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This guide is a work in progress- click here for the latest version.


https://u.osu.edu/rusnak.38/2020/03/10/how-to-zoom/

Overview
Quick links

e TestZoom: https://zoom.us/test

e Download Zoom: https://zoom.us/support/download

e Use Zoom: https://osu.zoom.us/

o Keep Teaching: CarmenZoom Overview

e ODEE Resource Center: https://resourcecenter.odee.osu.edu/carmenzoom

What is Zoom?
Zoom (called CarmenZoom at Ohio State) is a web conferencing tool like WebEx or any other you’ve already used. Zoom
was adopted by the university this past fall, and it’s straightforward to use for audio-only or audio and video meetings.

Up to 300 people can attend a single Zoom meeting, and participants can view the meeting from any device. You can
share your screen, your webcam, or both simultaneously.

If you prefer step-by-step videos, look for these clickable blue boxes throughout this guide: (0 Zoom Meetings



https://zoom.us/test
https://zoom.us/support/download
https://osu.zoom.us/
https://youtu.be/zx5wAOTCHSk
https://resourcecenter.odee.osu.edu/carmenzoom
https://youtu.be/VnyitUU4DUY

Zoom on a desktop or laptop computer

Scheduling a Zoom meeting
Go to https://osu.zoom.us and click
“Sign In”

1.

0 & nn zoom.us

OSU.EDU Help Buckeyelink Map Find People Webmail Search Ohio State

carmen
ZOOM

@ Academic Web Conferencing

Welcome to CarmenZoom

Please sign
meeting roo

RESOURCE CENTER ONLINE HELP ACCESSIBILITY RESOURCES

your OSU username and password. Guests may enter
if they have the exact URL

lude course content or student

the University Registrar’s office if you have questions

Meeting rec
Recorded sessions

ed in Zoom Cloud will be deleted after 180 days.
n be exported.

ining on FERPA is available. Contact

W< Scheduling a meeting

PR 3

0

THE OHIO STATE
UNIVERSITY

SIGN IN

2. The page will redirect to the university’s single sign on. Login using your name.#. Once you are in, you will see a

screen like this:

-armenzoom

Profile

Webinars

Recordings

Settings

Account Profile

Reports

Attend Live Training (&
Video Tutorials &

Knowledge Base @

Upcoming Meetings

JOIN A MEETING

Previous Meetings Personal Meeting Room

SCHEDULE A NEW MEETING Join a meeting from an H.323/SIP room system

Stant Ti opic Meeting ID

The user does not have any upcoming meetings.
To schedule a new meeting click Schedule a Meeting.

Save time by scheduling your meetings directly from your calendar.

ai Microsoft Outlook Plugin ‘ Firefox Add-on

Download Downioad

Meeting Templates WM G=t Traning

HOST A MEETING ~ SIGN OU1
£

4 N

For this quick-start guide,
you only need to know
how to use Meetings and
Recordings on the far
left. By default, this page
will load to Meetings.

\_ )

3. Click Schedule a New Meeting


https://osu.zoom.us/
https://youtu.be/ZAYv8sVPTxU
https://youtu.be/ZAYv8sVPTxU
https://youtu.be/ZAYv8sVPTxU
https://youtu.be/ZAYv8sVPTxU
https://youtu.be/ZAYv8sVPTxU
https://youtu.be/ZAYv8sVPTxU
https://youtu.be/ZAYv8sVPTxU

4. Follow the prompts to schedule your meeting. Note that while you can customize the start time to any minute,
the duration is limited to the fifteen minute interval options in the dropdown:

Profile My Meetings - Schedule a Meeting
Webinars
Topic HTHRHSC 4914
Recordings
Description The virtual classroom space for Group Education
Settings (Optional) Process in Healthcare

Account Profile

Reports
When 03/17/2020 = 220 v PM v
. 4 L -\_ B
Duration 1 v | hr| :0 ” | niin
e
Attend Live Training &
0
Time Zone (GMT-4:00) Ei (US and Canada) v

Video Tutorials &

Knowledge Base [ O Recurringr 3¢

Registration [0 Required

5. Once you’ve set the time, check the box for Recurring meeting. Your options will appear:

Time Zone (GMT-4:00) Eastern Time (US and Canada) v

M Recurring meeting Every week on Tue, Thu, until Mar 26, 2020, 4 occurrence(s)

Recurrence Weekly v

Repeat every 1 v week

Occurs on OSun OMon MTue [OWed MThu [OFri [Sat
End date @By 03/26/2020 @ OAfter 7 v |occurrences




6. The remaining options can be left as they appear by default- see below for details. Click Save Meeting to

schedule your meeting.

Registration

Meeting Password

Video

Audio

O Required [ You do not need to require registration. ]

[ You do not need to require a password.

—

[J Require meeting password

Host Oon @ off
These settings are for your webcam, and

can be changed after the meeting starts.
Participant Oon @ off

both telephone and computer audio, in

Dial from United States of America Edit
case any participants have difficulty.

O Telephone O Computer Audio @ Both Always leave the audio options set to }

Meeting Options

Alternative Hosts

& Enable join before host /
These settings are fine by default as
well- mute upon entry means that
participants won’t be able to speak
until you arrive and unmute them.
That’s fine!

£ Mute participants upon entry

[J Enable waiting room

[0 Only authenticated users can join K /

Example: mary@company.com, peter@school.ed If you’d like to designate a TA as an
alternate host, you can do that here.

CANCEL




7. You can now view the details of your meeting. Click Copy the invitation to get the full meeting info you can
share with participants.

carmenzoom

Profile
Webinars
Recordings
Settings

Account Profile

JOIN A MEETING

My Meetings - Manage "MEDDIET 3100

Topic MEDDIET 3100

escription The virtual classroom space for Nutrition and Metabolism

me Mar 17, 2020 11:00 AM Eastem Time (US and Canada)

HOST A MEETING ~ SIGN OUT

Add to OUTLOOK CALENDAR (ICS ‘ YAHOO CALENDAR
Reports @ °
Meeting ID 172-558-653
Attend Live Training &
Meeting Password Require meeting password
Video Tutorials
Knowledge Base & nvite Attendees Join URL: https://osu.zoom.us/j/172558653 Click here & Copy the invitation

L4

8. Inthe window that pops up, click Copy Meeting Invitation to copy all of the information to your clipboard. You
can then paste this into a page or an announcement on Carmen.

Copy Meeting Invitation

Meeting Invitation

Sarah Rusnak is inviting you to a scheduled CarmenZoom meeting.

Topic: HTHRHSC 4914
Time: Mar 17, 2020 02:20 PM Eastern Time (US and Canada)

Every week on Tue, Thu, until Mar 26, 2020, 4 occurrence(s)

Mar 17, 2020 02:20 PM

Mar 19, 2020 02:20 PM

Mar 24, 2020 02:20 PM

Mar 26, 2020 02:20 PM
Please download and import the following iCalendar (.ics) files to your calendar system.
Weekly: https//osu.zoom.us/meeting/uSUscOmsqj4od4MbJOpC85VpO7cwuadowg
/ics?icsToken=98tyKu-przwqHtCQslyCZ7UqOYH-
b_G1jXUah6F3zA_GW3VIciyhNfVXM7ZwB9-B

Join Zoom Meeting
https://osu.zoom.us/j/611704452

One tap mobile v

COPY MEETING INVITATION CANCEL




9. The next time you login to Zoom, you will see your upcoming meetings. Notice the start button- you’ll use that
to start your meeting when it is time.

carmenzoom

Profile
Webinars
Recordings
Settings
Account Profile

Reports

Attend Live Training '

Video Tutorials &

Upcoming Meetings

LE A NEW MEETING

Start Time =

Tue, Mar 17 (Recurring)

Thu, Mar 19 (Recurring)

Tue, Mar 24 (Recurring)

Thu, Mar 26 (Recurring)

Previous Meetings

Join a meeting from an

HTHRHSC 4914

JOIN A MEETING

HOST A MEETING ~ a SIGN OUT

Personal Meeting Room Meeting Templates

.323/SIP room system

Meeting ID

611-704-452 START DELETE
611-704-452 DELETE
611-704-452 DELETE

611-704-452 DELETE

Download Zoom

1. The first time you start or join a Zoom meeting, you’ll need to download Zoom. Whether your start your first
meeting or join your first meeting, the download should begin automatically. When it does, select “Save File”

0 a Zo0m.us

carmenzoom

Opering Zoom_ 157 belS3SctiE exve
You have cacsen i com
& Zoom 15¢1befSISci3dtens
which = Birary Fle (3318
from bitps/laumcher 2oomuus

Vicuid you ke 10 save this fie

doad here

s (=]

oo n o

2. After save file, click icon [[] adbove

JOIN A MEETING

Then click Zoom ... .exe

If for some reason Zoom does not begin to download automatically, go to https://zoom.us/support/download



https://zoom.us/support/download

2. Save the file to your Desktop, Downloads, or
wherever you prefer.

@ tnter name of tile to save to...

« ~ 4 ¥ > ThisPC > Downloads

Organize v New folder
kod Name
v s Quick access

B Desktop ~ Last month (1

.
& Downloads # @ sudacity-win-233
% Documents # | Along time ago (5)
& Pictures # @ iCloudSetup
Sp19. - * DoxieSetup 2.11.3
4505p19  # B Boxsyncsetup
209 [ AmazonMusicinstaller
i (B Mediasite Desktop Recorder 2 Setup
Labor Day Week
Spain
& Box Sync v

Search Downloads

Date modified

File name: | Zoom_15f1bef535c443df

Save as type: Binary File

A Hide Folders

Cancel

Follow the on-screen prompts to open the downloaded file.
Note, the Firefox browser was used when these screen shots
were taken. Your browser may appear slightly different, but
the steps are the same.

2. After save file, click icon [[§ above

Then click Zoom ... .exe

Click here >

[=]

R 4 N 0ORQ &

= Zoom_15f1bef535ci3df.exe 1
L E &

pen File b
Show All Downloads

window, such as below:

ZoOmus/5/3926424025

carmenzoom

‘ 1. When prompted, select Save File.

Your meeting will begin soon...

JOIN A MEETING|

The Zoom client will install, and the application should begin within about a minute. You may see a progress

2. After save file, ciick icon [ above

Then click Zoom .. .exe

Depending on which computer you’re using, you may also see a User Account Control message

install.

. If you can, allow the




Starting a Zoom meeting W« Joining a meeting
1. When you are ready to start your meeting, login to Zoom and click Start Meeting:

carmenzoom JONAMEETNG  HOST AMEETING - sionouT
Profile Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates WM Get Training
Join a meeting from an H.323/SIP room system

Webinars
Recordings Start Time = Topic
Settings Tue, Mar 17 (Recurring) MEDDIET 3100 Click here = DELETE

11:00 AM
Account Profile

Tue, Mar 17 (Recurring) HTHRHSC 494 611-704-452 START DELETE
Ty 02:20 PM

Thu, Mar 19 (Recurring) MEDDIET 3100 172-558-653 DELETE
2. If you have previously downloaded Zoom, the following will appear.

CarmenZOOM JOIN A MEETING HOST A MEETING ~
Please click OK if you see the system dialog.
If nothing prompts from browser, download & run Zoom
the ap ation, start from your browser

3. Click Open Link in the box that pops up. Launch Application %

This link needs to be opened with an application.
Send to:

Zoom Meetings

Choose other Application

[[] Remember my choice for zoommtg links.

Open link Cancel



https://osu.zoom.us/
https://youtu.be/vFhAEoCF7jg
https://youtu.be/vFhAEoCF7jg
https://youtu.be/vFhAEoCF7jg
https://youtu.be/vFhAEoCF7jg
https://youtu.be/vFhAEoCF7jg

m¢ Configuring audio & video

4. Before entering the meeting room, you will select your audio. The best option is to Join with Computer Audio
using an external microphone and headphones. You can Test Speaker and Microphone before entering the
meeting room.

(=] —

Meeting Topic: HTHRHSC 4914
Host: Sarah Rusnak
f i f i X
Invitaticno Choose ONE of the audio conference options
Phone Call Computer Audio
Participa

Join with Computer Audio

Test Speaker and Micophone

'R

of«

] Automatically join audio by computer when joining a meeting

Join Audio Share Screen Invite Others

If computer audio isn’t working, click Phone Call to see the dial-in information

) Choose ONE of the audio conference options X

Phone Call Computer Audio

[ 2= - | Djal: +16468769923
+1312 626 6799
+1 253 215 8782
+1301 715 8592
+1 346 248 7799
+1 408 638 0968
+1 669 900 6833

Meeting ID: 392 642 4025

Participant ID: 42

Done

10


https://youtu.be/HqncX7RE0wM
https://youtu.be/HqncX7RE0wM
https://youtu.be/HqncX7RE0wM

You’re in! At this point you could just share your screen and get started- note that Share Screen is the option in the
bottom center of the window. There are a few more steps you can take however, that will best facilitate student
learning. Keep reading for instructions on recording your meeting.

I) Zoom Meeting ID: 611-704-452

®:

Meeting Topic: HTHRHSC 4914

Host: Sarah Rusnak

Invitation URL: https://osu.zoom.us/j/611704452
Copy URL

Participant ID: 18

O\

e

Join Audio Share Screen Invite Others

Computer Audio Connected

& ~ wm . at a ih ~ | CX HH

Mute Start Video Invite  Manage Participants Polls Share Screen Record Closed Caption Breakout Rooms



Navigating Zoom W« Meeting controls

There are many options within Zoom, but rest assured you can get up and running with just a few.

Note that Share Screen and Record have their own sections in this guide.

) Zoom Meeting ID: 275-193-863 - O X
8
Meeting Topic: Sarah Rusnak's Zoom Meeting
Host: Sarah Rusnak
Invitation URL: https://osu.zoom.us/j/275193863
Copy URL
Participant ID: 13

M\

0O : &

ContrOI Join Audio Get a |Ink or Share Screen Open Invite Others Create
your Computer Audio Connefted send an chat breakout
audio email to window rooms

invite others

& ~ W . at a’ @@ B H

Start Video Invite Manage Participants Share Screen Record Closed Caption Breakout Rooms

Stop the
Control See who meeting
your has joined Assign
video the meeting someone to
type during
the meeting.

12


https://youtu.be/4w_pRMBEALE
https://youtu.be/4w_pRMBEALE

Sharing your screen

m¢ Sharing your screen

To start sharing your screen, click either the large Share Screen icon in the center of the Zoom window, or click the

smaller green up arrow in the bottom center:

© zoom Meeting ID: 962-828-488

@) &

Meeting Topic:
Host:

Invitation URL:

Participant ID:

Click here

Sarah Rusnak's Zoom Meeting
Sarah Rusnak
https://osu.zoom.us/j/962828488

Copy URL

14

Join Audio

Computer Audio Connected

Wit

Start Video

N ~

$
Mute

Share Screen

@

s Share Screen Rec

o\
e

Invite Others

ord

Closed Caption Breakout Rooms

Zoom will detect all available screens and applications. If you have more than one screen, a number will appear in the

top left of that screen to indicate which is which.

u want to share

Basic Advanced

Screen 1 Screen 2

Zoom Quick Start Guide.docx - W@

Encryption Status - OSUWMC Inf...

zoom camera.png - paint.net 4.2.9 E

Whi

/7

N

iteboard

iPhone/iPad

Keep Teaching

() share computer sound @ Optimize Screen Sharing for Video Clip

Dwight D. Eisenhower - In prepari...a

Plans.pptx - PowerPoint

If you share a screen, anything that appears on that screen will be visible to participants. If you share an application
such as PowerPoint, only that application will be visible to participants.

13


https://youtu.be/9wsWpnqE6Hw
https://youtu.be/9wsWpnqE6Hw
https://youtu.be/9wsWpnqE6Hw
https://youtu.be/9wsWpnqE6Hw
https://youtu.be/9wsWpnqE6Hw

Here I've selected to share just the PowerPoint application.

.

[ T - ] /’

ign  Tr Re e Start Video Manage Participants New Share Pause Share Annotate More

et [ |tayout~ __E‘ . ] w u Stop share SIS DFind
LYo oy = Qmm l e - 3 Align et = el ﬂé"szcwhw* 8B Replace ~
P Format Pt | gy Cisection~ | B 4 U 8 el A~ A : 75”".""';":_Qshan-sﬂms- St | Commte

Clipboard. i Slides o . Drawing 5 Editing

Plans are useless, but

planning is indispensable |,

DWIGHT D. EISENHOWER

Click to add text

Notice that the Zoom controls now appear at the top of the screen where you are sharing content:

LI

a’ I g

sStart Video Manage Participants Mew Share Pause Share Annotate More

E.HﬂTﬂtD' B Stop Share } QShapnﬂll' |Pth

When you have finished presenting, click Stop Share. Note, this will not end the meeting, only the shared screen.

14



Sharing your video (webcam)
For this you'll need either a separate or integrated webcam. Most laptops have an integrated camera somewhere in the
screen. To share you video, click Start Video

e

i o~ & as’ o » @ n as

Start Video Invite  Manage Participants Polls Share Screen Chat Record Closed Caption Breakout Rooms

Now is a great time to mention that your presence is more important than your appearance! However, keep the
following tips in mind: © oot 597 7.1 : T

e Elevate your camera so that it’s closer to eye
level. This way it appears you are looking at
your audience, and the camera is not looking
up your nose!

e Face a window for better lighting, or remove
a lampshade and place the lamp out of the
frame of the camera.

e Perfect is the enemy of the good- if your
participants can hear you well, that’s more
important.

an’ ih 3 ~ | @ &
cnat

nvite  Manage Participants  Polls  Share Screen Record  Reactions More

To share your webcam and content from your screen, click the green Share Screen icon 4 in the bottom center of the
Zoom window.

Once you’ve shared your screen, what you see will be something like this, with your Zoom controls at the top and your
video feed floating to the side:

b ID: 392-642-4025 | W Stop Share
stz SHOW TASKBAR L4 DISPLAY SETTINGS ¥ Tf1 END SLIDE SHOW

Next slide

(14

Plans are useless, but
planning is indispensable

DWIGHT D. EISENHOWER

Sarah Rusnak

Slide 1 of 2 @

15



(1

Plans are useless, but
planning is indispensable

DWIGHT D. EISENHOWER

When you’re done, click Stop Video

at ' [ ~ B @ (-

Stop Video Invite Manage Participants Polls Share Screen Chat Record Reactions

Save to Box
Screen shots coming soon!

Add to Carmen

See how to add a link in CarmenCanvas for links to cloud recordings. Instructions for embedding a video in
CarmenCanvas are available at https://go.osu.edu/htg

16


https://go.osu.edu/htg

Recording your meeting W« Recording a meeting

On a desktop or laptop computer, you have two options for recording meetings. You can Record on this Computer or
Record to the Cloud. Note that if you are hosting a meeting from a mobile device, your only option is to Record to the
Cloud.

If you choose Record on this Computer, everything that takes place during the meeting up until you stop the recording
will be recorded and saved to your computer, and the file will be converted to mp4 and saved to your computer when
the meeting ends.

If you choose Record to the Cloud, everything that takes place during the meeting up until you stop the recording will be
recorded and saved remotely, and you will receive an email notification when the recording is available. The length of
time it takes for the recording to process varies.

Record locally

Within your meeting, click Record and select Record on this Computer. Note, if you’ve already started sharing your
screen, then the Zoom controls will have moved to the top of your screen. To find recording options, hover over the top
of your screen and click More then select Record on this computer.

) Zoom Meeting ID: 392-642-4025 — O X
o .
Talking:
Meeting Topic: Sarah Rusnak's Personal Meeting Room
Host: Sarah Rusnak
Invitation URL: https://osu.zoom.us/j/3926424025
Copy URL
Participant ID: 49

i,

e

Join Audio Share Screen Invite Others

Computer Audio Connected

Record on this Computer Alt+R this one
Record to the Cloud Alt+C

$ o~ owmoA & & » @ B =

Start Video Invite Manage Participants Polls Share Screen Record Closed Caption Breakout Rooms

1. The word Recording will appear in the top left corner of Zoom

17


https://youtu.be/AYzPS28rg7E
https://youtu.be/AYzPS28rg7E

) zoom - O K

Talking:

2. If you hover over the Zoom window, buttons to pause or stop the recording will appear.

5 - O X

@ zoom Meet ng ID: 392-6 )25
E [+ Recording... LU |
Meeting Topic: Sarah Rusnak's Personal Meeting Room
Host: Sarah Rusnak
Invitation URL: https://osu.zoom.us/j/3926424025
Copy URL
Participant ID: 49

o\

Join Audio Share Screen Invite Others

Computer Audio Connected

/(] -t -’ ] . (1] =]

Start Video Invite Manage Participants Polls Share Screen Chat Pause/Stop Recording

3. When you end your meeting, a box will appear to show you that the recording is being finalized.

© Zoom - Converting the meeting recording X

Convert Meeting Recording

You have a recording that needs to be converted before viewing.

49%

Stop Converting

18



4. When the recording is fully converted, an explorer window will open with all of the files related to your meeting
that have been created. It’s important to note where these files are saved, as you will need to navigate to this
location when you want to upload the recording. The file path, highlighted below, tells you where the files are:

| ¥ = | 2020-03-18 13.52.33 sarah rusnak's zoom meeting 627670645 — O X
Home Share View 0

Cut x T New item ~ D Open - selectall
* O id

Copy path fj Easy access ™ Edit Select none
Pin to Quick Copy Paste Move Copy Delete Rename New Properties
access |#| Paste shortcut to to - folder - 4 History 1 Invert selection
Clipboard Organize MNew Cpen lag
T » ThisPC » Documents » zoom » 2020-03-18 13.52.33 sarah rusnak’s zoom meeting 627670643 this is the file path Search 2020-03-18 13.52.33 sa... @
o MS5DI201S L MName modified Type Size
¢ NRD 6| audio_only.mds M4A File 1,
o Presentations and classes by year chatiet Text Document
e Sp20 a double_click_to_convert_01.zoom Zoom Recording File 395,
o Spi8 a double_click_to_convert_02.zoom Zoom Recording File
. sp19 8| playback.m3u M3U File
o SRDossier xcode_error.log Text D.ccument
s . . . ; 0

J suig B) zoom_0.mp4 the mp4 file is the video P4 File 104
e Sul9
o Creative Cloud Files

Onelrive
W This PC

» 30 Objects

m Desktop

| Documents ol ez >

7 items =

Uploading a local recording

Mediasite
1. Goto https://mediasite.osu.edu/ and login.
2. Click Add Media found to the top right of the page:

mediasite

#& Home A Moderation X

19



https://mediasite.osu.edu/

Select | want to upload a file from my computer

Add Media Create Blank Presentation
What would you like to add?

First Time? You'll need to download the Mediasite Desktop Recorder. It'll only take a minute!

Already downloaded the Medlasite Desktop Recorder, but not registered? Click Here.

Click here
| want to record my desktop now | want to upload an existing desktop | want to upload a file from my
recording computer
Record Desktop Upload Presemtation
with the Mediasite Desktop Recorder from the Mediasite Deskiop Recorder

Browse for your local recording. If you’re stuck, trying going to Documents = Zoom = and see if anything there
looks familiar by date or title. Within the appropriate folder, you'll find an mp4 file. That’s the video. Select it,
and click Open.

@ File Upload X
&« v 4 « Documents > Zoom > 2020-03-18 13.52.33 Sarah Rusnak's Zoom Meeting 627670645 v O
Organize v New folder
ESHA 2 Name Date modified Type
HRS Honors @ audio_only.mda 3 02:30 PM MA4A File
HRS Quick Start chat.bd 3 2:21 PM Text Document
HTHRHSC 4450_ ©) double_click_to_convert_01.zoom 3 21 PM Zoom Recording File
MSDI © double_click_to_convert_02.zoom n Zoom Recording File
MSDI2019 © playback.m3u M3U File
g 3 Text n
NIRD xcode_error.log ext Document
8 zoom_0.mp4 3/18/2020 2:30 PM MP4 File
Presentations an
Sp 20
Sp18
Sp19
SR Dossier
Sul8
Sul19
© Creative Cloud Fil
v >
File name: | zoom_0.mp4 v\ Al Files (%) v
Open Cancel

0]
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5. Enter a Name for your presentation and ‘
click Create Presentation. ‘

Destination: ®) My Drafts

Create Presentation

6. The file upload will begin, and progress is displayed:

~mediasite

*,* My Presentations - Uploading Media

® Watch in New Window
(#Z MyDrafts

(Z Edit Details

B View Analytics

Channels

n 3100
E3 8 ) 2 Mo To
[ = [P

El 5o WHO CAN VIEW? (2]
alan Everyone
Shared Folders My Organization

no favorite shared foiders
Oniy Shared Users

Information Delfivery Actions Annotate Only Me

7. Once uploaded, the recording will process for a bit, and the screen will display Currently Working.

Currently Working
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Youtube
Coming soon!
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Record to cloud

Recording to cloud is very easy, and sharing the resulting recording is also easy. However, do note that cloud recordings
are only kept for 180 days, so if you will need the recording for longer than that, you will need to manage your recording
and download it.

If you are not sharing your screen, then the Record option will appear along the bottom of the Zoom window:

) Zoom Meeting ID: 392-642-4025 — O X
®:
Talking:
Meeting Topic: Sarah Rusnak's Personal Meeting Room
Host: Sarah Rusnak
Invitation URL: https://osu.zoom.us/j/3926424025
Copy URL
Participant ID: 49

[}

Join Audio Share Screen Invite Others

Computer Audio Connected

Record on this Computer Alt+R
Record to the Cloud Alt+C this one

& ~ W . & a’ [ @ as

Mute Start Video Invite Manage Participants 4 [H Share Screen Record Closed Caption Breakout Rooms

If you’ve already started sharing your screen, then the Zoom controls will have moved to the top of your screen. To find
recording options, click More and select Record to the Cloud

@::: Quick Start Guide v6.pdf - Adobe Acrobat Pro DC l l ,Q

File Edit View Window Hel
p Stop Video Manage Participants New Share Pause Share Annotate

Home  Tools Zoom Quick Start ... ® Stop Share —_—
al

* (T\.) B Q @ Breakout Rooms

Invite

Record on this Computer

Record to the Cloud

b

Closed Caption

C on t en tS Disable participants annotation
OVBIVIBW .ottt ettt e ettt et e et e e e e eetee e e e atae e e e e et se s e e e e snseeeeeesnnseeea s amsaeeaeeensnnsenasninnsann R Show Names of Annotators

Hide Video Panel
Hide Floating Meeting Controls  Ctrl+Alt+Shift+H

QUUICK TINTKS 1.ttt ettt ettt et e e e et e e ra e e e st e e s rat e e s s e ees e e nns e e e nn s e e enn s eesneaesnneaeseneensnneean

WAt 1S ZOOMP 1.ttt e et e e ettt e e s e ba et e e st ebe e e s nabbe e e e e easnbeeeeesbnbaeeanannsaes

Share computer sound

Zoom on a desktop or [aptop COMPUEET ..o .t Optimize Share for Full-screen Video Clip

End Meeting

SChedUliNg @ ZOOM MEETINE....ciiii et e e e es e e enr e e enr e e e nneeeane
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When you’re done, stop the recording. Zoom will
contact you via email when the recording is finished

processing.

‘ © Zoom X

A

Do you want to stop cloud recording?

If Yes, you will receive an email notification when the
cloud recording is ready.

Managing cloud recordings
Login to Zoom at https://osu.zoom.us and navigate to the Recordings section.

carmenzoom

Account Profile

Reports

JOIN A MEETING HOST A MEETING ~ SIGN OUT
.

Cloud Recordings Local Recordings o ‘

From = To 0371872020 = Al Szas

HRS Facuity Town Hall Meeting

532-095-577

Mar 17, 2020 0238 PM - Processing Re

Here you can see that my most recent meeting status is Processing Recording. Note- Zoom recordings have processed
in as little as a few minutes and as long as two days for me- so don’t rely on cloud recordings to be available right away.

Once the cloud recording has finished processing, you should see and option to Share.

carmenzoom

ofile
Meetings
Webinars
Recordings
Settings
Account Profile

Reports

JOIN A MEETING

HOST A MEETING ~ SIGN OUT
b3

Cloud Recordings Local Recor

=1

in

['+]
[ 0

From = To 03192020 =  Arsmas
O Top D Start Time File Size Autc Desete n
0 HRSF Town Hall Meeting 532-095-577 Mar 17,2020 02:38 PM 4 Files (203 MB
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The default sharing settings are fine. You can click the

red box to Copy to Clipboard, or you can highlight the

link and use Ctrl + C (Cmd + C on a Mac) to copy just

the link that viewers will need: Share this recording
© Publicly

Only authenticated users can view

Share this cloud recording

Viewers can download
On-demand(Registration Required) @
Password protect

Recording Link Information

Topic: HRS Faculty Town Hall Meeting
Start Time : Mar 17, 2020 02:38 PM

Meeting Recording:

Copy this information

ttps://osu.zoom.us/rec/share/2eFrcYPi219JY7P82RvIV5AaFdW:
> aaa8gCFL-vslzUOwWQOWGe3ENyUPakgWmZ4d

Select, copy and paste the recording links Copy To Clipboard

Once you have the link, you can paste it into an email to students, paste into a page on CarmenCanvas, paste it into an

announcement on CarmenCanvas, however you have decided to share content. You can also add the link to a module in

your course. Also note- cloud recordings are kept for 180 days. If you will need your recording after that, then select

More and then Download.

Add a link in a CarmenCanvas Module

You’ve got your link to the cloud recording, now you’re going to add it to the module for your students. Navigate to the

module you want, and click the plus arrow in the top right corner:

I v Week 10

i START HERE
OVERVIEW: Module 10

I GETTING INFORMATION & IDEAS
READING: Week 10
READING: Collective Efficacy in Columbus

: DIALOGUE & REFLECTION

= DISCUSSION: Week 10 FTGOTC1

Mar 29 s

=
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In the menu that appears, click the dropdown box
and select External URL

ADD ITEM TO WEEK 10 X

Add | Assignment q to Week 10

th this module, or add an assignment by selecting "New Assignment"

[B> ¢ Assignment
N Quiz
As, File
Dis Page
Discussion

r
Text Header aphy

External URL

H v

Paste in the URL that you copied for your
recording, and enter an easy to understand Page
Name. When you're finished, click Add Item.

External Tool
Indentation: Don't Indent
ADD ITEM TO WEEK 10 "

Add  External URL to Week 10
OOEMm & URL and page name to add a link to any website URL to this module
URL JOWQOWGe3ENyUPakgWmZ4dy

Page Name: Teaching Town Hall

[ Load in a new tab

Indentation: Don't Indent v

Cancel Add item

Your link will now appear in the module. Note! Be sure that the item is also Published, otherwise students will not be

able to see it:

o Teaching Town Hall

Not published, students will not see this.

-

Teaching Town Hall

Published and ready to view. &

-—
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1Z01PM Tue Mar 10 Bl

Zoom for mobile devices

@ .
i0S o ettt e
1. To download Zoom on an iPhone or iPad, click
here or search for it in the app store. Install A
the app. Once installed, launch the app to see / . +\\
this screen, and tap Sign in D & ) /D

\+~§ /+

Join a Meeting

Tap here signin

V

2. Choose Sign in with SSO

Email Address

Password

Forgot password?

OR, SIGH IN WITH

Tap here
& Google

f Facebook

3. Enter the company domain osu Sign In with SSO

Enter your company domain

osu .Zzoom.us

I don't know the company domain
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https://apps.apple.com/us/app/zoom-cloud-meetings/id546505307

4. The app will redirect you to the university’s single sign on page. Login with your name.#. Once you're signed in,

it will attempt to launch Zoom. When prompted, tap to Open the page in Zoom.

4 Zoom 12:02PM Tue Mar 10

£ m AA & osu.zoom.us (&) m

Login Required | The Chio State University [ Login with S50 - Zoom

Open this page in "Zoom"?

Ganeg! Tap here

The interface is simplified, but the same options appear here as in the desktop version.

—

T 7%

4 Safari 12:02 PM  Tue Mar 10

Home

(] New Meeting Join

Chats.
Meetings

v v

19

Contacts
Schedule Share Screen

Settings

= 7% )
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Android

Screen shots for Android coming soon!
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Additional features

Manage participants

There are many options for the host to use for participants. To
see the options, select any participant from the Participants list
and right-click their name.

Chat: send a message to that participant
Stop video: stop the video that the participant is sharing

Make host: transfer hosting privileges to another participant.
You may wish to do this if you want to leave the meeting, but
allow your participants to continue meeting.

Make Co-Host: assign a participant to be a co-host so that they
can help you manage a meeting. A co-host can do most
everything a host can do, except create breakout rooms. Once
created however, the co-host can move among rooms.

Allow Record: Allow the participant to record the meeting to
their computer

Assign to type Closed Caption: assigns a participant to act as
scribe- to attempt to type captions in real-time.

Rename: just that- rename the participant
Put on hold: places the participant on hold.

Remove: this will kick the participant out of the meeting and
block them from re-entering. The participant will be gone, and
unable to return.

& Manage participants
= o X

Participants (2)

6 Sarah Rusnak (Host, me) g

Stop Video

Make Host

Make Co-Host

Allow Record

Assign to type Closed Caption

Rename
Put on hold
Remove
o 0 © © © ¢
no go slower jo faster more ear a
Mute All Unmute All More v
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https://youtu.be/ozJS9bvdVp8
https://youtu.be/ozJS9bvdVp8
https://youtu.be/ozJS9bvdVp8
https://youtu.be/ozJS9bvdVp8

Breakout rooms ®m( Breakoutrooms

Breakout rooms are a terrific option for putting participants into smaller meetings, and then bringing them back to the
larger meeting when you’re ready. As host you can create breakout rooms by selecting Breakout Rooms from the Zoom
controls.

You determine how many groups you want to create, and then Q) Create Breakout Rooms X ‘
either have Zoom assign participants to each room at random, |

or assign them manually. Assign 1 participantsinto | 1 -| Rooms:

While zoom.us does have a feature that allows you to create O Autorsicaly S
breakout rooms before a meeting starts, it does not appear to i
be an option for us at Ohio State. As such, you'll want to 1 participants per room

consider carefully whether you'll be able to split a large class

into meaningful groups manually, while everyone waits. ‘

Here’s what participants will see when you create breakout -
rooms:

U The host is inviting you to join Breakout Room

Breakout Room 1

Participants in each of the rooms can request that the host join their room, and as host or co-host, you can select
Breakout Rooms from the Zoom controls to move among the different rooms:

B Speaker View

&) Breakout Rooms - In Progress

v Breakout Room 1
Amanda
Erika Kemp
Erin Thomas
Georgianna Sergakis
Holly
Julie
Liz Curtis
marcia nelms
Sarah Rusnak
v Breakout Room 2

Allison Stokes

ashleykennedy
boll17

Kristen Roberts
Kristin

Mark Merrick
Ruth Hackworth

= o D

Stop Video Manage Participants Share Screen Chat Record  Breakout Rooms Reactions
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https://youtu.be/jbPpdyn16sY
https://youtu.be/jbPpdyn16sY
https://youtu.be/jbPpdyn16sY

Add a profile p

icture

You can upload an image to display when you are not sharing your webcam. You can find the Profile settings at
https://osu.zoom.us on the left side. Under the headshot icon, click Change.

carmenzoom

Meetings

Webinars

Recordings

Settings

Account Profile

Reports

Change

Personal Meeting ID

Personal Link

Sarah Rusnak
Sarah Rusnak

Account No. 1024343

392-642-4025

https://osu.zoom.us/j/3926424025

Use this ID for instant meetings

Not set yet.

Click Upload and browse for the picture you’d like to use. You will have the option to crop the image after you upload.

Change Picture

Please select a jpg/jpeg, gif or png image file with size smaller than 2M to upload
and crop an image to be your profile picture.

UPLOAD

When you’re done editing the image, click Save.

Change Picture

Please select a jpg/jpeg, gif or png image file with size smaller than 2M to upload
and crop an image to be your profile picture.

UPLOAD CANCEL
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Touch up my appearance
This is not particularly necessary, but it is good fun. Though a little fun may be the most necessary part of this guide.
Find this setting by clicking the A next to Stop Video within Zoom and select Video Settings.

Select a Camera

v Int ed Webcam

Video Settings...

Choose Virtua

¢ vt @ & 13

Mute Start Video Invite Manage Participants Share Screen Closed Caption Breakout Rooms ‘

There are many settings you can adjust

& Settings X

General : O Rotate 90°

Audio
Share Screen

Chat

00

Virtual Background

Recording

Advanced Features

Statistics Camera: Integrated Webcam v

o o 16:9 (Widescreen) Original Ratio

Keyboard Shortcuts
Enable HD

Accessibility
As above, you can still appear slightly
surprised, even with this setting turned on.

Enable mirror effect

Touch up my appearance

Always display participant names on their video
__J Tum off my video when joining meeting

Always show video preview dialog when joining a video meeting

Advanced
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Virtual background
Also unnecessary but fun — present from anywhere! Click the A next to Stop Video and select Choose Virtual
Background. Note that this works best if you are sitting in front of a plain background.

Select a Camera

v Integrated Webcam

Video Settings...
Choose Virtual Background

o o’ ~ . (]

Stop Video Invite ~ Manage Participants Share Screen Reactions

You can choose from the existing options, or upload your own photo.

O Settings
Genera O Rotate ‘0'
Video
Audio
Share Screen
Chat

B virtual Background

Recording

Advanced Features
Statistics
< € + Add Image

O Keyboard Shortcuts

0 sonss aim o IEE
o 2

I have a green screen @

Here’s my family at the beach-
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Troubleshooting

I'm the host of this meeting, why don’t | have host controls?
Make sure you start the meeting by logging in to CarmenZoom at https://osu.zoom.us

| can hear myself talking. How do | make it stop?

Make sure you’re using headphones so that the feedback isn’t coming from your computer speakers. If that isn’t it, look
to see if any of your participants are unmuted. You may be hearing yourself back from one of their computers. Hover
over any participant’s video (or their name in the participant list) to mute them. Gallery view is particularly helpful for
seeing which person is speaking, and Zoom will highlight any boxes that have active audio.

| can’t tell who is talking, but it needs to stop.
Select Manage Participants and then click Mute All.
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