[bookmark: _GoBack]Zoom for beginners:
Sign up for a Free Account
Join a Test Meeting (try out audio and video – you are alone in this meeting)
· Do you speakers?
· Do you have a microphone?
· Do you have a camera?
Register for a free live training class - Some suggestions are:
· Getting Started with Zoom Meetings
· Zoom Meetings
· Zoom Meetings for Education (Students & Educators)
***Once you know what you are doing, offer to have some one-on-one “practice” meetings with members*** (I’ve learned a lot from these) 
Explore your Account Settings
· Polling - use for checking attendance/attention
· Attendee Attention tracking
· Reports - who attended, when did they arrive an leave)
· Pre-registration for the meeting is required for this – see check box when setting up meeting
· Non-verbal feedback - raise hands
· Breakout Rooms - split group up, host and co-host can visit rooms

The following pages have a screen shot of a mock class meeting I scheduled:
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Meetings >

My Meetings - Edit "Mock Class Session"

Topic | Mock Class Session |
Description (Optional) Enter your meeting description
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When

[ 03/30/2020 | [ 100 v PM v

Duration
Time Zone
[ Recurring meeting
Registration Required
Meeting Password Require meeting password | 024268
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Meeting Password

Video

Meeting Options

Alternative Hosts

@l Require meeting password | 024268

Host ®@on O off

Participant ©on @ off

© Telephone ~ © Computer Audio @ Both

Dial from United States of America  Edit

) Enable join before host

I Mute participants upon entry

) Enable waiting room

(] Only authenticated users can join

) Record the meeting automatically ~ © On the local computer

Example: mary@company.com, peter@school.e

Save ‘ Cancel

® Inthe cloud




