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 Getting Familiar With Zoom
Your Presenters

Darren Sweeney

● District Webmaster
● District Training Committee
● Member of Rotary Club of Kitchener

Brian Carmichael

● Past District Governor 2011-2012
● District Membership New Club Support
● Member of D7080 Passport South Club  
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 Getting Familiar With Zoom
Agenda

▪ How to Schedule a Meeting
▪ Change your screen name
▪ Speaker View - Gallery View
▪ Mute and Unmute all Attendees
▪ Chat Feature
▪ Participants
▪ Waiting Area

▪ Why secure your Zoom meetings
▪ Screen Share
▪ Record a Zoom Meeting
▪ Add a Co-host
▪ Whiteboard Annotation
▪ Breakout Rooms
▪ Registration
▪ Polling
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How to Change Your Screen Name
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How to Change Your Screen Name

                                                                 OR
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Speaker View - Gallery View
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Speaker View
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Gallery View
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Muting Your Audio
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Muting Your Audio
Anyone can Mute / Unmute themself
1. Keyboard shortcut  Alt + A 
2. Use the keyboard spacebar to mute/unmute 

yourself temporarily
3.
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Participants & Chat
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Participants & Chat Feature
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Participants & Chat Feature
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Polling
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Polling  Creating a Poll
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Polling  Launching the Poll
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Polling  Launching the Poll
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Breakout Rooms
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Breakout Rooms

Assign 25

15
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Breakout Rooms
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ZOOM Help

Just Google →  Zoom Help Center
or go to

support.zoom.us
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ZOOM Help
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ZOOM Help

District website: rotary7080.org

Resources - District Resources - Online 
Meeting Resources
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Securing Your ZOOM Meeting
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Security Options
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Security Options
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Waiting Room
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Waiting Room Feature
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Waiting Room Feature
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Screen Sharing
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Screen Sharing
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How To Record a Zoom Meeting

http://www.youtube.com/watch?v=YA6SGQlVmcA
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How to Record a Zoom Meeting
1. Cloud Recording
2. Local Recording 
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How to Record a Zoom Meeting

http://www.youtube.com/watch?v=lZHSAMd89JE
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How to Record a Zoom Meeting
Upload your Zoom recordings saved to your 
computer to your club’s YouTube or Vimeo 
accounts. These can then be shared out.

If you use cloud recordings, they will be deleted 
when cloud space is needed.
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How to Use Registration
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How to Use Registration
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Host  Roles
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Host & Co-host
1. Can see & use the Mute All  & Unmute All 

button. 
2. Co-host cannot start a meeting
3. Host must pass the host controls to another 

before they can leave a meeting
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Host & Co-host
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Host & Co-host
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Whiteboard & Annotation
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Whiteboard & Annotation
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ZOOM Help
Google search →  Zoom Help Center

or go to support.zoom.us
District website: rotary7080.org

Resources - District Resources - Online 
Meeting Resources

Email: zoom@rotary7080.org


