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NOTES: Throughout this document the terms instructor, student, and class are
used in place of the Zoom terms host, participant, and meeting.

Setting up Zoom in your Blackboard Course
Blackboard Original

1. On the upper left navigation, select the “plus” icon, and then select Tool Link.

Module Page

Template)

Blank Page

Announce Tool Link
Syllabus Web Link

Course Link
Instructor |

Subheader

Divider

2. Type the Name as you would like it to appear on the left navigation (i.e. Live Online
Zoom Class). In the Type drop down, select Zoom meeting-LTl. Check Available to Users
and then click Submit.

Add Tool Link

Name: Live Online Zoom Class

Type: Zoom Meeting - LTI

Available to Users

3. The link will appear at the bottom of the left navigation. To reorder items on the left

navigation, select the up/down arrows - at the top of the left navigation. Select the
item to reorder and then click the up or down arrow to move its location and submit.
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Reorder: Menu Items

ltems

BRUIN Support
Course Technologies
*Divider*

Live Online Zoom Class

Professor Bruin Student Hours

® NOTES: A second zoom link can be created specifically for student hours (office

hours).

Blackboard Ultra

1. Under Course Content, select the plus icon.

Course Content

@ Coffee Shop

& Visible to students -

2. Click on Content Market.

Create

a @

Copy Content

)

Upload

®

Cloud Storage

B’ Content Market I

[El Content Collection

3. A new window will appear, scroll down and select the plus icon on Zoom Meeting-LTI.
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200m

Zoom Meeting - LTI

@

4. The Zoom Meeting Tool has now been added to your course content. Select to make it
visible to students and drag to place it in a specific module or folder.

|‘:| Zoom Meeting - LTI
400M ¢ Hidden from students

& Visible to students

& Hidden from students

& Release conditions

Creating and Using Zoom Meetings within Blackboard
Blackboard Original & Ultra

1.

Select the Zoom link from the left navigation in Blackboard Original or within the Course
Content in Blackboard Ultra. If you do not have a Zoom link, follow the steps in “Setting
up Zoom in your Blackboard Course.”

After the LTI launches, select Schedule a New Meeting.

All My Zoom Meetings/Recordings Schedule a New Meeting

Get Training B

Fill out the meeting information.

a.
b.

S0 a0

Topic- This is the title for the meeting.

Description- This is optional. Consider including information on when the class
meets, the start and end dates for the course, and any additional information.
When- Select the first class date and time.

Duration- The length of the class.

Time Zone- Set to Central Time

Reoccurring meeting- check this box
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Recurrence- set to weekly

Repeat Every- 1 week

Occurs on- select the day(s) the class meets
End Date- Select the last class meeting date

Live Class Meeting

We will meet twice a week from 6:00 pm to 7:30 pm on Tuesdays and Thursdays from August 29th unti

Time Zone

norking properly.

08/29/2023 6:00 PM

hr 30 min

| (GMT-5:00) Central Time (US and Canada)

ecur'r\ng meeting  Every week on Tue,Thu, until Nov 16, 2023, 24 occurrence(s)

Recurrence

Repeat every 1 week

Occurs an Sun Mon Tue Wed Thu Fri Sat

End Date After 7 occurrences

4. Select the additional Zoom meeting preferences.
Security

a.

Passcode- This is optional. The passcode will be the same for all class
meetings. It will enhance security but also adds an extra step for students
to join the meeting. It is at the instructor’s discretion if they would like to
use a passcode. Be sure to communicate the passcode with students via
email and within Blackboard.

Waiting room- The instructor will have to manually admit students to the
class. This adds a level of security to the meeting but is an added task
that the instructor has to perform. (NOTE: If students have an unstable
internet connection, they may have to be admitted throughout the class
period.)

Only authenticated users can join meetings- Do Not check this box.
Students are not authenticated users and it would prevent them from
joining the class.
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Video- The default is to have the instructor and student video off.
Audio- Selecting Telephone and Computer Audio allows for increased
accessibility to the meeting.

d. Meeting Options

i. Enable join before host- This options will allow students to enter the
meeting before the instructor. It is up to the instructor if they want this as

an option.

ii. Mute participants upon entry- It is recommended that this is enabled to
prevent distraction if a student joins late.

iii. Record the meeting automatically- This setting is not recommended due
to FERPA guidelines (see Zoom Recordings for more information).

of the additional instructor.

Alternative Hosts- If there is more than one instructor for the course, include the email

Registration

Alternative Hosts

Required

Passcode | BUBruins

o have the invite link or passcode can join the meeting

Waiting room

users admitted by the host can join the mesting

Only authenticated users can join meetings

Host on (@ off

Participant on (@ off

Telephone Computer Audio (@) Telephone and Computer Audio

Enable join before host
Mute participants upon entry

Record the meeting automatically

6. Select Save to generate your class meetings.

[E] Save Cance

7. Aunique meeting URL will be provided as well as “Copy Meeting Invitation” which can
be provided to students. The same URL link is used for all class meetings.
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urity

We will meet twice aweek from 6:00 pm to 7:30 pm on Tuesdays and Thursdays from August 25th until . You are welcome to come to class up to 30 min early to ask questions or make sure your audio/video features are working properly.

Aug 29,2023 6:00 PM Central Time (US and Canada)

Every week on TueThu, until Nov 16, 2023, 24 occurrence(s) Show all occurrences

Addto | ) Google Calenda ‘

4 outiook Calendar (ics) ‘ ‘ @ vahoo Calenda

986 2520 0940

| Join URL: https://bellevue 200m.us/j/986252009407pwd=Y 1 FZZEOXU3IN3Rhb2taTOFWMm1iQT09

v Passcode *FFEERSE Show ~ Waiting room

8. You have the option to Delete this Meeting, Edit this Meeting, or Start this Meeting.

O Delete this Meeting £ Edit this Meeting Start this Meeting

When students select the Zoom link on the left navigation of their course, they can see

all upcoming class meetings with an option to Join.

Start Time

7:00 PM

7:00 PM

7:00 PM

7:00 PM

F zZoom

Your current Time Zone 2

Upcoming Meetings Previous Meetings Cloud Recordings

Tue, Aug 29 (Recurring)
Thu, Aug 31 (Recurring)
Tue, Sep 5 (Recurring)

Thu, Sep 7 (Recurring)

Home S Appointments

stern Time (US and Canada), English £

Topic Meeting ID
Live Class Meeting 986 2520 0940 Join
Live Class Meeting 9862520 0940
Live Class Meeting 9862520 0940
Live Class Meeting 9862520 0940

10. Instructors have the option to select the Topic (meeting name), Start the meeting, or
Delete the meeting.

Topic

rsonal Meeting Room Cloud Recordings

All My Zoom Meeting|

Meeting ID

9862520 0940 Start II

11. Selecting the Topic allows the instructor to make changes to the meeting preferences.
The change will apply to all recurring meetings.

Setting up Office Hours using Zoom

1. Follow the steps, “Setting up Zoom in your Blackboard Course” and “Creating Zoom
Meetings within Blackboard.”
a. A new Zoom link on the left navigation in Blackboard Ultra can be created
specifically for office hours.
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Live Online Zoom Class

Professor Bruin Student
Hours

b. Or, a new meeting can be created in your Zoom class link.
All My Zoom Meetings/Recordings Schedule a New Meeting

NOTES: Consider using the waiting room feature for student office hours. The
instructor can meet one-on-one or in small groups using this feature.

Zoom Security Settings

Meeting setup security
When setting up your zoom meeting, there are three security features to choose from. lItis
the instructor’s choice which, if any security settings to use for their online classes.

1. Passcode- This code is required for entry into the meeting. It is the same code for all
recurring meetings.
a. You can customize the Passcode.
b. Under security settings on the Zoom website, there is an option to embed
passcode in invite link for one-click join. This bypasses the need for typing a
passcode to enter. Instructors can decide which option to use.

Embed passcode in invite link for one-click join o

Meeting passcode will be encrypted and included in the i
join with just one click without having to ent

invite link to allow participants to
asscode

2. Waiting Room- The instructor must admit students to the class in order to join.
a. This feature allows the instructor to control who enters the class. The instructor
can also place students back in the waiting room if needed.
b. If a student leaves the meeting early, they will be placed back in the waiting
room before entering.
3. Only authenticated users can join meetings- Only users with a specific domain are
allowed into the meeting. This is not recommended when working with students since
it would exclude students that may use alternate email addresses when setting up zoom.
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https://zoom.us/profile/setting

g Passcode
9 Waiting room

©

Required

UBruins

no nave n te link or passcede can join the meeting

ad by the hos in the meeting

Only authenticated users can join meetings

In-meeting security

During the class meeting, there is a security icon on the bottom control panel only available
to the instructor (host & cohosts). The security icon allows for in-meeting security options.

1.

Lock Meeting- This prevents anyone else from joining the meeting. If a student abruptly
leaves the meeting due to an internet connectivity issue, the instructor will need to
unlock the meeting to allow the student to rejoin.

Enable Waiting Room- If the meeting is not set up with a waiting room, it can be enabled
after the meeting as begun for anyone who might arrive late.

Hide Profile Pictures- This option removes all student profile pictures and is useful if
there is an offensive picture being displayed.

Allow Participants to- As the instructor (host), you have the options of deciding if

You quickly disable and enable features by clicking the item.
Remove Participant- This removes a student and they cannot rejoin the meeting.

4,
students can:

e Share screens
e Chat
e Rename Themselves
e Unmute Themselves
e Start Video
e Share Whiteboards
e Collaborate with Zoom Apps

5.

6.

Suspend Participant Activities- This locks the meeting and all students will be muted and
video will be stopped. Profile pictures are hidden. Screen sharing and Zoom Apps are
disabled.
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Lock Meeting
Enable Waiting Room

~ Hide Profile Pictures

Allow All Participants to:
Share Screen
¢/ Chat
# Rename Them
/ Unmute The
/ Start Video

re Whiteboards

¢ Collaborate With Zoom Apps

Remove Participant

For additional information on Zoom security features and how to report a student to Zoom,
view Zoom Security Basics, Zoom video.

Web-based Zoom Settings

There are basic and advanced meeting settings available through the web-based Zoom site.
These settings are not always available in the app or in Blackboard.

1. Begin by signing into Zoom. You will need to go through BU’s web-authentication.
2. Select Settings and review each section to determine which items you would like to
enable or not.

NOTES: Some of these settings will be discussed in Zoom guides. If you have a
specific question about a Zoom setting, submit a service ticket for assistance.

Zoom Recordings

Recording live classes or Zoom Meetings with students can be a violation of FERPA and is not
recommended if the recording will be shared with students. The following document
provides an overview of FERPA Compliance for Zoom Recordings. Zoom Recordings can be

used for:

e Personal Instructor Use

e For a specific term-coded class as long as all students consent to being recorded (the
video cannot be shown to students not enrolled in that specific class).

e If only the Instructor is on camera/speaking without using student names.
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https://youtu.be/dgs9mjnycaE
https://zoom.us/signin
https://frd.bellevue.edu/wp-content/uploads/2021/09/FERPA-and-Classroom-Recordings.pdf

Zoom Recordings work well for instructor-created videos. View the following video on
Recording a Video in Zoom.

Zoom Participants Panel

As an instructor, the Participants Panel may be useful to monitor your students
(participants). This panel will allow you to see if a student has raised their hand or used a

reaction. It provides a quick way for you to mute the class or request a student to unmute.
You can also invite others to join the class.

1. Select the Participants Icon from the Zoom meeting controls.

2. A Participants Panel will appear to the left of the screen. The ellipses (three dots)
next to a student gives you a variety of options.

v Participants (2)

Instructor (Host, me) Z lZ"

m Student 1

Ask to Start Video
Pin

Make Host
Make Co-host

Rename

Put in Waiting Room

Remove

Report...

3. If a student is muted, you can Ask to Unmute or if a student is unmuted, you can
Mute them.

v Participants (2)

Instructor (Host, me) A

m Student 1 I Ask to Unmute ) --_-I

~ Participants (2)

Instructar (Host, me) Z 1751

L .
m Student 1 [ Mute &I
-

4. The Participant Panel allows you to see which student has raised their hand.
Instructors can Lower Hand once they have addressed the student. (Note: The hand
also appears in the upper left corner of the student’s video.)
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https://bellevue.mediaspace.kaltura.com/media/Recording+in+Zoom/1_iacykx44

v Participants (2)

Instructor (Host, me) v

a Student 1 B

v Participants (2)

Instructor (Host, me) P v

m Student 1 Lower Hand | Ask to Unmute

a. Reactions also appear next to the student.

v Participants (2)

Instructor (Host, me) % A

a Student 1

5. At the bottom of the Participants Panel, you have the option to Invite, Mute All, or
the Ellipses (three dots) for more options.

Invite Mute All

a. Invite allows you to select contacts, copy invite link, or copy the invitation.
This is a great option if a student is having trouble accessing the meetings,
copy the invite link and email (or text) the link.

@ Invite people to join meeting $70 4640 0490 X
Comtacts  Zoom Rooms Desk Ph R i Email
Choose from the list or type to filter
- - . »
-
Copy Invite Link  Copy Invitation

b. Mute All will enable you to mute all students. Be sure to have the box
checked to Allow Participants to Unmute Themselves so they can speak later
in the meeting. (Note: It is not recommended to regularly Mute All since
speaking and engaging is encouraged during class.)
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Zoom x
a

Mute all current and new participants

Eﬂllow Participants to Unmute Themselves

[Yesl [ No |

c. The Ellipses (three dots) give additional options. The Enable Waiting Room
would allow you to place a student in a waiting room such as during student
hours (office hours) if you need to have a private conversation with a student.

Ask All to Unmute

Mute Participants upon Entry
v Allow Participants to Unmute Themselves
+ Allow Participants to Rename Themselves
v Play sound when someone joins or leaves

Enable Waiting Room

v Hide Profile Pictures

I Lock Meeting

Zoom Backgrounds

Zoom offers a variety of background options including blur, virtual backgrounds, video
filters, and avatars.

1. Select the arrow next to the Start/Stop Video icon on the Zoom toolbar. Select one
of the background options.

Select a Camera (Alt+N to switch)
ision HD

Video Settings...

Wl -~

Start Video

Blur My Background

Selecting Blur My Background will blur out most of your background while still displaying
the person, facial expressions, and hand motions. This is a great option for students who
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may not have a dedicated space for their class meetings or who do not want to share their
home background.

Choose Virtual Background
Virtual backgrounds can be used to completely hide a your background. There are many
options online to choose from or you can use a Bellevue University background.

1. Select Choose Virtual Background. A pop-up screen will appear with some preloaded

virtual backgrounds.
Ia Settings *

General
Video
Audio

o)
-’/

G Team Chat

Zoom Apps

P Background & Effects

)| Recording

Share Screen

Profile

@ Statistics

O Keyboard Shortcuts

Accessibility

(") 1 have a green screen (D () Mirror my video Studio Effects

2. You can select the + icon and Add Image to add a new background.

3. Selecting Studio Effects will bring up a side panel to add Eyebrows, Mustache &
Beard, or Lip Color.

| ) I have a green screen (B [ Mirror my video Studio Effects |
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https://news.bellevue.edu/zoom-backgrounds-available-for-alumni-students/

Studio Effects
Apply to all future meetings

v Eyebrows

Aﬁf

P — o —

~ Mustache & Beard

None

~ Lip Color

NOTES: An easy way to add Zoom Virtual Backgrounds can be found in Apps
and Virtual Background. Zoom offers millions of images that can easily be
added as a background without needing to search, download, and upload
images.

Choose Video Filter

Video filters provide a variety of fun and silly items that can be added to your video. Most
items could be considered a distraction during a normal class lesson but video filters could
be used creatively in ice breakers or building class community.
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Wirtual Backgrounds Video Filters  Avatars {E1S0

() Mirror my video [ Apply to all future meetings

=@ -
5 ©

|

Studio Effects

Choose Avatar

Zoom provides some pre-created animal avatars that can be used in place of a person’s
image. Avatars are limited to only recognizing facial expressions and do not show hand or

body motion.

1. To create your own avatar, select the + icon.

Virtual Backgrounds Video Filters  Avatars {E{SUGS

@z
¥F ¥R S RXEE

¥ 2 222282

|| Mirror my video  [__| Turn on my avatar when | join a meeting

2. There are a variety of features to select from; allow time to create an avatar. Select

Done to save your avatar for use.
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Ia Avsatar Builder X

Skin  Face Hair Hair Color Eyes Eyelashes Eyelash Color Eyeb >

| Exit without saving |

3. Once your Avatar is created, it will display a white background and is saved for future
Zoom sessions. This option may be useful if you have a student concerned with using

video during their live class sessions.
Ia Settings x

General

Video

Audio

Share Screen

B Team Chat

Zoom Apps

B  Background & Effects

Recording

Profile Wirtual Backgrounds Video Filters  Avatars (1SN

Statistics
None =+
g Keyboard Shortcuts

NOTES: Some virtual backgrounds, studio effects, filters, and avatars may be
distracting. As an instructor, be sure to discuss what is appropriate for your
course and what items students should refrain from using.

Sharing Screens

Zoom offers quite a few options for sharing screens, portions of your screen, documents,
Whiteboards, and tablets/iPhone screens.

1. Select the Share Screen icon.
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2. The arrow next to the Share Screen icon allows you to select advanced settings and
allow other students to share their screens.

+ One participant can share at a time

Multiple participants can share simultaneo

Advanced Sharing Options...

3. Select the screen or program you would like to share. If you are showing a video, be
sure to mark Share sound. Select Share.

@ Select a window or an application that you want to share X

N

el

Screen 1 Screen2 Whiteboard iPhone/iPad

B e = ;
= X Show all windo
live online orientation draft U;'”'[& faculty zoom training gu\dE'\‘\.‘n”.m New Tb - Gaogle Chrome e
() optinize forvideo cip. @
—

4. A green border will appear around the screen/program you are sharing. A control
panel will appear at the top of your screen notifying you that you are sharing your
screen. You can:

a. Stop sharing
b. Pause Share
c. New Share

Y- e % a' ] [+ [ I /s

Unmute Start Video Security

Participants Polls Ner are Pause Share Annotate

L3 You are screen sharing ~© .1 B Siop Share

Sharing a Portion of Screen

1. When selecting Share, you have the option of Advanced sharing. You can share a
portion of your screen.
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{3 Select awindow or an application that you want to share X
¢ = [ ] : > ]
Content from 2nd Camera
() share sound ~ [ ) Optimize for video cip (3 [ share ]
2. A green box will appear and you can resize to the portion of the screen you’d like to

share.

Live Online

A\ ~ Orientation
BELLEVUE S ' o

L LSS : For Students

Annotations while Sharing Screens
1. When sharing a screen, select the Annotate icon.

2. An annotation toolbar appears and you are given the option to:
a. Draw- Use the Format tool to adjust pencil thickness and color.
b. Text- Add a textbox anywhere on the shared screen to add text.
c. Spotlight- This turns your mouse into a laser pointer.

v 5 & ® O O @ m %

Draw Stamp Spotlight Eraser Format Undo Redo Clear Save

£ Who can see what you share here?
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d. Clear- Gives you the option of clearing all drawings, your drawings, or student
drawings.

Clear All Drawings

Clear My Drawings

Clear Viewers' Drawings

e. Save- Annotations do not automatically save, be sure to select save. You have
the option to save as a PNG or PDF. Files are automatically saved to your
computer and the file folder will open after the meeting has ended.

Save Annotation as

v PNG

PDF

3. Students have the option of annotating on a shared screen as well. Under View
Options, they can select Annotate.

View Options  ~

Zoom Ratio  Fit

Request Remote Control

Annotate

Exit Full Screen

Side-by-side mode

Sharing Audio Only to Play Background Music
Audio-only can be shared during a class. For example, you could share music during a short
break without needing to share your screen.

1. Select Share and Advanced sharing. Click on Computer Audio to share only the
audio from your computer and no screen.

€= 1

PowerPoint as Virtual Background Portion of Screen Video

r

Content from 2nd Camera

Share sound v Optimize for video clip (@ m
I
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2. Select music to play that is not copyrighted, copywrite-free, or royalty-free (use
these terms when searching for songs and playlists). Instrumental music is a great
option.

3. Some sample playlists include:

a. Royalty Free Instrumental, Spotify

b. Stream of Melodies. (2020, May 7). No Copyright | Calm Jazz Music |
Background Chill | Café Music | Relaxing Work & Study [Video]. YouTube.
https://www.youtube.com/watch?v=DVEUcbPkb-c

c. MrSnooze | Background Music for Videos. (2018, Jan. 26). Acoustic Guitar
Instrumental Background Music for Videos | No Copyright Music [Video].
YouTube. https://www.youtube.com/watch?v=kUZTW;j2Lxo0

d. Music & Gene. (2020, Nov. 11). 1 Hour Upbeat Background Music (Best MBB
Music Collection) Free Download, No Copyright [Video]. YouTube.
https://www.youtube.com/watch?v=DC7Y6sC7Ae4

4. The following article provides additional information on playing background music in
Zoom and includes additional music playlists.

a. Wirtz, D. (2022, May 31) How to Play Background Music in a Zoom Meeting.
Facilitator School. https://www.facilitator.school/blog/zoom-background-
musicH:~:text=YouTube%20has%20an%20extensive%20library,mixes%20are%
200ften%20copyright%2Dfree.

NOTES: Be sure to mute the other audio sounds on your computer such as
email notifications when sharing your computer audio.

Creating and Using Breakout Rooms

Prior to starting your meeting, ensure that you have enabled Breakout rooms for your zoom
meetings.

Enabling Breakout Rooms for Zoom Meetings

1. Onthe web-based Zoom site, sign into Zoom and select In Meeting (Advanced)
2. Next to Breakout room-Meetings, select the toggle to enable Breakout Rooms.

In Meeting (Basic) In Meeting (Advanced)

In Meeting (Advanced)

Email Notification Report to Zoom ()
Allow users to report meeting participants for inappropriate behavior to Zoom's Trust and

Other Safety team for review. This setting can be found on the meeting information panel.

Q&A in meetings C)

Allow participants to ask questions for the host and participants to answer. )

Breakout room - Meetings @

Allow host to split meeting participants into separate, smaller rooms

3. Check the settings for your Breakout room. It is recommended that all settings are
checked.
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4. Select save.

Breakout room - Meetings
Allow host to split meeting participants into separate, smaller rooms

Broadcast message to participants [

Assign participants to breakout rooms when scheduling

reactions)

Save Cancel

Broadcast voice 10 breakout rooms [

Allow host to view activity statuses of participants in breakout rooms (e.g. share screen,

Activity statuses will not be displayed for participants with earlier versions and for
certain devices (e.g. phone, H.323, and SIP).

In-meeting Breakout Rooms

During a class meeting, you can start a breakout room at any time or multiple times

throughout the class session.

1. Select the Breakout Rooms icon on the bottom of Zoom. If it is not visible, select

More and breakout rooms.

Breakout Rooms

Record on this Computer Alt+R

Record to the Cloud Alt+C
Captions...

Breakout Rooms

2. Determine the number of breakout rooms you would like to have and how students

will be placed in the rooms.

a. Assign automatically- Zoom will randomly distribute students into the

selected number of rooms.

b. Assign manually- Instructor will place students into rooms.
c. Let participants choose room- Students will self select which room to go to.

3. Select Create.
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b Create Breakout Rooms *

Create-| breakout rooms

Assign automatically

Q Assign manually

Let participants choose room

4. For assigning breakout rooms manually, select the assign button next to the room to
place students into the room.

b Student 1

+ Room 1 1 [} Student2

Student 1 || Student 3
+ Room 2

5. Once students are assigned, select Open All Rooms to begin the breakout session.
o
€ Breakout Rooms - Not Started X

* Room1 1
Student 1

+ Room 2 2
Student 2
Student 3

Options | Recreate || AddaRoom Open All Rooms

6. Options allow for additional settings including setting a breakout room time limit and
a countdown timer before closing the room.
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() allow participants to choose room
Allow participants to return to the main session at any time
() automatically move all assigned participants into breakout rooms

() Automatically move all selected participants in breakout rooms to main meeting

() Breakout rooms close automatically after: 30 minutes
Notify me when the time is up
Countdown after closing breakout room

Set countdown timer: |60 >~ | seconds

| Recreate || Adda Room | EelELRGUIRETTHH

7. To end the breakout room session, select Close All Rooms. Students will be given 60
seconds to wrap up their discussion before they are automatically returned to the
main Zoom meeting.

& Zoom *

Close all rooms

All participants will be returned to the main session in 60 seconds

Close All Rooms | BRI

Instructor Interactions in Breakout Rooms

1. Once the breakout rooms have begun, the instructor has the option to join a room
by selecting the Join button and then Yes.

a

Rooms (2) Participants (3)

Join Room 17
+ Room 1

Student 1
+ Room 2

Student 2
Student 3

2. To return to the main meeting room, select Leave Room and Leave breakout Room.
Note: Do not select Leave Meeting or End Meeting for All (this will end the class
session).
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3.

End Meeting for All

Leave Meeting

Leave Breakout Room

. Leave Room

Instead of going to a specific breakout room, Instructors can Broadcast to all
breakout rooms.

Cancel

Broadcast Message

Broadcast Voice

| Broadcast | MEeEERAUNEENE

a. To broadcast an audio message, select Broadcast Voice and the voice icon to
begin recording.

Broadcast Voice

Broadcast your voice to all rooms

| Broadcast | JEELECRAIRLTH

b. To stop Broadcast Voice, select the stop icon.

Broadcast Voice

Currently broadcasting to all rooms

| Broadcast | EEeLTEWAINGETGEH

c. Students will see a message at the bottom of the breakout room screen that the
host is broadcasting.

@ Host is broadcasting
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d. To broadcast a written message, select Broadcast Message and type your

message in the text box. Select Broadcast to share the message to all breakout
rooms.

Test message number 2|

| Broadcast | [eEEERGELIT I

e. Students will see the message appear at the top of their breakout room screen

From Instructor to everyone: Testm

e number 2

Sharing screens in Breakout Rooms

Instructors can share a screen to all breakout rooms and share sound with their screen
sharing.

1. After breakout rooms have been created, select Share Screen.

2. Select the screen or document you would like to share, check the box next to Share
to breakout rooms, and Share.

) Select a window of an application that you want to share

=
" ]
o ] e——
faculty zoom training guide - Wo... Mail - Janel Heitz - Outlook - Go. @ Snagit Capture E Live Online Faculty Training.ppbx m
— -
— = E = .
it z - i

(]
General (QA/OPS Team) | Micros. * Snagit Editor - [Jul 27, 2023 9:19:5. E live online orientation draft 7_19. w

Live Online Training Items

| Share sound ~  [_| Optimize for video clip (@ Share to breakout rooms
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3. A message will appear stating that the screen will be shared to all breakout rooms,
video and audio will not be shared, and other screen sharing in the breakout rooms
will be stopped. Select Share.

& Zoom X

Share Screen to All Breakout Rooms
+ Your screen will be shared in the main session and in all breakout
rooms

+ Your video and audio will not be shared with Breakout Rooms
- Screens that others are sharing in the rooms will be stopped

Don't show this again

NOTES: If you leave the main session, the screen sharing is stopped. Any
student screen sharing or whiteboard use is stopped. Whiteboards are
automatically saved.

Collaboration Tips with Breakout Rooms
1. Prior to starting the breakout rooms, share links to documents, readings, etc. via the
chat. Make sure students open the link/document prior to leaving the main meeting
room.
2. Be sure your Zoom settings allow for screen sharing in breakout rooms.
a. Select the arrow next to Share Screen and Advanced Sharing Options.

v One participant can share at a time

Multiple participants can share simultane

Advanced Sharing Options...

b. Under Who can share? Select All Participants.

9 Advanced Sharing Options... *

How many participants can share at the same time?
© 0One participant can share at a time

Multiple participants can share simultaneously (dual monitors recommended)

Who can share?

Host only8l) All Participants

Who can start sharing when someone else is sharing?
© Host only All Participants
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3. To allow for Whiteboard creation/sharing by students, select the arrow next to the
whiteboard icon.
a. Be sure that Allow participants to share whiteboard is toggled on.
b. Check the box to Allow participants initiate new whiteboards without host

in the meeting.
ra Advanced Sharing Options... *

Allow participants to share whiteboard @

By disabling this setting, nobody else except the host can share whiteboards
during this meeting.

Who can start sharing when someone else is sharing?

© Host only
All Participants

Who can initiate new whiteboard in the meeting?
All whiteboards created in the meeting will belong to the host.
Haost only

Internal users

© Al participants

Allow participants initiate new whiteboard without host in the meeting.

4. Encourage students to use Whiteboards or edit shareable documents.

Requesting Instructor Help during a Breakout Room
A student can Ask for Help while in a Breakout Room.

1. Click the Ask for Help icon in the meeting controls.

Ask for Help

2. Select Invite Host to get your instructor to join the room.

Z Askfor Help X

You can invite the host to this Breakout Room for assistance.

3. A note will appear that the host has been invited.
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Z Askfor Help

The host has been invited.

for assistance.

4. The instructor will see a message indicating the student and room in which help is
being requested. The instructor can click to Join Breakout Room.

@ Zoom X

Student 1 in Room 1 asked for help.

Join Breakout Room | Later |

NOTES: Ask for help is the only way a student can get the attention of the
instructor while in a breakout room. The students cannot direct message the
instructor from within Zoom and the instructor cannot direct message the
students while they are in breakout rooms.

Adding Captions to a Zoom Meeting

Enabling automatic closed captioning will increase the accessibility of your synchronous
class sessions. Prior to starting your meeting, ensure that you have enabled Captions for
your zoom meetings.

Enabling Captions for Zoom Meetings

1. On the web-based Zoom site, sign into Zoom and select In Meeting (Advanced)
2. Next to Automated captions, select the toggle to enable captions. You can also
allow for Manual captions, Full transcripts, and Save Captions.

30| Zoom Faculty Training



Security
Manual captions @

Schedule Meeting ed captions or assign a participant/3rd-party service to add closed

In Meeting (Basic)

In Meeting (Advanced) Allow host to type or assign a participant to type

Allow use of caption API Token to integrate with 3rd-party Closed Captioning services
Email Notification

Other
Automated captions @

Allow users to enable automated captions in these languages in meetings.

Arabic Beia, Chinese (Simplified) Bet:
English, Estonian Beta, Finnish Bel
German, Hindi Beta, Hungarian
Malay 1a, Polish
Telugu Turkish Beta, Ukrainian, Vietnamese g

a, Chinese (Traditional) Beta, Czech Beia, Dutch,
French (Canada) Beta, French (France) Beta,
, Indonesian , ltalian, Japanese Beta, Korean
Portuguese, Russian, Spanish, Swedish Beta, Tagalog

[C] Allow only the following users 10 enable captions for the meeting

Full transcript

f full transcript in the in

Save Captions @

Allow participants 1o save fully closed captions or transcripts

([ Allow only the following users 1o save captions from the meeting (7

Adding Captions during a Meeting

1. Once the meeting has started, select More and Captions.

Captions...
Breakout Rooms

Whiteboards

Share Whiteboards

2. Select Show Captions.

Your caption settings
aptions

Speaking language:

View Full Transcript

Caption settings

Host controls

Disable captions

Set up manual captione

3. You can set the language and select Save.
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4.

5.

6.

7.

Select the language participants will use in this meeting

Speaking Language

Captions will appear in this language for everyone.

English w

Captions will appear at the bottom center of the screen.

J0 This is some test captioning

To disable captions, select More, Captions, and Disable captions.

Your caption settings
Show Captions
king language:  English >
w Full Transcript

Caption settings

Host controls

Disable captions

Set up manual captioner...

More
Students and Instructors have the option to hide captions by selecting Hide Captions
when captioning has been turned on.

Selecting the arrow next to the Show/Hide Captions icon will allow you to select
caption settings such as font color and size.

Speaking language:  English »
View Full Tran

Caption settings

~ u; ~

Show Captions R NS Raise Hand
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B settings X

General
Closed Caption
Video Font Size: @ 14
small Large
Audio
N
Caption color: () ‘ ‘
Share Screen ~
N
Translation color: () . a Y
Team Chat ~
Zoom Apps
Background & Effects
Translations will look like this
Recording
Profile (] Always show captions (D)
Statistics

Dim Screen Share Video

(@) Keyboard shortauts () Automatically dim video when flashing images or visual patterns (such as

stripes) are detected.
T Accessibility

Chat Display Size (Ctrl+/-)
100% v

Screen Reader Alerts Restore Defaults

Transcripts can be viewed and saved to your computer.

aking language:  English *
v Full Transcript

Caption settings

Bs -

Show Captions  Reactions

9 Transcript - O >
Q. Search transcript

Instructor

Do you have an option to hide the captions or to
show captions? You can also set the language for
your captions.

| wonder. Alright, that warks.

Let me go ahead and go to.

[ B Save Transcript |

NOTES: The automatic captions in Zoom do not meet ADA compliance. If a
student has requested accommodations through the Accommodations
Resource Center, an interpreter or transcriber is needed. The automatic
captions can increase the accessibility of a synchronous class.
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Creating and Using Polls/Quizzes

Polls/Quizzes can be created prior to the class or during the class session. Prior to starting
your meeting, ensure that you have enabled Polls/Quizzes for your Zoom meetings.

Enabling Polls/Quizzes for Zoom Meetings
1. On the web-based Zoom site, sign into Zoom and select In Meeting (basic).
2. Next to Meeting Polls/Quizzes, select the toggle to enable polling. You can also
check the various polling settings you desire and Save.

Meeting Polls/Quizzes ()

Allow host to add polls before or during a meeting

Allow host to create advanced polls and quizzes (2)
Allow host to upload image for each question
Allow alternative host to add or edit polls and quizzes

() require answers 1o be anonymous

Allow host to create breakout rooms from poll results i

ml Cancel

In-meeting Polling/Quiz Questions
1. During a class meeting, select the Polls icon in the bottom navigation bar.

Polls

2. If no polls/quizzes have been created, select Create, to begin making the poll.

@ Polls - m} ®

No polls created

3. If polls/quizzes, have already been created, select the plus icon to create a new
poll/quiz.
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A rolis

2 Item(s) =

1 ]

2 @

Sample Polling Question
Poll | 1 question

Test Quiz  Saved
Quiz | 5 questions

Sa‘.recl m

4. A Create Poll/Quiz window will appear, select Poll for multiple choice questions only
and select Advanced Polls and Quizzes for additional question types. Select Next.
a. You have the option to Add to Polls/Quizzes library which saves the poll/quiz you

create.

Polls - O
a

Create Poll/Quiz

Polls
Present polls in a meeting and report real-time results.

Advanced Polls and Quizzing
Add different gquestion types and images to polls. Set
answers for quizzes.

dd to Polls/Quizzes library

Once created, you can go to "Meetings > Polls/Quizzes” to view this
tem.

5. Write your question(s) and select Save.
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Polls » Create Poll

Quick Quiz- Reading Check

to this class?

Did you complete the chapter 1 reading prior W ®

@ Multiple Choice

Yes
No

J

Partially

(
[
{

[5)

)

+ Add Choice

C’ Create Breakout Rooms ()

+ Add Question

More

| -

6. Select Launch to deploy the quiz.

7.

& Polls

1 Item(s)

1 A [

Quick Quiz- Reading Check

Pell | 1 question

Instructors can see answers as they come in and the number of students that have
answered. Select End Poll to close the poll.
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B rolls - O ®
< Back

Quick Quiz- Reading Check

D 0:03 | 1 question | 0 of 0 (0%) participated

1. Did you complete the chapter 1 reading prior to this class? (Single

Partially

8. Select Share Results to show students how the class answered.

A Polis — O %

< Back

Quick Quiz- Reading Check

Poll ended | 1 question | 0 of 0 (0%) participated

1. Did you complete the chapter 1 reading prior to this class? (Single
Choice) *

0/0 (0%) answered

Yes
MNa

Partially

Share Results

9. The three dots (ellipses), give you the option to Re-launch Poll, Download Results,
or View Results from Browser. For polls/quizzes with more than one question, there
are options to Display questions in a random order or Show one question at a time.
a. Re-launch Poll will clear the results and allow students to redo the poll.

b. Download Results will prompt a .csv file to download to your local computer.
c. View Results from Browser will open a browser window with the results.
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Re-launch Poll
Download Results

View Results from Browser A

Display questions ina random order

Show one question at a time

E Share Results

Creating Polling Questions Prior to Meeting
During a class meeting, it may be difficult to create poll questions. You can create Polls prior
to class meetings, reuse polls, and save polls to use in all of your meetings.

1. On the web-based Zoom site, sign into Zoom and select Meetings and Polls/Quizzes.
Note: If you do not see the Quizzes option, this means you have not enabled the
feature.

zoom Products Solutions Resources Plans & Pricing

Profile

Meetings
- Upcoming Previous Personal Room Meeting Templates | Polls/Quizzes WE)|
Personal Contacts Polls or quizzes created here can be used in your meetings. Enable up to 10 for all of your meetings.
Whitsboards 3 tems

2. Select Create and Polls to begin making your poll questions.

2 ltems

Polls
Present polls in a meeting and report
real-time results.

Advanced Polls and Quizzing
Add different question types and
images to polls. Set answers for
quizzes.

3. Be sure to title your poll, write your question(s), and Save.
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I Sample Polling Question I

[‘. Test Poll /Ul @ single Choice v ‘

| test1 |

| test2 |

+ Add Choice

(I create Breakout Rooms © o

+ Add Question

—

4. The Poll will be displayed by the title and can be used in a class meeting if it is

5.

1.

2.

enabled. Note: Only 10 Polls may be enabled at one time. You can disable a poll by
selecting the toggle button next to the poll.

O Name Question(s) Enable @

Within your Zoom meeting, select the Poll icon and you will be given the option to
Launch the poll you created.

P
3 Polls - =] X

1 Item(s) )

1 I Sample Polling Question Saved m
" Poll | 1 question

Advanced Polling and Quizzes
Advanced Polling allows you to use different question types including: single choice, multiple

choice, matching, rank order, short answer, long answer, fill in the blank, and rating scale.
Quizzes allow you to mark the correct answer choice.

On the web-based Zoom site, select meeting and Polls/Quizzes. Note: If you do not
see the Quizzes option, this means you have not enabled the feature. See Enabling
Polls/Quizzes for Zoom Meetings.

Select Create and Advanced Polls and Quizzes.
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[ + Create} 2 ltems

Polls
Present polls in a meeting and report
real-time results.

Advanced Polls and Quizzing
Add different question types and

images 1o polls. Set answers for
quizzes.

3. Begin creating your advanced poll which allows you additional question types.

Untitled Advanced Poll 2

-
[ Untitled Question /J @® single Choice

= : )
[ Choice 1 @ nuitiple Choice
>3 Matching
[ Choice 2
th Rank Order

+ Add Choice

. = Short Answer
(B Required
(P show as dropdown = Long Answer
(I create Breakout Rooms @ — Fillin the blank

® Rating Scale

4. You have the option of setting the question as Required, Show as dropdown, or
Create Breakout Rooms based on the answer selection. You can also add an image
to a question. NOTE: There does not appear to be an option to add an Alt Tag to an
image in Zoom.

ﬂ Untitled Question

(@ Single Choice |

[ Choice 1 ]

[ Choice 2 ]

+ Add Choice

C’ Required

C’ Show as dropdown

(I create Breakout Rooms @ e

5. The ellipses (three dots) allow you to select if the answers will be anonymous or to
make it a quiz and set correct answers. Correct answers can be set for single choice,
multiple choice, matching, and rank order.
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Test Quiz

1. Sample Question 1(Single Choice
True

False

+ Add Question

() Require answers 10 be anonymous

[ ] Make it & quiz and set correct answers

Cle -

6. Once Make it a quiz and set correct answers is marked, you will be prompted to set
answers for applicable quiz questions. Select set answer next to the question.

Test Quiz

1. Sample Question 1(Single Choice)

True

False

Please set answer

- 7

7. A window will appear for you to Select Correct Answer and then select Done.

Select Correct Answer

1. Sample Question 1 (Single Choice

True

2

Done

8. Onthe web-based Zoom site, you will see three types of Polls/Quizzes.
a. Polls: Only single choice and multiple choice question types
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b. Advanced Poll: Various question types but no correct answers.
c. Quiz: Various question types with correct answers selected.
9. Polls/Quizzes that are enabled will appear in all Zoom meetings as an option to
launch. Only 10 Polls/Quizzes can be enabled at one time.

O Name Type Question(s) Enable @
r—

(J sample Poliing Question e Polls 1 g o

() Zoom teatures Polls 1 C)

(0 TestQuiz Quiz 5 O

(O untitled Advanced Poll 3 Advanced Poll 2 O

O TestQuiz Quiz 1 O

Creating and Using Zoom Whiteboards

Whiteboards can be created in advance or during a meeting to allow students to interact,
annotate, and save the collaborative Whiteboards.

Zoom Whiteboard Settings
1. On the web-based Zoom site, sign into Zoom and select Settings and Whiteboard.
2. Review the various settings and select the options you would like to enable. Note:
For specific questions about a whiteboard setting, submit a service ticket.

Profile
‘ Q, search Settings ‘
Meetings
Webinars . . . . . . "
General Meeting Recording Calendar Audio Conferencing Collaboration Devices Zoom Apps [|Whiteboard
Personal Contacts
Whiteboards In-meeting Whiteboard In-meeting Whiteboard
QOut-of-Meeting Whiteboard
Recordings Al 1t ot whiteboard tent ()
Whiteboard Sharing Defaults ow exportorwhiteboard conten
Whiteboard Retention
Scheduler X © Host and Participants () Host only
Other Settings
Reports
Account Profile Allow participants to share whiteboard ()
By disabling this setting, nobedy else except the host can share whiteboards during the
meeting

In meeting Zoom Whiteboards
During a class meeting, a Whiteboard can be created.

1. Select the Whiteboard icon from the bottom tool bar.

T
e -

Whiteboards

2. Determine the settings for the Whiteboard and select Create.
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How do you want to open the board?

QO Collaborating

Meeting participants are granted edit permission
() Presenting
Meeting participants are granted view permission and the board is opened in presentation mode.

Allow persistent access to verified meeting participants after closing the whiteboard.

Host will own the whiteboard Cancel Create

3. The whiteboard is created and you can begin annotating or typing.

. = T & °c 8 EDO
iz
el
&
T
7]
o
=]
S
w

Q@ w- @ @

Creating Whiteboards Prior to Meeting

Whiteboards can be created prior to a Zoom meeting. This option is available in the Zoom
desktop app as well as the web-based Zoom site. It is recommended that Whiteboards are
created in advance for live-online classes.

1. Onthe web-based Zoom site, sign into Zoom and select Whiteboard
2. Alternatively, open the Zoom desktop app and select Whiteboard.
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Products

Zoom

Profile

Meetings

Webinars

Personal Contacts
1 Whiteboards

Recordings

Settings

Scheduler

Reports

Account Profile

S0

(2,

= m] 8] 5] 2
Team Chat Meetings Contacts Apps Whiteboards

3. Select New Whiteboard or New (in Zoom app).

+ New Whiteboard ‘

4. As an option, select a Whiteboard Template and begin creating your Whiteboard.

Whiteboard Tools and Features

There are various tools and features that are built into the Whiteboard.

1. Title your Whiteboard once it is created for easy filing and saving.
2. Select how you are viewing your Whiteboard.
3. Sharein presenter mode, set a timer, or use a laser.
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Janel Heitz's Zoom Meeting 2023-07-26 0... L= @ T,

Board History

Grid »
View >
Find
Export »
Leave Feedback
Vg Open in Browser
q:l Move to Trash
/7

About

4. Add acomment to an item on the Whiteboard for all to see.
Share the Whiteboard with a link.
6. Close the Whiteboard (the board will automatically be saved for the instructor).

9.8

7. Avariety of text tools are available for adding content to the Whiteboard.

g
ul

v

|

L @ B @ 9 N

+3
+

8. Undo and Redo buttons.
9. Magnification controls.
10. Mini Map- to easily find an item on the Whiteboard.
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11. Pages- to add a new page to your Whiteboard.

099

@ 100%w

12. When selecting an item on the Whiteboard, you can lock the item.

@

(]

Copy Link to Object

Info >
Unlock

Lock Settings >

13. Under lock settings, set who can unlock the item.

o

Lezesainnge > Only Owners/Co-Owners can unlock

v Editors can unlock

Using Zoom Apps

Zoom apps offer additional tools that are easy to access within Zoom meetings. New Apps
are constantly being created; if there is an App you are interested in using which is not
available, please request access. Apps have to be approved by the Zoom Administrator.

Searching Zoom Apps

There are thousands of Apps available for Zoom. To search these apps, visit:

marketplace.zoom.us

1. Use the search feature to find a specific app or browse the various apps based on
categories.
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https://marketplace.zoom.us/

Z00Mm App Marketplace I Q I

Discover apps

Explore 2,590 apps in Zoom App Marketplace

2. Once you have identified an app that you would like to use, select Request to Add.

AAAAAAAAA

App Marketplace -~ Music

ﬁ Music
..

i /A This app has additional
y Loom
requirements

Works In: Zoom Meetings,Zoom Webinars

3. You can add a reason why you would like the app and Send Request. The request is
sent to the Zoom administrator (Nathan Kraft).

Add reason (Optional) X

scribes the

Leave a note to the admin that brief

reason. This will help the review p

4. You will receive an email notification that the request has been submitted and the app
status will change to Waiting Approval.

App Marketplace = Music

A I

By Zoom A\ This app has additional

requirements
Works In: Zoom Meetings,Zoom Webinars

Accessing Zoom Apps
Zoom Apps can be accessed during a meeting or in the Zoom desktop app.

1. Select the App icon in a meeting or desktop app.

) 2 09 B cs (]
Home Team Chat Meetings Contacts Apps Whiteboards

2. Toggle to Add Apps. There are a few options of Apps that can be added. The Timer
and Virtual Backgrounds are two useful Apps.
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Apps S X

My Apps Add Apps

I Shared B @ Timer p Virtual Backgrounds
> > >
@ Zoom Rooms Controller N

Timer App

1. Once you are in the Apps section of Zoom, select Timer and Add.

@ Ti_mer

Other  Productivity

Keep control of your workday with the Timer App. Timer enables you to set timers, screenshare timers, and ensure your
meeting isn't going overboard.

2. During a meeting, you have a built-in Timer and Stopwatch. Selecting the App and
Timer during a meeting allows you to set the time and show the timer to all.

00:05:0

nin sec

Show timer to all @

3. Select start and the timer will begin counting down.
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4. The timer will also appear in the upper left corner of your screen. Closing the App
panel will not stop the timer. Students will see the timer in the upper left corner of

the instructor’s video.

5. When the timer ends, it will chime. The stopwatch functions in a similar manner to
the timer.

Virtual Backgrounds

Virtual Backgrounds provides a variety of images that can be used as a Zoom background
and can be easily set as your background within a meeting. No need to search for images,
download, and upload.

1. Once you are in the Apps section of Zoom, select Virtual Backgrounds and Add.

n Virtual Backgrounds

Other Virtual Backgrounds & Sc...

The Virtual Backgrounds app for Zoom allows you to select your favorite virtual background from over 2 million high-
resolution images

2. Search or browse for images that you would like to use as your background.
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< [ Virtual Backgrounds B 7 A -

Q. Search backgrounds

Nature Interiors Art  Travel

‘i“' Neha Maheen Mahfin ‘i“' Neha Maheen Mahfin

3. Select an image and Set Background to automatically make it your Zoom
background. This background also gets saved as a Zoom Virtual Background you can
select from for future meetings.

=z Loy Ll

Set Background

% Mennah Aman

Creating and Using Zoom Surveys

Upon completion of a Zoom meeting, the instructor can have a survey automatically deploy
to all students. This survey can be built in Zoom or using a third-party tool such as Microsoft
Forms. Assoon as the participant leaves the meeting, a browser window will appear to take
the survey.
Enabling Meeting Survey

1. Onthe web-based Zoom site, sign into Zoom and under Settings, select In Meeting

(Basic).
2. Next to Meeting Survey, select the toggle to enable surveys.
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In Meeting (Basic) Co-host [ @)

Webinars

In Mesting (Advanced) Allow the host to add co-hosts. Co-hosts have the same in-meeting controls as the host.
Personal Contacts

Email Notification

Meeting Polls/Quizzes ()
Other

Allow host to add polis before or during a meeting

‘Whiteboards
Recordings
() Allow host 1o create advanced polls and quizzes (D)

(O Allow alternative host to add o edit polls and quizzes
Scheduler ~

(CJ Require answers to be anonymous
Reports Allow host 1o Greate breakout rooms from poll results (7

Account Profile

weeting survey ©

Allow host to present survey to participants once a meeting has ended

Zoom Learning Center

Creating an After-Meeting Survey

1. Onthe web-based Zoom site, sign into Zoom and select Meetings.
2. Click on the Meeting Title that you would like to add a survey to. Note: Reoccurring
meetings will have the survey added to all meetings.

Tomorrow

Webinars

04:00 PM- 05:00 PM | Live online faculty training |
Personal Contacts

01:00 PM Pacific Time (US  Meeting ID: 920 0764 6330
Whiteboards and Canada)

3. Select Survey.

Profile

My Meetings > Manage "Live online faculty training "

Details Polls
Webinars h :

Personal Contacts

Topic Live online faculty training

4. To launch the Zoom Survey Tool, select Create new survey.

Profile
My Meetings > Manage "Live online faculty training "

Details Polls Survey

Webinars

Personal Contacts + Create new survey |+ Use a 3rd party survey

5. Create your survey question(s) and title the survey.
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Untitled Survey

[ Untitled Question /J ‘ ®) Single Choice ‘

[ Choice 1 ]

[ Choice 2 J

+ Add Choice

C) Required
@ Show as dropdown [

+ Add Question

6. A variety of question types are available.
)|
@ Multiple Choice
> Matching

th Rank Order

= Short Answer
= Long Answer

— Fillin the blank

(& Rating Scale

7. The Gear Icon (Settings) in the upper right corner will allow you to select if the
survey is anonymous, numbered questions, and show question type. You can also
edit the Feedback after submission.

Settings x
Require answers to be anonymous

Numbered questions

[ ] Show question type

Feedback after submission

Thank you so much for taking the time to
complete the survey. your feedback really

makes a difference.

8. The Eye Icon in the upper right corner will allow you to preview the survey.
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9. Select Save once you have completed the survey.

S
s o N -

Accessing Zoom Survey Results
Once the meeting has ended, the survey results can be viewed. You must wait until the
scheduled end of meeting, even if the meeting ends early.

1. On the web-based Zoom site, sign into Zoom and select Meetings and Previous.

Profile

Meetings
Webinars Upcoming |JPrevious| Personal Room
Personal Contacts [E Start Time to EndTime ]

2. Click on the Meeting Title where you would like to view the survey results.

04:00 PM - 05:00 PM ] Live online faculty training |"

01:00 PM Pacific Time (US  mMeeting ID: 920 0764 6330

and Canada)

3. Select Survey. Note: If no survey was created for the meeting, this item will not be
available.

My Meetings > Manage "Live online faculty training "

Details Polls

Topic Live online faculty training
Time Aug 2, 2023 01:00 PM Pacific Time (US and Canada)
Meeting ID 9200764 6330
My Meetings > Manage "Live online faculty training "
Details Polls Survey
Zoom Training Feedback Survey

7 questions Non-anonymous 2 responses
Survey Options  Edit

~ Show in the browser when the meeting ends

5. You have the option of viewing Results by Event or Results by Respondent. If the
survey was set up to not be anonymous, the results will be displayed by email
address.
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| Results by Event | IResults by Respondent I

Zoom Training Feedback Survey

@ Live online faculty training . 2 Responses v

1. Prior to this Zoom training, how would you rate your overall comfort (knowledge) with using Zoom? (Rating Scale
2(100)% answered
0/21(0)%
0/21(0)%
0/2(0)2%

0/2(0)%

N N N -

0/2 (0)%

0/2 (0%

0/2 (0%

0/2 (0)%

0 om N oW
[
=]

0/2 (0)%

Using a 3-Party Survey
1. Follow steps 1-3 under Creating an After-Meeting Survey.
2. Select Use a 3™ party survey and enter the survey link.

Profile
My Meetings > Manage "Live online faculty training "

Details Polls Survey

Webinars

Personal Contacts + Create new survey |+ Use a 3rd party survey

Use a 3rd party survey

Enter the survey link below *

| Paste survey link

NOTES: Any URL will work for the survey link. It does not have to be a survey, it
could be a video, reading, or assignment link that students should complete
after the meeting.
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Zoom Troubleshooting

Occasionally you or a student may encounter an issue with Zoom. Below are some steps to
follow in order to troubleshoot the issue and who to contact if the issue persists.

1. For audio and video issues, try testing the audio and video or be sure to select the
correct camera, microphone, and speaker.
a. Ifissues persist, leave the meeting and restart your computer.
i. Be sure to notify students or instructor prior to leaving.
ii. Asatemporary solution, consider joining via a mobile device.
2. For connectivity issues or an unstable internet connection, consider switching to a
mobile device if the meeting gets dropped.
3. For persistent issues or issues you are unable to troubleshoot, submit a service
ticket.
a. Faculty can also CC AV@bellevue.edu on their service ticket request.
b. Students should be directed to submit a service ticket.

Zoom for Mobile

Zoom offers a mobile app that can be downloaded for both Apple and Android devices
including phones and tablets. While it is preferred that students (and instructors) access
their live-online classes from a computer, sometimes circumstances will require the use of a
mobile device. It should be communicated to students that a mobile device should not be
the primary method of joining their class since it has limited sharing and collaborating
features (harder to share screens, see all students, participate in the chat, etc.).

Video Tutorials on using Zoom Mobile Apps:

Apps in Law. (2020, Apr 8) 7 Tips for Using Zoom on an iPad or iPhone [Video]. YouTube. URL
https://www.youtube.com/watch?v=KldodM2dvxA

Finio, B. (2020, Apr 7) How to Use Zoom on Your Phone (Android) [Video]. YouTube. URL
https://www.youtube.com/watch?v=TKHZuJIHLuk
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\Versions

Version Date Developer Name Description of Changes
1 08.14.2023 Janel Heitz Document Creation
2 03.07.2024 Janel Heitz Added information for Blackboard Ultra
Disclaimer

Although we have made every effort to provide you with accurate instructions and
screenshots, we encourage you to reach out to us if you note any discrepancies or
inaccuracies with the process/steps provided.

To recommend a change, please submit a service ticket.

Copyright © 2023 Bellevue University. All rights reserved.

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form by any
means—electronic, mechanical, photocopy, scan, recording, or any other—without the express prior written
permission of Bellevue University and Design and Development.
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