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e Mute, so others do not hear your background noise

e Minimize distractions — video meetings have enough
background noise, so please don’t add to it. Make
sure you're in a quiet place; turn off radios, TV’s, cell
phones; relocate pets. When un-muted and
speaking, minimize the use of your keyboard.




These instructions all apply if using a PC,
Laptop or MAC with keyboard and mouse.

If you are on a tablet, all functions are there;

however you have to use the touch-screen to
get to them.

* Touch near the top or bottom of the screen to show task bars
and menus
* Slide to the left or right to display other screens

e Thisis where POLLS will be displayed and where what the
host is sharing via screenshare



Mute and Un-Mute
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v a4 Enter Full Screen

Click the
microphone
to mute and
unmute

FFE- Zoom

1 .~ @
&= w

Participants Chat

Click the “A” to the right of the microphone to change setting



Mute and Un-Mute

) Zoom Meeting — Od X

T 3 Enter Full Screen

Select a Microphone

. v Desktop Microphone (2- Microsoft® LifeCam Cinema(TM))
Click the
Same as System
microphone
Select a Speaker
to mute and Digital Audio (S/PDIF) (High Definition Audio Device)
unm ute Speakers (High Definition Audio Device)

Digital Audio (S/PDIF) (High Definition Audio Device)

Same as System

Test Speaker & Microphone...
Switch to Phone Audio...
Leave Computer Audio

Audio Settings...
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Mute Start Video Security Participants Share Screen Record Breakout Rooms Reactions

Click the “A” to the right of the microphone to change setting



“Video”
meaning
your camera

Click the camera
to turn your
video on and off

Start and Stop your VIDEO




Start and Stop your VIDEO

) Zoom Meeting — O X

ra e
v 4 Enter Full Screen

Click the camera
to turn your
video on and off

Select a Camera (Alt+N to switch)
v Microsoft® LifeCam Cinema(TM)
OEM Device

Choose Virtual Background...

Choose Video Filter...

Video Settings...
FFGC Zoom
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Mute Start Video Security Participants Share een Record Breakout Rooms Reactions

Click on the “A” to change video settings




Speaker view vs Gallery View

This can be toggled back and forth depending on what you want to see
Full screen view

Click between Gallery (lots of faces) and Speaker view (your face small and Exit Full Screen
whomever is currently speaking.
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= Lpeaker View = Gallery View
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Chat — privately or to everyone

You can drag the chat window off the side

of your screen, so it doesn’t cover up faces Select “who” to chat
with, then type

message and press
“enter” to send

Click on “Chat”,
the chat window

pops up

FFGC Zoom
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How to change your Screen display name

Click on
Participants
Then go to
your name
in the box
that comes
up, mouse
over
“more” and
select
Rename

=) Zoom Meeting - ] X

v Participants (1)

:.;‘-.: FFGC Zoom (Host, me) m m Rename

Edit Profile Picture

il N

Invite Mute All




How to change your Screen display name

Type in your name
and click on “OK”

+| Enter a new screen name:

FFGC Zoom
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Raise your hand, say “yes”, “ho”, “go slower”,
“go faster” — you are communicating with the

Click to perform

host, all can see if they open participant list the action you
- e Want
Click on By ety (e i
Participants, & //
The box to
the right
opens up

Carol Wood

Hand




Raise your hand, say “yes”, “ho”, “go slower”,
“go faster” — you are communicating with the
host, all can see if they open participant list

@ Zo - O >
v Participants (3)
C||Ck on Kelley (Me) wii
Participants, @ rreczmmtie) A
The box to o ”
the right

opens up
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Hand
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Raise yes
Hand

Raise YEs no  go slower go faster  maore

Click more to
see “thumbs
up/down”,
“clap”, “need a
break” and

“away;



*Remember if you
are using an iPad or
tablet, you may
have to swipe left or
right to see this.

Taking a “POLL” (aka Voting or Testing)

The host will launch this

FFGC Zoom

Sample Yes/No Poll

1. Do you agree with Option #1

Q VYes

Click on the
answer of your
choice,

Then press
“Submit”



Taking a “POLL” (aka Voting or Testing)

The host will launch this

B Speaker View

& Polls

Sample multiple choice

1. Select the "BEST" option

Q© Option #1
Option #2
Option #3

None of the above

FFGC Zoom




Reactions

Click on “Reactions”, to
see “clap”, “thumbs
upll’ Ilheart”’ lljoy”’
“open mouth” and

Iltadall

Clicking on one will
display next to your
. ! a@ y
picture for a few @® B (&
Record Breakout Rooms Reactions

seconds.
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If you want to leave a meeting that is still in
progress.

) Zoom Meeting Participant ID: —
© Zoom Meeting Participant ID: 164882 Bl

Click here to
leave the
meeting
Unless you are
the host this
won’t impact
anybody else

FFGC Zoom




Advanced — overall settings

You can do this before you join a meeting or during a meeting by
going to the window on your device that looks like this

Then click on “Audio
Settings”

- o .
CI I C k O n t h e o Select a Microphone
v Desktop Microphone (2- Microsoft® LifeCam Cinema(TM))

n eXt to g Same as System
t h e ' — ‘ Select a Speaker

Digital Audio (S/PDIF) (High Definition Audio Device)

m i C ro p h O n e v Speakers (High Definition Audio Device)

Digital Audio (S/PDIF) (High Definition Audio Dev

“up”n

Same as System

Test Speaker & Microphone...
Switch to Phone Audio...

Leave Computer A

Audio Self ...
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Click on

“General

General
Video

Share Screen
0O chat
Background & Filters
Recording
Profile
Statistics
() reedback
G Keyboard Shortcuts

Accessibility

Advanced — overall settings

You can do this before you join a meeting or during a meeting by
going to the window on your device that looks like this

Speaker | Test Speaker | Speakers (High Definition Audio ...

Output Level:

volume: 4 — @———————————
Microphone [ Testmic | Desktop Microphone (2- Micros...
Input Level:
Volume; 4 ——————————————— @ —

Automatically adjust micropho
volume

() Use separate audio device to play ringtone simultaneously

Suppress background noise | Auto v @
Select the default noise suppression level (low] ta optimize for music

(") Automatically join audio by computer when joining a meeting

() Mute my microphane when joining a meeting

Press and hold SPACE key to tempararily unmute yourself

=]
Video
Audio

Share Screen
O Chat
Background & Filters
Recording
Praofile
Statistics

0 Feedback

G Keyboard Shorteuts

Accessibility

(") start Zoom when | start Windows

When closed, minimize window to the notification area instead of the ta

|_J Use dual monitors

() Enter full screen automatically when starting or joining a meeting

[ Automatically copy invite link once the meeting starts

Always show meeting contrals (D

Ask me to confirm when | leave a meeting

(") show my connected time

Remind me

(") stop my video and audio when my display is o
(") Integrate Zoom with Outlook (@

Reaction 5kin Tone

5 ~ | minutes before my upcoming

ke & &

reen saver begins

Change Skin Tone by clicking
on the desired shade




