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Section 1A: Accessing Zoom - Online

x 4+

1. Go to uky.zoom.us. o C mkymm'usm N

Apps Wk Software Downloads

2. Click Sign In.

Sign in with your linkblue account

3. Enter your LinkBlue
credentials, and click Sign In.

‘hjeZiiB@uky.edu
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Section 1B: Accessing Zoom - The App

Q Download Center - Zoom b4

&« & # zoom.us/download

1. Go to zoom.us/download.

i Apps Wk Software Downloads HE UK AU

2. Download the Zoom Zoom Client for Meetings

CI ient for Meeti ngs . The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Please contact your IT

process.

2 Zoom Cloud Meetings

200Mm

3. Click Sign In.

\ Join a Meeting

Sign In

Version: 4.6.6 (17964.0224)
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Section 1B: Accessing Zoom - The App

4. Click Sign in with SSO on
the right side of the window.

5. Type uky in the
Company Domain field.
Then click Continue.

6. You may be prompted to enter
your LinkBlue credentials. Then
select Sign In. A new window will
open and select Open Zoom.

Open Zoom?

Sign In with 550

Sign In with Google

Sign In with Facebook

Sign In with SSO

Company Domain
1 (uky .zoom.us)

| do not know the company do, 2

Sign in with your linkblue account

cje238@uky.edu

Please login with your linkblue account and password.
Can't access your Account?

https://uky.zoom.us wants to open this application.
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Section 2A: Settings - Video

) Search

1. Click on the Gear Icon in
the upper right of the App.

Settings
o g

General

2. Click on the Video
button on the left side of
the new window.

3. Click the drop down
menu next to Camera to
switch to an external
camera.

era: Logitech Webcam C260 v
O 18:9 (Widescreen) Original Ratio
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Section 2A: Settings - Video

4. Under My Video, make sure My Video:
Enable mirror effect and
Touch up my appearance are

(] Enable HD
Enable mirror effect

Touch up my appearance

checked.
5_ Under Meetings you can Meetings: Always display participant names on their video
determlne hOW you Want [ | Turn off my ‘.flc?ieo when.Jomln-g meeting - | |
Always show video preview dialog when joining a video meeting

yourls and the partICIpant'S (") Hide non-video participants
video to be displayed during o eelommudsententset

] || Display up to 49 participants per screen in Gallery View
the meetl ng . Did not see any video, trouble shooting

Section 2B: Settings - Audio

C Search

1. Click on the Gear Icon in
the upper right of the App.
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Section 2B: Settings - Audio

) Settings

General

2. Click the Audio button on the

left side of the new window. H
Share Screen

3. Next to Speaker, you

can teSt the Speakers Speaker 1 | Test Speaker | | Speakers (2- Logitech Wireless H.. ~ 2
(1) to make sure they S

work, change to external

speakers (2), and 3> voume ¢ “

change the volume (3).

4. Next to Microphone,
you can test the mic

(1), change to another
mic (2), change the = .~
mic's volume (3), or set 4
Zoom to automatically
adjust the volume (4).

Micropho q |  TestMic | Microphone (2- Logitech Wireles.., v 2

Input Level:

Automatically adjust volume
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Section 2B: Settings - Audio

5. Click options to
automatically have your mic
on when joining a meeting d
(1), muting your mic when : e

entering a meeting (2), and |E| Do not prompt the join audio dialog when | am using 3rd party audio
being able to hit the Space 3 Press and hold SPACE key to temporarily unmute yourself

bar to unmute your
microphone temporarily (3).

| sutomatically join audio by computer when joining a meeting

| Mute my microphone when joining a meeting 2

Section 2C: Settings - Recording

) Search

1. Click on the Gear Icon in
the upper right of the App.

O Chat
2. Click on the Recording Virtual Background
button on the left side of ® Recording

the new window.

Profile

Statistics
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Section 2C: Settings - Recording

3. Under Local Recording,

click the Change button to
g Local Recording  Location: C:\Users\cjeBS\OneDriw

choose where you want to S8 GB remaining
place the recorded meetings |
after they download.

Choose a location for recorded files when the meeting ends
Record a separate audio file for each participant who speaks
4. You can also adjust () Optimize for 3rd party video editor ()
various other aspects of () Add a timestamp to the recording (@
your recorded meetings_ Record video during screen sharing

(] Place video next to the shared screen in the recording

[ ] Keep temporary recording files (%)

Section 2D: Settings - Chat

. Search

1. Click on the Gear Icon in
the upper right of the App.
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Section 2D: Settings - Chat

2. Click on the Chat button
on the left side of the new
window.

3. Under Unread Messages,
you can choose where
unread messages appear in
the chat area.

4. Under Push Notifications,
click on how to be alerted to
messages in the chat area.

Share Screen

Virtual Background

Recording

Unread Messages
[ Keep all unread messages on top

[_) show unread message badge (@) for channels

(] Move messages with new replies to the bottom of the chat

When viewing unread messages in a channel:

© start at the first unread
() start at the latest

Push Notifications
O Al messages
() Only private messages and mentions

() Mothing

With exception for | Channels... |
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Section 2E: Settings - Virtual Backgrounds

1. Click on the Gear Icon in
the upper right of the App.

2. Click on the Virtual Virtual Background
Background button on the
left side of the new window.

Recording

Profile

Choose Virtual Background

3. Click on the background
that you want to use (1), or
the plus sign to add your
own image or video (2).

10
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Section 3A: New Meeting - Getting Started

1. Open the App, make sure
Home is selected at the
bottom of the window, and
click New Meeting.

2. In the new window Computer
Audio (1) will automatically be
selected. Here you can test your
microphone and speakers (2).
Click Join with Computer Audio
(3) to enter the meeting.

3. Click Phone Call to get
the dial in information and
Meeting ID. Click Done to
enter the meeting.

-0 O

MNew Meeting ~ Join

Shi ~

Schedule ~ Share screen

) Choose OME of the audio conference options

Phone Call 1 Computer Audio

Join with Computer Audio 3

2 Test Speaker and Microphone

[} automatically join audio by computer when joining a meeting

(E= + ) Dial: +1646 8769923
+1 669 900 6833

Meeting ID: 732 250 210

Participant ID: 16

2

11
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Section 3B: New Meeting - Inviting

1. Click Invite in the toolbar at
the bottom of the screen. You

may have to place your mouse . o
-t -n N
at the bOttom Of the Screen tO Invite Manage Participants  Share Screen Cl

I e, | S =l i il

activate the toolbar.

2 Invite people to join meeting 336-308-477

ontacts

2. Click Email in the new
window. Then click Default
Email to open a message O , @ e
window on your computer

with the meeting information.

Choose your email service to send invitation

| CopyURL || Copy Invitation |

3. In the lower left of that
window you can also copy the
web link to the meeting or copy
the entire invitation. The
information can then be | Copy URL || Copy Invitation |
pasted into an email message.

12
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Section 3C: New Meeting - Controls

1. In the upper right you can
switch your meeting to a gallery
view (1), where you can see all the
participants on the screen. You
can also switch to full screen (2).

2. Click the Microphone in
the lower left to mute your

microphone. ~ W
Stop Video

Chad Jenpings

2 ]
Select a Microphone
one (2- Logitech Wireless Headset)
icre (Realtek Audio)

3. Click the arrow next to the % e

- » DELL U2419H (.
microphone to change your .

- ' v Speakers (2- Logitech Wireless Headset)
mic or speakers. You can also '_

Test Speaker & Microphone...

test your equipment.

. Audio
Chad Jenn _

$
Mute Stop Video

- © Search the web and your PC

13
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Section 3C: New Meeting - Controls

1. Click the Camera in the lower
left to turn off your camera.You Chad Jennings
may need to move your mouse
to the bottom of the screen to
activate the toolbar.

2. Click the arrow next to the : e i
F A ogitec ebcam C26
camera to change your - 4 Integrated Webcam
camera Or tO add a Virtual 3 | T;:::‘:;ES:I’tr'l;rlngaT-BaCkgrDuﬂd
Chad Jennings
background. ¢ . W ~

Mute Stop Video *

Section 4A: Managing Participants - Muting

1. Click the Manage Participants
at the bottom of the screen. You
may need to move your mouse

to the bottom of the screen to -t -’

* Invite Manage Participants Share Screen

activate the toolbar.

14
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Section 4A: Managing Participants - Muting

2. A new window will appear to
the right side of the screen. In the
middle you will see the options to
Mute All or Unmute All.

Mute All Unmute All More ~

0 © © © o
yes no go slower go faster more clear all

3. Click More to turn off

' - Mute All Unmute All More « I:}
everyone's mic when they -
Mute Participants on Entry
enter You Can aISO a"ow v Allow Participants to Unmute Themselves
W Allow Participants to Rename Themselves
them to unmute themselves. Play Enter/Exic Chime

Lock Meeting

w Participants (2)

Chad Jennings (Host, me)

@ Rick Hayes

4. Place your mouse over a
participant to mute or unmute
them individually.

v Participants (2)

m Chad Jennings (Hast, me) / g ™

. e  bore> |
N

15
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Section 4B: Managing Participants - Cameras

v Participants (2)

1. Click on the camera to the Chad Jennings (Host, me) 0 o
right of the user's name to turn

g . m Rick Hayes ¢
off their camera.

Section 4C: Managing Participants -
Assigning a Cohost

" Participants (2)
1. Place your mouse over

the participant's name.
Click the More button. @ ricrapes

m Chad Jennings (Host, me)

v Participants (2)

m Chad Jennings (Host, me)

2. Click Make Host to remove O e
your status (1), or click Make Co- Ask to Start Video
Host (2) to give the participant p et

the same control as you. Allow Record

Rename

Put on hold

Remaowve

16
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Section 5: Chatting

1. Click the Chat button at the
bottom of the screen. You may
need to move your mouse to the
bottom of the screen to activate
the toolbar.

2. Click on the three dots on
the bottom right of the
screen to manage who the
participants can chat with.

3. Click on the arrow next to
Everyone to select a participant
to start a private chat.

Share Screen

Tos

Everyone v

Type message here...

Toe

Save Chat

Participant Can Chat With:
No One
Host Only

Everyone Publicly

+ Everyone Publicly and Privately

Everyone v 1

Type + Everyone (in Meeting)

2

Rick Hayes
10652 AM
2/6/2020

17
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Section 5: Chatting

4. Enter your messages in the
chat area in the bottom right. Hit
the Enter key to send the
message to the Chat area.

To:  Everyone w

Let me know if you have any questions

5. A participant can raise Ea 0 @ . 9{ 0
their hand if they have a
question. You will see the hand . rr—r

to the right of their name.

m Chad Jennings {Host, me)

m Rick Hayes

6. User's can provide nonverbal T4 920
feedback by clicking on the

i . . *
various icons seen in the ° 0 gfe gj?t. ?[g, ciear al

middle of the chat area. Mute Al Uneenste Al

More ~

18
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Section 5: Chatting

7. Click Clear All to clear the T4o20

nonverbal feedback, and you O 0 0o o© ©o

can utilize the tools again. ne o soslonE ”?
Mute All Unmute All More s

Section 6: Recording

1. Click the Record button at the
bottom of the screen. You may

need to move your mouse to the ® 1
. an
bottom of the screen to activate S— Record  Breakout Rooms )ge

the toolbar.

2. You can pause the
recording or stop the
recording by clicking on the ~ mo as ]
buttons in the toolbar at
the bottom of the screen.

Share Screen g Pause/S5top Recording Breakout Rooms Reactions *

19
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Section 6: Recording

3. After stopping the
recording, click End Meeting
in the lower right to begin
downloading the meeting.

2 End Meeting or Leave Meeting?

4 Cllck End Meeting fOI‘ To keep this meeting running, please assign a Host.
All to begin the conversion

process. \

SCRAECGR TN | Leave Meeting | | Cancel |

5. You will see the Convert
Recording window appear.
When that window 0 Convert Meeting Recording

- - You have a recording that needs to be converted before viewing.
disappears, your recording
will be available at the
location that was selected siop Converting
(Section 2C: Page 6).

) Zoom - Converting the meeting recording

Q9 —

20
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Section 7: Share Screen

1. Click Share Screen in the
toolbar at the bottom of the

screen. You may need to place e
your mouse at the bottom of the Manage Pagifiants ~Share Screen

screen to display the toolbar.

v/ One participant can share at a time

2. C“Ck the drop down Multiple participants can share simultaneously
menu neXt to the Share Advanced Sharing Options...
Screen button to manage
) ] ~aP @ s ©
addltlonal Share Optlons ts Share Screen Record Breakout Rooms Reactions |

) Select a window or an application that you

3. Click on Screen to share your Chad Jennings
computer. You can also only share
a specific window or application
(PowerPoint, Excel, etc.) to hide
other activity on your computer.

Zoom Training - Google Chrome ‘.

21
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Section 7: Share Screen

4. Click Whiteboard to create

an interactive board for l
participants to draw or type
responses. Whiteboard

5. Click Iphonellpad to share
your device that is plugged
into your computer.

1IPhone/iPad

6. Click Share computer sound

in the lower left corner to allow Hayes, Ric icrosoft Teams |
users to hear videos or other

sounds you want to share on Share computer sound |:| Opti
your computer.

22



% University of
Kentucky.

College of Agriculture,
Food and Environment

Section 7: Sharing Screen

7. Click Share in the bottom
right corner to begin
displaying your screen.

8. Click on Remote Control in
the toolbar at the top of the
screen, and select a user.
This will give them control of
your computer screen.

9. Click Stop Share at
the top of the screen

5 - S — L
cx AaBbCi AaBbCcL A adD aasBbcer
o""l-' Subtitle

Remote Control k More

Auto accept all requests
Give Mouse/Keyboard Control to :

Rick Hayes

to go back to the main
meeting area.

23
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Section 8: Scheduling

1. Open the Zoom App, click
the Schedule button.

Schedule

2. At the top of the new
window give your meeting
a title (1), select a date
(2), a time (3), how long
the meeting will last (4),
and the time zone (5).

Topic

[Chad Jennings' Zoom Meeting

Start; | 2 Fri February 7, 2020 01:00 PM

Duratic 4 1 hour v 0 minute v

I:I Recurring meeting Time Zone: Eastern Time (US and Canad... ~ 5

3. Under Meeting ID, choose
If you want to automatically
generate an ID or use

your own personal meeting
ID.

Meeting ID

o Generate Automatically Personal Meeting 1D 585-884-0199

24
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Section 8: Scheduling

4. Under Password, check

Require meeting password if Password
you want to have participants () Require meeting password
type in a password to enter the

meeting.

5. Under Video, you can
turn off your's or the Video

participant's video upon Host: @ on () off Participants: @ on () off
entering the meeting.

6. Under Audio, you can

Audio
deCIde What deVICeS yOU Telephone Computer Audio
yOU want partICIpantS O Telephone and Computer Audio 3rd Party Audio

to use to talk during the
meeting.

Dial in from United States Edit

25
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Section 8: Scheduling

7. Under Calendar, choose
which email you want the Calendar

Zoom invite to open in, to O outiok © Google Calendar © other Calendars
send to the participants.

8. Click Advanced Options Advanced Options -
to see additional setting.

9. Under Advanced
Options you can enable Advanced Options

a waiting room, let () Enable waiting room
participants enter the Enable join before host
room before the host, | () Mute participants on entry
mute participants audio |
when they enter the
room, and automatically
start recording the
meeting when you enter.

| Only authenticated users can join: 5ign in to Zoom

| Automatically record meeting on the local computer

26
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Section 8: Scheduling

10. Under Advanced Options,
you can assign a co-host by
typing in the user's email
address.

11. Click Schedule once
all settings are done.

12. An Email Message
will be created for you to
send the meeting
information to the future
participants.

Alternative hosts:

Example;john@company.com;peter@school.edu

| Cancel

From ~ chad jennings @uky.edu

To.. ||

Subject Chad Jennings’ Zoom Meeting
Location https://uky.zoom.us/j/222306589

Starttime | Mon 2/10/2020 FE| |00 Am - All day event

End time Mon 2/10/2020 FE| =00 am

Hi there,
Chad Jennings is inviting you to a scheduled Zoom meeting.

Join from PC, Mac, Linux, or mobile device: https://uky.zoom.us/j/222306989

Or iPhone one-tap (US Toll): 16468769923,222306989# or 16699006833,222306989#

Or Telephone:
Dial:
+1 646 876 9923 (US Toll)
+1 669 900 6833 (US Toll)
Meeting ID: 222 306 989
International numbers available: https://uky.zoom.us/u/adBQSgR58

Or Skype for Business (Lync):
SIP:222306989@lync.zoom.us

27
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Section 9: Enabling Facebook and YouTube Live

1. Go to uky.zoom.us,
and login using your UK
Link Blue credentials.
(Section 1A, page 1)

C @ ukyzoom.us

I8 Apps W Software Downloads

Profile

Meetings

2. Click on Settings on Webinars
the Ieft Side Of the screen. Personal Audio Conference

Recordings

Account Profile !

Reports

Schedule Meeting

3. Click In Meeting In Meeting (Basic)

(Advanced) on the left i ieeting (v
n Meeting (Advanced)
side of the screen.

Email Notification

Other

28
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Section 9: Enabling Facebook and YouTube Live

4. Locate Allow live
streaming meetings,
(right above the Email
Notification Section).

Allow live streaming meetings \

List events on the Public Event List

Allow users to add their meeting or webinar to your organization's Public Event List

Email Notification

5. Click the on
button to the right
of the setting.

Allow live streaming meetings

6. Check the Facebook and

. @ Facebook
YouTube options.
. i @ Workplace by Facebook
Your settings wi @ ouTube

automatically be changed.

Custom Live Streaming Service

29
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Section 9: Enabling Facebook and YouTube Live

7. Open the Zoom App,
make sure Home is
selected at the bottom of
the window, and click on
New Meeting.

8. Click on the More button in the
toolbar at the bottom of the
screen. You may need to place
your mouse at the bottom of the
screen to activate the toolbar.

== @ LN ]
Breakout Rooms Reactions Maore

30
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Section 9: Enabling Facebook and YouTube Live

9. Click on either
Facebook or YouTube to
be redirected to those
applications. You will be
prompted to login.

10. In Facebook, you
will be asked where you
want to post the video.
Then click Next.

11. Give your Meeting a
description and a title to make
it easier for people to find.

Live on Facebook
Live on Workplace by Facebook
Live on YouTube

More

Go Live on Facebook

Choose where you want to post your live video

Share on Your Timeline 1

| v [# Share on Your Timeline

A Share on a Friend's Timeling
@t Share in a Group
M Share in an Event

s Friends +

31
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Section 9: Enabling Facebook and YouTube Live

12. Click Go Live in the
bottom right corner to
start streaming.

13. To end the stream,
open the Zoom
meeting and click End
Meeting.

14. For YouTube, you will be
asked to login to your Gmail
Account. Click Allow to grant
Zoom permission to create
videos on your account.

N\

Grant Zoom permission

See, edit, and permanently
delete your YouTube videos,

ratings, comments and
captions

Deny

32
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Section 9: Enabling Facebook and YouTube Live

15. Click Allow again to
grant Zoom permission.

16. Click Allow a third time.

17. Click Enable live stream
NnOow.

Grant Zoom permission

Manage your YouTube
account

Make sure you trust Zoom

You may be sharing sensitive info with this site or app.
Learn about how Zoom will handle your data by reviewing
its terms of service and privacy policies. You can always
see or remove access in your Google Account.

Learn about the risks

—

Broadcast Zoom Meeting to YouTube Live

S Connected | OChacIJennings

The live streaming feature foryoﬁ

enabling live stream, it may take up to 245
your account before you can continul, Enable live stream now

33
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Section 9: Enabling Facebook and YouTube Live

18. Click Enable live
streaming.

19. Click Create Channel.

20. Complete the verification
process. This may take up to
24 hours to process.

Live events: Do it live!

Whether you're recording a concert, a sports event, a talk show, or just yourself,
now you can stream your event — live and direct — right to your audience. It may
take 24 hours to get access to live streaming. Once activated, you can go live
instantly. Learn more

Enable live streaming ?

Use YouTube as...

Chad
Jennings

By clicking "Create channel’, you agree to YouTube's Terms of Service. Learn more

Changes you make here may show up across Google services with content you
create and share, and to people you interact with. Learn more
Use a business or other name

CAMCEL CREATE CHANNEL

Account verification (step 1 of 2)

Verifying your account by phone lets you unlock addit

Select your country

United States

34
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Section 9: Enabling Facebook and YouTube Live

21. Give your meeting a title. Zoom meeting fitle on YouTube
Under Privacy decide if you chec Jennings Zoom Meedne
want to make your meeting Privacy

Public, Private, or Unlisted. Private

22. Click Go Live.

23. Click End Meeting
back in the Zoom Meeting
to stop streaming.

35
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