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Sign-In

Via Inside.sou.edu
The easiest way to access Zoom and all of its features is to use our
link from inside.sou.edu.

Test Systems

TracDat Improve

Log into InsideSOU Voicemail

Scroll down to the Online Services box and Click on the Zoom (Web Zoom (Web Conferencing)

Conferencing) link.

] [i&] Filters “v

Via Zoom Application Best match

O Start Zoom

App
To access the Zoom application on your machine you can search for Zoom by Apps
clicking the start menu and typing zoom. Now, simply click on Start Zoom to © Zoom launcherexe
get started.

Store
B Zoom Rooms
Z Zoom for Microsoft Edge

Search the web

Sign-In using the Sign in with Google button. A zoom - see web results
— Documents (1+)
Settings (5)
Sig n |I‘I Sign Up Free
Email Q Sign In with SSO
Password Forgot? or G Sign In with Google
Keep me signed in Sign In f Sign In with Facebook
¢ Back
Type |n yOUF SOU ema'l G Sign in with Google LOg |n W|th your SOU

Username/Password

to continue to Zoom _SOU Login Services

Email or phone
Forgot email? Password >
To continue, Google will share your name, email address,

language preference, and profile picture with Zoom. Before

using this app, you can review Zoom's privacy policy and
terms of service.

Create account Next




Testing Audio and Video
Testing Audio before the Meeting © Choose ONE of the audio conference options =]

When you host a meeting you will be prompted to \* Phone Call
Choose one of the audio conference options. Click on

Test speaker and microphone.
Test speaker and microphone

a
m
o

Automatically join audio by computer when joining a meeting

If you do not hear a ringtone, try changing the audio device.

Do you hear a ringtone?

Yes No

Speaker 1 Headphones (High Definition Audio Devic

Testing microphone...

Output Level

Speak and pause, do you hear a replay?

Yes No

Test the microphone. If you do not hear the replay trying

Changmg your mpUt device. Microphone 1: Microphene (2- HD Pro Webcam C920) -

Input Level:
Speaker and microphone looks good
Speakern  Headphones (High Definition Audio Device)
Microphone:  Microphone (3- HD Pro Webcam €920) Now you can join the meeting via Computer Audio
Join with Computer Audio

Select a Microphone
v Microj {3- HD Pro Webcam C920)

Adjusting Audio and Video during Meeting
To adjust the audio during the meeting click the arrow next to the microphone. You T

v Headphones (High Definition Audio Device)

can change the speaker or the microphone and access the Audio Settings.

Speakers (High Definition Audio Device)

Same as System

Select a Camera (Alt+N to switch)
v/ HD Pro Webcam C920

one Audi
smputer Audio
tings...

Logi Capture

Gordon Ci

Video Settings... To adjust the video during the meeting click the arrow 8 -~ m .

Mute Stop Video

Choose a Virtual Background next to the camera icon.




Host or Join a Meeting

Host a Meeting via Iniside.sou.edu
To host a meeting you can click on host meeting, and choose to use video or not.

c @ https://sou.zoom.us/meeting v G o
Qi&wﬂmmﬂ Faculty FAQ  StudentFAQ  Support JOIN A MEETING HOST A MEETING = a SIGN OUT
WUNIVERSITY

With Video Off
Profile Upcoming Meetings Previous Meetings Personal Meeting Room With Video On [ Get Training

Schedule a New Meeting
Webinars

Once you have made your selection, Zoom will download if it is
not installed. You will be prompted to open the Zoom
‘ application.

Open Zoom Meetings?

O Always open these types of links in the associated app

Open Zoom Meetings

Q) Choose OME of the audio conference options x
Choose your audio option. Do not have more than one device in Y& Phone Gall & Computer Audio

the same room Join with Computer Audio or you will experience
feedback.

) Choose ONE of the audio conference options X Join with Computer Audio
tZ Phone Call Ll Computer Audio Test speaker and microphone

E=. | Dia: +1669 900 6833
+1 646 558 8656

Automatically join audic by computer when joining a meeting

Meeting ID: 109 361394

Participant ID: 31

Done

© Zoom - Free Account EI =l @

Host a meeting via Zoom Application o Gordon Carrier =~

Using the Zoom Application, you can start a meeting by clicking Start with Video or
Start without video. You can also test your Audio and Video before the meeting by
clicking the Settings button. In this menu, you will see Audio and Video sections

that can be used to configure or test audio/video. Start it video  Start without video

B General Test Computer Audio
7\ Audio
Chick Test Speaker to make sure you can hear others
m Video

m Headphones (High Defintion Audic Device = Join Schedule
Virtual Background

=

® Recording Output Level:

& Advanced Features I~
<+ Statistics Volume: “
T Accessibility

a

& Instant Messaging

Share screen
m Microphone (3- HD Pro Webcam €920) | =
=# Feedback

nput Level:

jioce _

v Automatically adiust volume




Join a Meeting

Invitations for meetings are usually sent Zoom Meeting inbox x
via email. There is a hyperlink at the top

of the invitation that takes you to the Gordon Carrier

meeting. o tome ~

Join Zoom Meeting
hitps://sou zoom us/j/559244765

One tap mobile
+16699006833, 559244765# US (San Jose)
+16465588656, 559244765% US (New York)

Dial by your location
+1 669 900 6833 US (San Jose)
+1 646 558 8656 US (New York)
Meeting ID: 559 244 765
Find your local number: https://zoom us/u/ac3CAPTdJ

Zoom will initiate a download if it is not already installed on your computer, or it will prompt you to open Zoom. Once
you open Zoom you’re now joined to the meeting.

A download should start automatically in a few seconds.

If not, download here.

Open Zoom Meetings?

[0 Always open these types of links in the associated app

Open Zoom Meetings m

¢ Click Zoom ... .exe.

Q Zoom_817a9¢ccic8...exe ™




Meetings

Schedule a meeting via InsideSOU

When accessing Zoom from InsideSOU the default dashboard starts on Meetings. To schedule meetings click on

Schedule a New Meeting.

Profile

Upcoming Meetings

Webinars
Recordings

Start Time 3
Settings

Account Profile

Reports

Schedule a New Meeting

Previous Meetings Personal Meeting Room

Topic =

Provide a My Meeti Schedule a Meeting

topic for the
meeting with
a description.

Schedule a Meeting

Select the date and time the Vites
meeting will start and then
choose the meeting
duration. Note that with a
basic plan, there is a 40-
minute time limit when
using three or more devices.

07/01/2019 = 5:00 . PM

Your Zoom Basic plan has a 40-minute time limit on meetings with 3 or more participants.
Upgrade now to enjoy unlimited group meetings. Contact E

Do not show this message again

Telephone Computer Audic @ Both

Dial from United States E

You can set the video and audio settings for the meeting,
/ with both being the best option.




Set the additional meeting options by checking the preferred boxes and
then click save.

You will now see detailed information about the meeting including the
URL of the meeting and a “Copy the Invitation” hyperlink. You can use

Marage "My Meeting”

L 2019 05:00 PM Pacific Time [US and Canada

Require meeting password
# Enable join before host
Mute participants upon entry
Use Personal Mecting 1D 878-232-2527
Enable waiting room

Record the meeting automatically on the local computer

“ ki

Schedule a meeting via Zoom Application

You can schedule a meeting via the Zoom app by click on meetings. You will see all of the same settings as InsideSOU.

o7 = =5 W | @ Zoom - Personal Meeting 1D

m Recorded ¢ Personal Meeting 1D:

Personal Meeting ID (PMI)

878-232-2527

Always use PMI for instant meetings on this computer

Start Edit Schedule ~

Advanced Options

878-232-2527

Today
Upgrade to Pro to change your Personal Meeting ID
Today . . . .
N Video (when joining a meeting)
Haost: On (& Off
Today Participants: On ‘& Off
Audio Options
Telephone Computer Audio ®  Telephone and Computer Audio

Dial in from United States  Edit

Meeting Options

=




In-Meeting Controls
§ -~ m . L L @ - ® e =

Unmute Start Video Invite  Manage Participants Share Chat Record  Breakout Rooms

Invite
Once you click on invite, you have options to copy the URL, copy the invitation, or to create an email from a default
email provider (eg. Outlook), Gmail, or Yahoo Mail.

) Invite people to join meeting 109-361-394 X

Choose your email service to send invitation

O O O

Default Email Gmail Yahoo Mail

Copy URL Copy Invitation

Managing Participants T - o X
You have various options when . Partich . Participants (2)
managing participants. You can o i
. . Gordon Carrier (Host, me) 5w
chat with them, make them a o Gordon Carrier (| Ask to Start Video Q) St suincion s '

host, mute them, and turn off 0O - QO = 8 wmi
Bob

their video, request to start their Make Co:Host

Rename

video or remove them from the
meeting.

Put on hold

Remove

There are additional options
under the More button.

Mute participants on entry

ants to unmute themsehes
articipants to rename themselves

Chime for Enter/Exit

Mute All Unmute All More™




Sharing Screens

To share a screen click on share.

You can choose any open window, a
whiteboard, or with the proper plugin an
iPhone/iPad.

Basic

/7 o

Whiteboard iPhone/iPad

Zoomflass doox - Word @ Inbox (10) - carriergoi@s. ‘. Login with Google - Zoo. " carmiergo (Whome.ad1.so -

ViMware Horizon Chent

© select a window or an application that you want to share @
Basic Advanced
‘: ! .

i < r There are advanced sharing

options, including sharing a
Portion of Screen @ Computer Sound Only (&) Content from 2nd Camera(Z) portion Of the screen, a Second

camera, or only the computer
sound.

Share computer sound Optimize for full screen video dip m




Chat
You can chat with anyone in the meeting. You can choose whom to send the chat to,

. v Zoom Group Chat
and allow attendees to chat with other attendees or only host.
T
Record
To record the meeting simply click on the record button. It will start recording at that
time and will save the recording as an MP4 when the meeting ends.
b o~ wa . 2 2 m -~ ® @ =
Unmute Start Video Invite  Manage Partidpants Share Record  Breakout Rooms
5 _
You can choose to the save location before you record & ceneral Local Recording:
by accessing the recording section in the settings N Audio
e . . . mi video Store my recordings at:
menu. There are also additional options, including CAUsersicamergo\Documents Zoom = =
... . . . . [zl Virtual Background
optimizing the recording for third party video editors 105 GB remaining.
@ Recording
& Advanced Features Choose a location for recorded files when meeting ends
A Statistics Record a separate audio file for each participant who speaks
T Accessibility Optimize for 3rd party video editor @
& Instant Messaging Add a timestamp to the recording @
= Feedback ~" Record video during screen sharing
Place video next to the shared screen in the recording
Breakout Rooms
You can create Breakout Rooms to © Breakout Rooms - In Progress « |
. . . i 7
split attendees into groups. This is - Breakout Room 1 i Join Breakout Room 11

useful for a classroom like setting. You andersaj1 n No

can join each group individually, and
when done, close all the rooms to
return to the main meeting.

Broadcast a message to all ~
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