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Zoom Tutorial Guide

L1 Setting Up Meetings (follow instructions in the “"Core Zoom Meeting Setup
Instructions” document for setting up Core Training sessions)

O Scheduling meetings

[0 Meeting templates

O Audio

O Testing computer or device audio

O Mute All and Unmute All

0 Audio Echo In A Meeting

O Video
0 How Do | Test My Video

O How Do | Change the Video Layout?

[0 Screen Sharing

[0 Sharing your screen in a meeting

[0 Video layout options while screen sharing

[0 Screen sharing a PowerPoint presentation

[0 Using annotation tools on a shared screen or whiteboard

[0 Managing the Meeting

[0 Managing participants in a meeting

[0 Host and co-host controls in a meeting

[0 Enabling and adding a co-host

[l Waiting Room

[0 Recording

O Cloud recording
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https://toastmasterseo.sharepoint.com/sites/TrainingandDevelopment/_layouts/15/Doc.aspx?OR=teams&action=edit&sourcedoc=%7b8BC17566-B7B2-4107-B170-F2AD3F020F0F%7d
https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings
https://support.zoom.us/hc/en-us/articles/360036559151-Meeting-templates
https://support.zoom.us/hc/en-us/articles/201362283-Testing-computer-or-device-audio
https://support.zoom.us/hc/en-us/articles/203435537-Mute-All-And-Unmute-All
https://support.zoom.us/hc/en-us/articles/202050538-Audio-Echo-In-A-Meeting
https://support.zoom.us/hc/en-us/articles/201362313-How-Do-I-Test-My-Video-
https://support.zoom.us/hc/en-us/articles/201362323-How-Do-I-Change-The-Video-Layout-
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-in-a-meeting
https://support.zoom.us/hc/en-us/articles/360034188592-Video-layout-options-while-screen-sharing
https://support.zoom.us/hc/en-us/articles/203395347-Screen-sharing-a-PowerPoint-presentation
https://support.zoom.us/hc/en-us/articles/115005706806-Using-annotation-tools-on-a-shared-screen-or-whiteboard
https://support.zoom.us/hc/en-us/articles/115005759423-Managing-participants-in-a-meeting
https://support.zoom.us/hc/en-us/articles/201362603-Host-and-co-host-controls-in-a-meeting
https://support.zoom.us/hc/en-us/articles/206330935-Enabling-and-adding-a-co-host
https://support.zoom.us/hc/en-us/articles/115000332726-Waiting-Room
https://support.zoom.us/hc/en-us/articles/203741855-Cloud-recording

[0 Breakout Rooms

[0 Enabling breakout rooms

[0 Managing breakout rooms

0 Chat

[0 In-meeting chat

[0 Controlling and disabling in-meeting chat

0 In-meeting file transfer

LI Polls (if applicable)

[0 Polling for meetings
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https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms
https://support.zoom.us/hc/en-us/articles/206476313-Managing-breakout-rooms
https://support.zoom.us/hc/en-us/articles/203650445-In-meeting-chat
https://support.zoom.us/hc/en-us/articles/115004809306-Controlling-and-disabling-in-meeting-chat
https://support.zoom.us/hc/en-us/articles/209605493-In-meeting-file-transfer
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings

