Scheduling, starting, running a meeting

After signing in, you may wish to set up a one-time or recurring meeting OR start a meeting, or run the meeting. To do so, select meetings from the landing page

< C (Y @& mitzoomus/meeting

zoom SOLUTIONS +  PLANSGPRICING  CONTACT SALES

Profie Upcoming Meetings
Schedule a New Meeting

Webinars

Personal Audio Conference

Recordings

Sattings

If you established default Meeting settings, these will automatically populate. You may change these settings for any new meeting. Be
sure to select “generate meeting ID automatically”.

zoom SOLUTIONS v PLANS&PRICING  CONTACT SALES

Profile My Meetings » Schedule a Mesting
m Schedule a Meeting
‘Webinars
Topic [ Py Meeting
Personal Audio Conference
T Description (Optional) Enler your meeting description
Settings
Account Profile .
Whe 03/19/2020 m | 100 w || Aamow
Reports
Duration 0 e[ o -
Time Zone (GMT-4:00) Ezstem Time (US and Canada)
Attend Live Training

Video Tutorizls Recurring meeting

Knowledge Base

Reglstration Required
Meeting ID ® Cenerate Automatically Personal Meeting 1D 521-806-4916
Meeting Password Require mesting passwerd
Video Host on @ off
Participant on @ off
Audic Teleghane Computer Audic @ Both
Dial from United States of America and othes 54 countries  Edit
Meeting Options ® Enable join befere host
¥ Mute participants upan entry Alvernative Hosts Example: maryE@oompany.com, peter@school.edu

Enable waiting room

Only authenticated users can join

Save Cancel

Breakout Room pre-assizn

Remember to save each meeting.




Meeting options: One time

When 03/19/2020 m | 1100 e || Am v
Duration 1 v | h o « | min
Tlme fone [GMT-4:00) Eastern Time [US and Canada) o

Recuring meeting

Meeting options: Recurring fixed time

hen 03/19/2020 M | 1100 o || A
wation 1 v | hi 0 v | min
ne Zone [GMT-4:00) Eastern Time [US and Canada) v

# FRecurring meeting  Every week on Thu, until Agr 30, 2020, 7 cccurrencels)

Recurrence Weskhy| -

Repeal every [ °
Weekly
Ocours on | mManitt e Wed & Thu Fri Sat
End el
da . .
nd cate | m After| 7 ¥ |occurrences

Meeting options: No fixed time or frequency (used to connect with others “on demand”)

¥ Eecurring meeting

Recurrence Mo Fixed Timg d

Meeting ID @ Generate Automatically Personal Meeting

Mo Fimed Time



Invite others to the meeting

Click on the meeting in the “upcoming meetings” tab,

ZOOI' T] SOLUTIONS +  PLANSGPRICING  CONTACT SALES

Profile Upcoming Meetings revious Meetings Personal Meeting Room Meeting Templates

Schedule a New Meeting Joln @ meeting from an H.323/5IP room system

Webinars

Personal Audio Conference
Start Time Topic Meeting ID
Recordings

Recurring test meeting s23 ]
Settings

Account Profile

Reports

Then click on “Copy this invitation” —it is a hyperlink

Zoom SOLUTIONS ~  PLANSGPRICING  CONTACT SALES SCHIDULEAMEETING  JOINAMEETING  HOSTAMEETING + Q SIGN OUT

Profile My Meetings ~ Manage “test meeting*
[ 5ot vieeare ]

‘Webinars
Personal Audio Conference Time Recurring meeting
Recordings Add to [ Google Calenda ] [ ﬂi Outlook Calendar [ics) ] [emn;; Calenda ]
Settings
Account Profile eting 1D sxsd ]
Reports

Meeting Password Require meet

Invite Attendees Join URL: hitps:#mit.zoom.us/|/623670909 & Copy the Invitatior
At4and 1 s Training

Which produces the image below. Select the “copy meeting invitation” and paste this into your usual form of communication to attendees (an email, etc.). This action
will provide every recipient with the hyperlink to the meeting. You may also paste this into your calendar.

Copy Meeting Invitation

Meeting Invitation

Donnz i Jer & Inviting you to a scheduled Zoom mesting, =

Toplc: test meeting
Time: This ks a recurring meeting Meet anytime

Join Zoom Mesting
hutps:fmitzoom.us//623670__

One tap mobile

+16465588656,.6236 70909# US (INew York)
+16699006833. 623670909% US (52n Jose)
Mesting ID: 623 870 909

US: +1 644 558 B656 or +1 669 P00 &833

international Numbers: hitps:ffmit 200m.us/u/3cnASULZ I8

Jain by SIP

Copy Meeting invitation [ fRSRNSH]



Start and run a meeting options:

Start a recurring upcoming meeting:

SCHEDULEAMEETING  JOINAMEETING  HOSTAMEETING E

ZOOIM  sownows.  mansamione  conmac

Prafile Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates Gt ol
m PINTEPYIRRSO  oin = meeting from an H.323/S10 T
wiebinars.
Persanal Audio Conference
Start Tine: © Topic ¢ Meeting I
Recordings
Recurring test meeting PRV — s | Do
Copy Meeting Invitation
Mesting Invitation
Donna {__ber ks inviting you to a scheduled Zoom meeting. -
Topic: test meeting
Time: This is a recurring meeting Meet anytime
Join Zoom Meeting
ttps:fmltzo00m s/} 623670
One tap mobile
+16465585656, 6236 T0909E US (New York)
+16£09006833, 6236709094 US (San Jose]
Mesting I0: 623 670 909
S +1 644 558 B656 or +1 460 $00 4835
International Numbers: hitps:#/mit 200m.us/u/acnASULZIE .
Join by $IP 4
ofle Upcoming Meetings Previous Meetin, ‘ersonal Meeting Room Meeting Templates
Schedule 3 New Meeti Joimar
Webinars.
ersanal Audio Conference
Start Time © Topic Meeting I
ecordings
doug2 s70-3lJsa Strt || Delete
ettings
Fil, Man s72-0L 38 sert || Detet
ccount Profile
02:15 1
eparts
g Fri. Mar 13 200m test 1 A465-20 13 stort || Delete

10:00 AM



Running the meeting:

Muting:

Select Manage Participants where you may Mute / Unmute all — this is helpful when attendees may not be muted resulting in the meeting filled with background noise.

Mute All Unmute All

To: O File

Everyone v

-~ g Ll. ! ] Type message here...

5
% Donn

Unmute Stop Video Invite  Manage Participants Polls

Chat: Everyone

You may select Chat with everyone, or use the drop down menu to chat privately

52 Enter Full Screen v Zoom Group Chat

To:  Everyone v O File

ln 2~. ! |.|| Type message here...

Unmute Invite  Manage Participants  Polls




Manage questions by asking attendees to “Raise your Hand”:

To do so, an attendee may select Participants, then select either unmute or raise hand

Then the host sees the attendee with a blue hand in the upper left corner

E)
= Yvonne\



Share screens: You may share your screen or enable others to do so

) Zoom Meeting 62|

52 Enter Full Screen ~ Zoom Group ¢

To: Everyone v

xn 2\ ! |.|| Type message here...

Unmute Invite Manage Participants Polls

7 Donne __

and then select what you want to share from those open on your computer (Screen, Whiteboard, a web page, a document, etc)

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

Basic

y 4

Note “Screen” displays Whiteboard tool

everything on your desktlop
Whiteboard

A document

Your browser

Launch Meeting - Zoom...ﬁi Zoom cheat sheetD...@



Break out rooms: This involves some prior work on the meeting set up

One method is to assign attendees to break out rooms automatically. In the meeting set up (or edit meeting):

Meeting Options ¥ Enable join before host

# Mute particlpants upon entry
Enable walting room

Ondy authenticated users can join

¥ Breakoul Room pre-assign

+ Create Booms £ Import from CSW
Or you may create the breakout rooms yourself in the edit meeting screen

kMeeting Options ¥ Enable join before host

# Mute participants upon entry
Enable waiting room

Dindy authenticated users can joimn

¥ Breakout Room pre-assign
+ Create Bosoms * Import from C5WY

Then create rooms and assign attendees to the room either one at a time (left photo) or a CSV file (right photo)

Breakout Room Assignment 1 oo, o perticians

Assign participants to breakout rooms by adding their email. You can create up to 50
breakout rooms and assign up to 2 total of 200 participants.

Roaims E] Breakout Room 1

Breakout Room 1 o Adid participants

Mo participaits yet

Breakout Room Assignment 1 cems 0 perticinants
Assign participants to breakout rooms by adding their email. Youw can create up to 50

breakout rooms and assign wp to 2 total of 200 participants.

Rooms E] Breakout Room 1

Breakout Room 1 o Add participants

Mo participants yet




”r

A CSV file is just an Excel file saved in a “comma”’ format. Once created, use the import from CSV file. A sample CSV file is shown below:

A E
1 |Pre-assign Room Mame Email Address
2 rooml d Bmit.edu
3 |rooml i nit.edu
4 rooma2 dl_, edu

Create the Excel file:

File name: | break out room today,

Save as type: | C5V (Comma delimited)

then save the file in the CSV format:

then import the file into Zoom:

Import Rooms and Participants from CSV file

CSV format requirements: Breakoul room name, email. Click to download the template

Drag & Drop your CSV file



As long as you enabled break out rooms in meeting set up, you may also create or edit break out meetings in real time

Closed Caption

Breakout Rooms

p A’ ull

Invite Manage Participants Polls

Assign 1 participants into 1 . Rooms:

s Automatically Manually

1 participants per room

| |
Which opens up this screen



When you are ready, open the rooms and later close the rooms which will send attendees to the plenary meeting screen.

) Breakout Rooms - Mot Started >
* Breakout Room 1 1
Yvonn ...

=

Recreate ~ Options ~ Add a Room Open All Rooms




