S

Navani&ls

Knowledge Bijz5

Zoom™ cheat sheet



About the cheat sheet

This is the cheat sheet to accompany our webinar on How To Use Zoom As A Host, which you can
find on our website at: https://www.knowledgebites.co.uk/webinar-how-to-use-zoom-as-a-host

How to schedule a meeting

Start the meeting with the Schedule button

There are two main options for hosting a Zoom meeting:
1. Click “New meeting”
2. Schedule a meeting

Option 1 is fine for a quick 1-2-1 meeting with a friend of
colleague, but for more control over settings, option 2 is much

more useful.
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When you click on Schedule, a pop-up will display where the meeting settings can be chosen and
saved ready for when the meeting starts and will be saved within your Zoom account.

(=] Schedule a new meeting

Schedule a Meeting

Topic
[Hﬂ Shomey's Zoom Meeting

Start: Fri April 3, 2020 E~

Duration: 1 hour 0 minute

Time Zone: {GMT+01:00) London .

Recurring mesting

Meeting ID

Generate Automatically O Personal Meeting 1D 984-99%-2389

Password

Require meeting password

Video

Heost: O On OfFf Participants: o On OFf

Audio

Telephone Computer Audio o Telephone and Computer Audio

Dial in from United Kingdom and other 8 countries/regions Edit

Calendar

o Other Calendars

Outlook Google Calendar

Cancel

11:00 |
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Choose your scheduled

meeting settings

When you press the Schedule
button, a new window will pop
up, where you can set everything
you need. Change the title, set
date and time, choose a meeting
i.d. and initial settings for video
and audio, as well as syncing with
your calendar.

Scroll  down for advanced
options such as recording, and
allowing participants to join
before you do, if you want to.


https://www.knowledgebites.co.uk/webinar-how-to-use-zoom-as-a-host

Sharing a whiteboard

To share a whiteboard, press the green Share button on your toolbar:
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...then select Whiteboard (or any other window), and that will be shared with the other
participants. They will be able to annotate by using their annotation tools in their own copy of
Zoom.

After you’ve finished annotating the whiteboard, remember to press the Save button on the right-
hand side of the Annotations toolbar. Then, click Show in folder to display the folder containing
your saved whiteboard.
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Whiteboard saved, Show in Folder

Creating breakout rooms

Click the button on your toolbar to bring up the Breakout rooms window:

Ao A’ ull oo co -
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...which is where you can choose your configuration.

o Create Breakout Rooms ﬂ
Assign 0 parbopants imto | 1 . Rooms:
& Automatically panually

0 participants per room
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In this window, you can choose how many rooms you want to create, and whether that’s done
automatically at random, or manually.

Use the Options button to set the details of those breakout rooms:

Mowe all partidpants into breakout rooms automatically
" Allow participants to return to the main session at any time
Breakout rooms close automatically after: | 30 minutes
Motify me when the time is up
" Countdown after dosing breakout room

—

Set countdown timer: B0 seconds

Before opening the rooms, you can see which participant is in which room, and move them around
manually if you need to.

= Breakout Room 1

Claire Palethorpe
Robert Clark

* Breakout Room 2

Clareleynes

Options ~ Add a Room Open All Rooms
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Once the rooms are open, you can see who’s joined and who hasn’t, and you as the host can click
Join to go into rooms and give small-group support:

- Breakout Rooms - In Progress E3

= Breakout Room 1 Join
Claire Palethorpe (not jeined
Robert Clark (not joined)

= Breakout Room 2 Jain

Clareleynes (not joine

Broadcast a message to all ~

Setting up polls

The Polls button will only show on your toolbar if it has been enabled in the settings in your Zoom
account. Log into Zoom in your browser, go to Settings, and scroll down until you find Polls. Enable
this setting. Quit and re-start Zoom, and the Polls button will show.
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Click on the button and it will take you to an online page where you can set up your poll questions
and responses. Quit and re-open Zoom again to see these when you click Polls.
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Further support from Knowledge Bites

As well as offering a wide range of training courses, we offer the following support services at
Knowledge Bites:

e Conversion of materials to editable pdf format

e Expert facilitation of your virtual sessions to your clients

e Virtual course design

e One-to-one coaching

For full details, visit this page: https://www.knowledgebites.co.uk/virtual-training-services

We also have our popular course, How To Deliver Effective Virtual Training, with dates available on
the website just here: https://www.knowledgebites.co.uk/course-outline-how-to-deliver-
effective-virtual-training

For more information, please email info@knowledgebites.co.uk or use the contact page on our
website.
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https://www.knowledgebites.co.uk/virtual-training-services
https://www.knowledgebites.co.uk/course-outline-how-to-deliver-effective-virtual-training
https://www.knowledgebites.co.uk/course-outline-how-to-deliver-effective-virtual-training
mailto:info@knowledgebites.co.uk
https://www.knowledgebites.co.uk/contact.php
https://www.knowledgebites.co.uk/contact.php

To learn how Knowledge Bites can solve your business problems, contact us at:

Online:
Web:
Email:

Phone:
UK:
USA:
Mobile:

Knowledge Bites

Training with lasting impact

www.knowledgebites.co.uk
info@knowledgebites.co.uk

+44 (0)20 7164 6959
+1(617) 431301

+44 (0)7576 476 66
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