, at least not yet, unfortunately. I, um, I should 
say no, I don't think, I don't think you can. Um, but again, you could try it. Um, but it 
would only be the host or the co-host who could do it. So that's the thing, that's the trick 
to keep in mind. And most of the time, you know, you're not in all of those breakouts, so 
it’d be tricky. 

Okay. Focus mode. I won't demo this one. It's pretty straightforward. So, um, it is also 
on by default. Um, but so you can see our web controls look like this. Um, if you would 
like, so this one you can enable. Um, somebody had asked about enabling when 
scheduling. This does give you that option. So if you wanted all of your meetings to 
automatically be in focus mode, you could check that box and then you wouldn't have to 
switch it to that. Once you get within a session, this is probably going to be found in your 
more options, just because a lot of those buttons kind of start to fill up as you're a host 
along the bottom there. So if you go to your three dots, when you are the host, you 
would click start focus mode, and then it would just be, um, participants would only see 
you as a host or co-host as well. Um, everybody else would just be the list of names, so 
pretty straightforward, but useful, um, you know, like I said, especially if you think there's 
going to be distractions or something. 
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Meeting Management 

Okay. All right. I promise this is the only slide I have that is, um, just text. Uh, but I just 
wanted to go over just kind of some basic meeting management tips. So obviously it's 
super important to take advantage of all the different features and settings. I think they 
can be a bit overwhelming in Zoom when you're first getting comfortable with the tool. 
So, you know, try maybe just one thing out at a time, um, get comfortable with that. 
Once it feels like you have a handle on it, then, you know, you can start exploring some 
of the other features, but definitely get comfortable with that bar along the bottom, which 
is just…that and having the chat and the participants open are super handy, um, for 
running a decent meeting. 

Um, set a precedent. So just like I started with that welcome slide and kind of listed out 
what different features or what different, um, buttons you'd be using in that bottom 
toolbar. Um, that's a great thing to start with for any meetings, something similar to that. 
Um, cause it can do a lot of, sort of the housekeeping instructional pieces, um, at the 
beginning, as people are kind of coming in the session so that you don't have to spend 
as much time on it. Um, for those of you who are teaching, um, or if you run meetings 
with a lot of the same people, once you do that, you know, a couple of times- kind of 
people get in the habit - and then you don't need it as much anymore. So, um, that's a 
good way, those first few meetings with the group to kind of start out and, and set the 
bar. Um, you can also model and demonstrate your interaction expectations that way. 
So, you know, if you want people to turn on their mics or if you want them to have their 
videos on, you know, those are things to let people know immediately. Um, and that 
just, again, sets the bar. If you are teaching or running a meeting where people are 
going to be interacting a lot, I strongly recommend having some sort of an icebreaker 
activity and maybe doing a couple of those just because in the virtual environment, 
there's a little bit more awkwardness than there is in a physical space together. 

So, um, you can break the ice as well by greeting people as they enter engaging in 
some small talk. We did that a little bit, um, at the start of this session. So just some 
good kind of management tips. Um, I also recommend getting in early and getting set 
up, um, you know, just like with any meeting, right, you would want to jump in. You'd 
want to make sure that you have whatever, um, screens that you want to share, all 
ready to go - files open, applications open if you're using polling, which we'll get to at the 
end, you know, um, make sure that those are ready to go. And if you have any links that 
you want to drop in the chat, I like to keep those open on a digital sticky note. So I can 
just easily open that sticky note and copy and paste. Something like that, or a Word 
document, whatever you're pasting from. Um, even if it's just having a, um, your 
browser tab open with several links, just for the easy copying and pasting into the chat. 

Um, I also recommend using wait time. So this is a really hard thing to do, I think. No 
matter what, it's hard, but I think it's even harder in the virtual space. So, um, give 
people time, allow for that awkward silence, um, just to reflect on questions and then 
some time to type. So a lot of times people are first thinking and then they're typing or 
they don't want to be the first one to turn their mic on, right. Or to raise their hand or 
whatever. So try to offer that wait time. And then once people get a little bit more settled 
in and comfortable with the group, they're usually more open. 
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Um, I like to also be specific about how I expect my participants to communicate, you 
know, do you want them to turn on the chat, uh, or to use the chat? Do you want them 
to use their microphone? Um, you know, do you want them to use reactions? Are you 
going to have a poll? Things like that. And I like to communicate it for each interaction 
and communicate it both onscreen and verbally. So you'll notice that I do that on a lot of 
my slides where I'll talk you through it, but I also have sort of like a quick little visual cue 
to indicate what my expectations are, just kind of to reinforce that expectation. 

Um, check in often. So can you see my slides? Um, can you give me a thumbs up if that 
makes sense? Um, can you give me the, can you use the reactions and give me a yes if 
you're following along? Those sorts of things can be really great. Thank you, Hillary. 
Um, to just kind of let your participants know that you care about their experience and, 
you know, you want to make sure that they're following along just like you would 
naturally do in any meeting, but I think it's like we kind of sometimes forget to do it in a 
virtual space. 

Zoom Reactions 

Um, and as I keep saying, keeping that participants list and the chat open is super 
helpful to managing what's going on. And so we'll go through, um, all the things that are 
available there and why that's so important. But with that, I want to check in with all of 
you and just see how you're doing. So, using any one of those reactions, click on that 
reaction button and just let me know, how are we doing? Are we following along 
everybody doing okay, great. Yeah. So the thumbs up the smiley faces, the handclaps, 
all of those are great ways for you, especially as a host or a co-host to get some quick 
information. Um, and it's a pretty easy thing to do. So it's quick for your users, your 
participants to do as well. It might take, you know, this quick little teaching session, but 
then all of a sudden, you know, everybody has that tool now that they can use to convey 
and communicate with you. So the one thing to note is this is not anonymous. So polls 
can be set up to be anonymous. Um, but the reactions are not, so everybody can see 
those reactions as they pop in. But again, um, unless you're raising your hand, the other 
ones, uh, are only there for a few seconds, so they kind of fade away. So they're, 
they're quick to come and go. 

Okay. So reactions, I want to go over just briefly the meeting settings, because I did 
make a switch with one of these. So I think this is probably the only one that there might 
be one other setting that I modified, but for the most part, I kept all of the Pomona 
settings as is. the one that I changed was this one down here. So the meeting reactions 
with the emoji is the default setting, but the ones that are the yes, no, speed up, slow 
down, and the coffee cup, which is supposed to indicate, I need a break, by the way. So 
if you need a break, give me the coffee cup. I'll give everybody a breathing moment. 
Um, but those extra ones are available because I switched on this nonverbal feedback. 
So you'll notice any time that you have changed something in your web controls, or, I’m 
sorry, your web meeting settings, if you see this modified or reset, so if you see that, it 
means you've changed it from the default. Otherwise if it's blank, like this one, I've just 
kept it as the default. 
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Participants List 

Okay. Um, so I keep talking about the importance of the participants list. So I want to go 
through why I think it's so important to have it open at all times. Okay. So, um, it is 
fantastic because there's just so much information there. So obviously you can see the 
attendees. So who is in your session? Um, any roles that they have. So, um, if you look 
at my screenshot here, you see that I am the host. The top me is the host, I should say. 

Um, so the nonverbal feedback, Rita, are set by the host. Yes, the host of the meeting. 
So I needed to enable those for you to have that as an option. If I had turned it off, you 
wouldn't see those. If I had kept it turned off, I should say. Yep. Great question. 

Um, so you can see my role there. I'm the, the top me is the host. Um, photos. If there, if 
you've added photos, you can see those in your, um, participants list. Microphones and 
webcams, whether they're on or off, those will be indicated as well. So that's really 
handy, um, for seeing who's talking cause the microphone, um, first of all, will be gray 
instead of red with the slash through it. Um, but it will also fill. So if you have the 
participants list open right now, you can see that my microphone is kind of going up and 
down, that the little gray bar. Um, so that indicates that I'm the one speaking. It’s handy 
to know that - who's talking. 

Um, webcams on. So you can see, again, it's gray instead of red with the slash through 
it, if it's off. So I can see many of you have your webcams on, um, you can see those 
reactions and hand raises. So second me here in the list has the hand raised. And 
remember that stays there until either the individual lowers it or the host or co-host 
lowers it. Um, however, the reactions, so that's that thumbs-up with third me in the list 
there, um, that one is oops. Uh, that one would go away after a few seconds. 

Um, the last thing I'll point out on this screenshot before I jump to the next slide here is 
this mute all button. So that is really handy if, um, let's say there's a really loud noise, or 
maybe there's a screeching or it's just kind of chaos, uh, muting all can be a great way 
to kind of get everybody back on, on the same page or, you know, mute if there's, 
sometimes you get those noisy feedback microphone issues. Um, so rather than having 
to search through your list of participants, especially if you have several, you don't need 
to worry about it, just hit mute at all. And then, um, turn your microphone back on. 

Uh, the other thing that I want to point out here is, you know, some of these controls are 
available just if you're in gallery view and they're also available by clicking, um, the 
participants drop-down list as it is in your toolbar. But I like to keep it here because it, it 
gives me sort of a one, one-step setting for individual changes. So if I wanted to ask 
second me to unmute, I could do that with a button here, um, to access these controls. 
By the way, you just hover over, hover your cursor over that individual's name. And a lot 
of these are only available that you see on the screen because I am the host. So if you 
hover over names right now in your participants list, you shouldn't have all of these 
options because you are a participant instead of a host. Okay. Um, but you can ask 
someone to start their video. You can make them the host or the co-host, um, rename 
them, um, put them in the waiting room or remove them. So probably some of the most 
common one is, you know, asking someone to mute or unmute, making host or co-host. 
Um, hopefully you don't have to remove anyone, but it is a possibility I suppose. And so 
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you can do the removal there, or also in the security section of, um, your toolbar at the 
bottom. 

Okay. So another quick little check-in, how are we doing? Are you still with me? Raise 
your hand. So this time I want you to raise your hand so you can experience that. And 
once you raise it, you're comfortable with it, you can go ahead and lower it. To lower it, 
you're just going to hit it again. Perfect. Thumbs-up works too. I just want us to get 
comfortable with those reactions. I mean, they're just really nice ways to communicate 
quick little things, right. And do that quick little check-in all right. Perfect. 

Whiteboard/Annotations 

Okay. So the next feature I want to move us along to is, um, the whiteboard, or I guess 
I'm technically not using the whiteboard, but I'm using it like a whiteboard, um, is the 
annotation tool. So, um, if you've never used this before, basically it's just a nice way to 
maybe brainstorm together. 

Um, the color of the hand, you could, you should be able to do it. Actually, if you just 
click on in the chat, click on the emoji thing there, and there should be at the bottom of 
that window that pops up, it should say skin tone. And I think if you click on the thumb 
there, it'll give you the options. Try that, Jennifer, let me know if, if that doesn't work. 
Great questions. I'm glad I had the answer after only being here for two weeks, but…at 
least I think I have the answer. Give me a thumbs up when you, when you get it, 
hopefully you get it. 

All right. Um, so the annotation is, like I said, just kind of a nice way to do something like 
a brainstorm together. Or if you want to do drawing, a hand drawing, you can do that 
with this tool. And, uh, it is turned on again by default. And I'll show you those settings in 
just a moment, but I want us to practice using it first. So at the top of your screen, you 
should see this green - neon green - bar that says you're viewing my screen and next to 
it, this drop-down with view options. So I'd like you to click that and then select annotate. 
And once you select annotate, um, you should get this new bar that appears, and I'd like 
you to click on the text tool. And if you want, you can change the color with format, and 
then go ahead and type your response. Hello? Yes. So let me know what you did this 
past weekend. So we hopefully had a long break. Maybe you were just planning classes 
or maybe you were working. Um, but yeah, go ahead and just use that space along the 
right-hand side there. 

Working like crazy. 

And if you end up wanting to move something, you can click the select button. Um, 
Stephanie. So at the top of the screen, you should see that, um, neon green bar, it looks 
like this where my cursor is. That says that you're viewing my screen and then view 
options right next to it and click the drop-down to annotate. So I'm giving you the board, 
um, sorry. I may have misinterpreted your question. Um, to access the whiteboard, that 
is an option in your screenshare. So it's always kind of just one of the default options. 
You can just pull it up. Lots of people working. Well, we did not, did not relax. 
Somebody relaxed. Oops, sorry. Okay, cool. So, so you're comfortable. Somebody used 
the stamp tool. I like that. So good. Yeah. Play around. 
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Yeah. I think the whiteboard is clunky as well. Um, I don't think it's fantastic. That's why I 
recommend using the screen or the text tool, like I said, for this. Cause as far as 
drawing goes, it doesn't work the greatest unless you have a stylus. And if you ever 
want students to draw as well, it's all sorts of tricky. The one nice thing I would say 
about it is especially in comparison to, um, some other platforms, virtual sharing 
platforms, um, is that it does have this option to save. So if I wanted to save all of these, 
I would just click save. Click my save button in the toolbar and then I'd have a 
screenshot of it immediately. And then I can clear all and move on. I should say, though, 
you do have to clear all. Otherwise again, let me hit my next. You can see my 
annotations stay on that. And I don't want that. So I'll eventually clear it here as we 
move on, but letting you all play around with that space there. I don't know if I answered 
Jennifer's question, but I, yeah, I agree. And that's an option too. Yeah, to take 
screenshots. So yeah, if you have something that is more detailed, I almost, this is why, 
like, what I like to do, right, is create, create it in a PowerPoint or in another sort of file 
and then share that. Right. And then it's neater. Um, but it is nice if you want to draw on 
your notes, right. To emphasize something, you can draw over top of it. So you can do 
this with any screen that you're sharing. So let's say, um, you have your graphs and you 
want to point out something on the graph. You could use the annotation tool to, you 
know, draw a circle around it or something. And so I would say it's nice for fairly easy 
things with drawing, not great for more intricate stuff. Right. They're a really fun way to, 
uh, get everyone to, um, brainstorm in a space together, which I think is fun. All right. 
I'm going to go ahead and clear that now. I think that'll let me, okay. There we go. All 
right. So I'm going to ask you all to stop, stop annotating. Now I know that was fun 
though. 

Okay. So the settings, again, these are turned on by default, so I haven't changed them. 
So this is what they look like, um, in the web client. Um, so allowing that saving of the 
content in a whiteboard or in shared screens of annotations is on by default. Um, so 
that's again, really handy so that if you want a screenshot of everything, all of the 
brainstorming you've done or whatever, you just save that. Um, there are other options 
which I did not turn on. So auto-save the white board when sharing has stopped. So you 
don't have to remember to save it, um, or only the user can annotate. So maybe you 
want to be able to draw something, but you don't want your participants to be able to 
draw on it. You would want to check that bottom box there. 

Um, just again, you can annotate any screen that you have shared. So whether you 
select the whiteboard, any particular file, or even your entire desktop, all of that can be 
annotated. Um, and as a reminder, remember if you're ever like me and you're like, how 
come I can't get my, um, my file doesn't show up in the list of items to share – it’s 
probably minimized or not open to begin with. I don't know if any of you have ever had 
that struggle, but the struggle is real, and I've come across it a few times. So always 
make sure that it's open and, um, open on your screen, not minimized. 

Breakout Rooms 

Okay. We are moving along, which makes me very happy because I do want to make 
sure that we get to both breakouts and polling. Um, so breakouts are great for, you 
know, building community, brainstorming, working in groups. Um, you do these at a lot 
of like conferences even. Um, but they're great for students, those of you who are 
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faculty as well, you know, these are good for doing something like a think-pair-share. 
Um, so I'm gonna demo it first. So you'll all go into breakouts - just so you can have that 
experience and see what it's like. Um, and then we'll come back and talk about, um, 
what, well, first you'll type in the chat for me, but, um, after that, I'll go through kind of 
the steps to setting it up. So what I'm going to do is put you all in breakouts and give 
you two minutes and you'll see a time clock. Um, so you'll, you'll be able to see kind of 
where you're at with the time. And I want you to designate one person when you come 
back to just type your ideas, um, just quick, you know, nothing, I don't, you don't need a 
whole lot of detail there, but just type the ideas in the chat. And I want you to discuss, 
um, an example of how you might use breakouts in your own meetings. So, you know, if 
you are running a meeting with your department or -- running a meeting with other staff 
or students or whoever it is, how might you use breakouts? 

Okay. So I'm going to get this set up. Any questions as I'm getting it set up here? 

And we have 11 participants. Okay. So let's do three rooms, we'll do, okay? 

Um, that is a good question. I do believe they do. Unless, maybe you take it away from, 
well, first you have to, you have to select a time period. Um, and I'll show you those 
settings so that you can see it here. 

And, um, once we get out of breakouts, okay, Thomas, so you should have an idea of 
what that'll look like. 

Okay. Sounds good, Jonathan. Hopefully I have answers, but no guarantees. 

Okay. I'm going to go ahead and click create. So you should be popping in soon. 

Okay. I think you should all be back. I know it's a little disorienting when you first come 
back, right? It seemed kind of… 

Participant: …with our microphones on so we can turn them off. 

Amanda: Right. I mean, you can keep them on if you like. 

Oh, you failed to designate a representative. Yeah. It's always tricky. Um, you know, I 
had a different platform where that I used to use, where we could share out the screen 
that's being shared to kind of serve as a reminder. Um, if you have a lot of instructions 
on a screen like this, I would say probably have everyone individually take a screenshot 
just so that they know, so that they have a copy of the instructions or have the 
instructions in like a, another document, a Word document or something that you have 
stored in the cloud. So you can drop a link to that. Um, you could even have people 
work in groups on a shared document, so yeah. Yeah. Uploading a file somewhere so 
that it can be shared is pretty easy. 

Okay. So hopefully you can…you have somebody, so maybe somebody can type out 
some of the examples of when you're going to use breakouts. Oh yes. You can upload a 
file to the chat as long as you have that enabled, which I think I did leave that on as 
well. So yes, that's another option. You could upload it and say, download that before 
we move along. Right. 

Participant: So I can report out from our group since, um, uh, Jonathan has not 
used chat, uh, breakout rooms before, but he's looking forward to doing it. And 
he had a very specific question about establishing consistent breakout groups, is 
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that always possible. And Roberto is…used breakout groups and probably 
continues to do so, um, with, um, different, consistent groups of students. He is 
at this some past summer, I believe with, um, uh, some Pomona students, and a 
student who, students who weren't Pomona college students. Um, so Roberto 
shared that he, um, didn't know if you could also establish the same groups every 
time. And so he, um, just kept a list or remembered. So that's, uh, I think that's a 
good question. That could be, you could probably know the answer to it, 
Amanda. 

Amanda: Yes. So I do believe you can. So if I go right now, um, let me try it. So I'm 
pretty sure if I go to breakout rooms, um, and then I, if I hit recreate, it's going to keep 
the same groups that we had last time. Yeah. So there's like the second time you open 
it. So the first time you do it, you know, it just is what it is. Um, but if I wanted to, let's 
say, keep you all in the same groups. Yeah. I'm just going to hit, um, you know, 
breakout rooms again. And then there's a button that says recreate, um, or add room or 
open all rooms, or I can manually move people around. So it was like a move to, or 
exchange people. Um, if I wanted to do that. 

Participant: So Amanda, if, um, if I've got a recurring meeting and I go week to 
week and I hit that recreate button, will I get the previous week's breakout group 
recreated or not so much? 

Amanda: You know, I think you do. Um, because, and maybe one of you knows this 
better, but I believe when I was testing, um, I actually even closed completely out. And, 
um, then, uh, I came back to the session, same session, but, um, had completely closed 
it out and came back, and it still gave me the recreate option. 

Participant: Okay. Great. 

I like that the chat was on a separate column to the right. 

Amanda: Yeah. Yeah. It's kind of different. Um, I think it's based, I think the reason why 
it looks different, Jennifer, is because I've, I'm, screen-sharing in this case. Whereas if I 
weren't screen-sharing so yeah, it's something that's, it's kind of controlled by the host, 
but I think it's based on what's being shared. So, um, yes. So, sorry. I'm like rethinking 
your question now about the, um, being able to set the set breakout rooms up in 
advance. I believe that is done by default because of this option here. So allow the host 
to assign participants to breakout rooms when scheduling. So I think you could even 
manipulate those rooms or the groups in advance. So they're kind of preset. 

Oh, you might be able to grab it [chat] and pop it out and pop up the chat using the 
down arrow at the top of the chat column. So mine is automatically popped out right 
now, which is why I don't have that as an option. So there you go. Thank you all for 
adding that. You're all, um, more expert than I am. 

Um, so a couple of things with breakouts. So hopefully you saw me broadcast to all. I'll 
go over that in a minute here, but I did give you a broadcast message and that's a 
useful thing to know about breakouts. Um, so the recreate that you saw, so obviously 
you're, you want to set up breakouts, you're going to click breakout rooms. If you don't 
see breakout rooms, you're going to click the three dots for more and your Zoom 
controls, and then you'll get this window that pops up. And if it's the first time it'll say, 
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create, um, if it's, you know, a second time with the same meeting - so whether, as long 
as you're using recurring meetings, let's say, um, you can recreate that and then you 
can assign automatically, manually, or let participants choose. For the most part, you're 
probably going to be doing one of the first two. It can get chaotic with the third option, 
but that third option can work well, if you're doing something like a gallery walk. Then 
you click create and there'll be an option that'll say, you know, open all rooms. So it'll 
look like this screen. Um, and then away you'll go and you will kind of see your list of 
participants, uh, disappear from your main participants list. 

Um, I wanted to share this screen so that you can see that there are other options 
available. So if you click on the gear, once you see this screen, this was the timer that, 
that I had talked about. Right? So, um, you have a few options with allowing participants 
to choose just like we saw. Um, you can let people return at any time. So if you don't 
want people to be able to leave their breakout, you'd want to uncheck that box. Um, and 
then the timer. So I had selected the two minutes. So that's why you see that in this box 
here. Um, and I believe, you know, so yes, you can set the countdown timer. Um, I 
believe that countdown timer is always available. There might be somewhere in the 
meeting settings. I don't know if any of you know that, um, but I didn't change any of it 
and you should have been able to see it, however, it is kind of tiny. So it's, it usually 
appears along the gray bar at the top. So it's not super noticeable, but I do believe it is 
always there. Um, so some of the features to be aware of. 

So once everyone's in breakouts, um, it looks like this to the host. So you'd see the 
rooms listed and any names right underneath, um, for anybody in those rooms. And 
then I could choose to join a room if I wanted as the host to kind of circulate or 
whatever, um, or I could move other people to different rooms. 

Um, features to be aware of, like I said, the broadcast message to all. So I gave you a 
little message and again, it's kind of small, so it doesn't give you like a huge alert, 
unfortunately, but it sort of pops up and says, “Hey,” so I did, “Hey, I'm going to be 
pulling you all back in 30 seconds.” Um, so you can communicate with everyone at once 
as the host or co-host. And then, um, if anybody wants to communicate with you, they 
have this ask for help button. So that's available once you're in breakout rooms for them 
to kind of call upon you. And then as a host, you get the message that says so-and-so 
has asked for your help. And do you want to join that breakout room? Then you can 
click the button if you do. 

Polls 

Okay. So we are nearing the end. We have just a few minutes left. So hopefully we can 
get through this last one here. Um, but I am going to share this poll with you so you can 
see what it looks like. First of all, go ahead and respond whenever you're ready and you 
should be able to choose several if you want. And don't forget to hit submit. That's the 
extra trick there. Good. Okay. So I'm going to end the poll now and share the results 
with you so you can see. So maybe after we go through polls, you'll be feeling a little bit 
more confident about polls, hopefully. Um, I'll stop sharing now. 

And, um, let's jump in and talk about this really quick. So poll settings, um, I do want to 
let you know that I modified this, um, and that was just to, um, just cause I wanted you 
to see that you also have this option to create advanced polls and quizzes. Um, but it's 
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not something you have to do, but pretty basic what it looks like in the settings. Um, I do 
recommend you set these up in advance, um, just cause they're kind of, time-
consuming. Basically, it's go into your meetings. So I would recommend going through 
again, the web client. Click on meetings, and then from there you're going to click on the 
title of the meeting that you already have scheduled or schedule it first. Then click on 
the title of the meeting. Um, and then it's sort of buried. So you'd have to scroll down to 
the bottom of the screen and click on polls slash quizzes and then create. Okay, so go 
into meetings, then click the title of the meeting you want to add the poll to, scroll down. 
Um, a couple of things. So, so the basic, um, the basic options for polls are single 
choice or multiple choice. So I just did one of those multiple choice ones. So, so you got 
to select multiple answers. Um, if you wanted those advanced options that I talked 
about, there's a lot more different question types available. So you have drop-downs, 
um, matching, short or long answer, rank order, and fill-in-the-blank. Um, but once you 
get in here, the setup, you know, is pretty basic. So you give it a title, ask the question, 
put in your responses - fairly easy. Um, you can delete one if you don't like it here, and 
you can duplicate a question here. Um, if you want to add a question, you can add 
questions within the same poll. 

Yes. You can use it for a quiz and yes, I'm going to go through the results as well about 
how to access those. Um, so you can have up to 50 polls attached to a meeting. So 
think that that the polls are attached to a particular meeting. So that is something to 
keep in mind. Um, I don't think you can put in diagrams, unfortunately. Um, sorry. I 
missed that question there. I, I thought…I had the same thought, like, can you put 
images in, but I didn't, I couldn't find a way to do that. So unfortunately, no, not yet, let's 
say, cause there's always things on the roadmap. Right. 

Um, but you can allow participants to answer questions anonymously, which may be 
useful. So if you're just trying to get, you know, gauge some checks for understanding or 
something, um, that would be a good option. Um, and you find it in the more, again 
there at the bottom. Click say when you're done. Um, oh, I was saying you can have up 
to 50 polls attached to a meeting, 10 questions each. So that add a question would be 
adding the question to the same poll. So people would kind of advance through the 
questions. 

Um, yes, Hillary. Um, so let me jump ahead since we're wanting to know about the 
results. So let me go through this quickly. So um launching, click on polls or quizzes in 
your controls. Um, you all saw, you experienced what it was like from the participant 
end and then, um, from the host end you sort of get the screen that says, do you want 
to share the results and then, and the poll. So I can see results as they're coming in, 
how many people have responded, um, and which question you're on. 

Okay. All right. So poll results. Yes. The million dollar question here. So, um, if you want 
to share the results, you get to choose that. Obviously, they're always anonymous to 
participants. So even from the screen, I can't see as the host who responded, what way, 
um, immediately, but if I wanted to save it, so let's say I wanted to see how individuals 
responded and maybe use some sort of a scoring, and maybe I add to my grade book. 
Um, you would want to choose download results here. So yes, uh, you must do it from 
within the session, I believe. Um, click on the three dots and then download results. And 
the reason I say that is because let's say you're, if you were going to, um, use the same 

15 



 

 

 

              
             

              
                 

              
   

               
              

             
                   

                
              
             

meeting and, and launch the poll again, that poll is always only going to save the most 
recent results. So download the results each time. Yeah. I don't think, I don't think 
there's a way to do it before the meeting ends. And again, I think that's because of the 
reuse idea. Um, if you, if you did enable anonymous, um, you wouldn't be able to see 
the user's name. So keep that in mind. If it's something you want to score, don't check 
that anonymous option. 

Okay. That is it. We made it through the polls. I know we're two minutes over. I 
apologize. I'm so sorry. Um, this screen is kind of just to go through just, it's just a 
review of, you know, the different tips and everything, and then, um, resources here at 
the end. So, uh, let me drop one more time, the link to the slides in the chat. So if you 
want to go through and review any of that, you can. I'm hoping to get this up on the, 
RITG site soon. Um, but if you have any questions, I'll try to answer them now or, you 
know, if you need to pop off, I totally understand. Thank you again for joining me. 
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