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Make the most of Zzoom

Meeting set-up and controls
 Easy ways to interact with attendees

e Zoom breakout rooms, polls and whiteboards

Safety and security during meetings

digital @ THE CHURCH g

LABS OF ENGLAND "=
m EEEE




200Mm Schedule a meeting

Setting up your meetings > schedule a new meeting
* Add your meeting information o o
* Choose reoccurring if relevant - "
» Can enable registrations in a meeting “
* Use the security features - it e
Security features:
» Password protection
* Enable waiting room
* Mute participants on entry
* Do not enable screen sharing dl‘
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200m Adjusting your settings

(] Settings X

General

Video Speaker Test Speaker Headphones (Realtek High Definit... v

Adjust your personal Zoom settings

0 crat
@ Virtual Background Microphone Headset Microphone (Realtek Hig... v

@ Recording Input Level:

e Profile Volume: o @ )

Volume: o ® o)

* Open Zoom application

 Click on the cog in the top right

Automatically adjust volume

 Adjust and test your audio and O oo

Keyboard Shortcuts () Use separate audio device to play ringtone simultaneously

Vi d eo Setti n gs befo re yo u Sta rt Accessibility Automatically join audio by computer when joining a meeting

Mute my microphone when joining a meeting

Press and hold SPACE key to temporarily unmute yourself

you r meeti ng Sync buttons on headset

Advanced
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Z200mM Meeting controls

Meeting controls

Y - A % a2 o [ ) as

Unmute Start Video Security Participants Polls Share Screen Record Breakout Rooms

Lock Meeting

Controls

v Enable Waiting Room

Hide Profile Pictures

» Security to lock the meeting and choose screen share

options for participants Allow participants to:
¥ Share Screen
* Select Participants to mute, unmute and to let people v Chat

¥ Rename Themselves

enter the meeting

v Unmute Themselves
» Chat for private and public conversations ¥ Start Video
» Share screen for sharing presentations, your browser

and anything on your computer & ax!

Security Participants

» Record to the cloud or your computer

* Breakout rooms for smaller groups
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Z200m Breakout rooms

 Select breakout room to assign everyone in the meeting into smaller groups.

e |deal for smaller conversations.

* You can create them once you have started your meeting.

> —e— [
o Create Breakout Rooms X © Breakout Rooms - Not Started X
Allow participants to choose room
~ Group 1 Assign
Allow participants to return to the main session at any time
- = —
< [ Automatically move all assigned participants into breakout rooms
Create | ' | breakout room
Breakout rooms close automatically after: | 15 minutes
O Assign automatically .
|_J Notify me when the time is up

O Assign manually Countdown after closing breakout room

Set countdown timer: | 60 ~ seconds

Options [ Recreate ) [ Add a Room ]

O Let participants choose room

=) Breakout rooms
e

0 participants per room

» Select Breakout rooms on the in-meeting control panel

s * Select number of rooms to create
d] * Select create

* Next, select Options to choose the length of time




zoom Whiteboard

 Select screen share in the meeting controls

e Click on Whiteboard then share

 Use the whiteboard menu to add text, draw, etc
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Zzoom Polls

Untitled Poll
 Select Polls in the meeting controls ol |1 quetin

1. Tea or Coffee? (Single Choice) *
* Click Add to create a new poll O e

O Coffee

*  Your internet browser will open Zoom web application
 Create the poll adding your questions and options
+ Click save

+ Back in the Zoom meeting, click Poll then launch

Edit Poll &
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Z0oom Secu rity and safeguarding

Hide Profile Pictures

Allow participants to:

v" Share Screen
v Chat
Safegu a.rd i ng adVi Ce v Rename Themselves
v Unmute Themselves

v Start Video

 Always password protect your meetings

* Don't share the Zoom link publicly on social media.

* Enable the waiting room to check who is coming into the room.

. . . . , Security features in Zoom
* If children are involved, ask parents to register their details

Allow waiting room
before you share the link to the meeting with them. . Use a password and don't share on social

« Ask parents to stay in the room with children on Zoom * Turn off screen sharing for participants
Mute participants on entry

Use participants panel to remove people

* Lock the meeting room
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Z00m Engagement tactics

Tips for engagement in a meeting

* Be clear on the purpose of the time together

» Tell participants how to interact —hands up, chat box, keep on mute

* Break up the time together into smaller sections and use different tools

o Breakout rooms for smaller discussions (https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms)

o Polls for qUiCk opinions ora qUiZ! (https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings )

o Whiteboard for visual illustrations
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https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings
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