Quick Tips for Zoom Meeting Controls

Record the meeting and
Invite participants via choose to save the
email to join the meeting recording to your files or
in the Zoom cloud
Share your screen, a (7 day max) Leave the meeting
Mute or unmute your specific window, or use or end the meeting for all
| microphone the whiteboard participants
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Unmute Start Video Invite Manage Participants Share Record Breakout Rooms
Monitor participants’ Create breakout
S nonverbal feedback and sessions that split off
tart orbstop manage their meeting from the main Zoom
yourwebcam roles Chat with all participants meeting

or specific ones
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Mute/Unmute Share Breakout Rooms

- _ () Select a window or an application that you want to share @ X [ Create Breakout Rooms B b’
Select a Microphone

Basic Advanced

Desktop Microphone (Microsoft® LifeCam Cinema(TM))

+/ Transmit (Plantronics D100-M) Assign 0 participants into 1 . Rooms:
Same as System , #  Automatically Manually
Select a Speaker -
v Receive (Plantronics D100-M) Screend Screen2 Screen3 Whiteboard 0 participants per room
Speakers / Headphones (Realtek Audio)
4 - DELL P2418HZm (AMD High Definition Audio Device)
Same as System [yel
Test Speaker & Microphone... ’ Breakout rooms allow you to split your Zoom
Switch to Phone Audi... preneiee meeting in up to 50 separate sessions.
Leave Computer Audio T —— .
Audio Settings... ! I 2 Breakout Rooms - Mot Started I} >
» Breakout Room 1 1
Vi. -
Start Video J[KEZE(ED}(Eqmp](STZVZ..‘E *Interactive Zoem [Dntrm‘ Snipping Tool ’?fé Untitled-1 @ 100% (Layeu.m + Breakout Room 2 Assign
Share computer sound Optimize for full screen video clip m
Meeting participants can’t hear you?
V Click unmute If you would like to switch windows (e.g.
" Select a microphone PowerPoint to a browser) during screen sharing,
V Check the volume on your choose to share your desktop.
computer
N Test mic with participants »  Ifyou share a window, the screen sharing will
only show that window.
»  Check the “Share computer sound” box to
Can't hear the meeting participants? ensure participants can hear videos you share
»  Ifyou share a desktop, you can switch
vV Click unmute between windows and applications. Recreate ~ Qpfims = | Adda Room
" Select a speaker
vV Check the volume on your The meeting host can choose to split the
computer participants of the meeting into these
N Listen for participants separate sessions automatically or manually,
2 OOI l . and can switch between sessions at any time.
o For more information, visit: Contact Us
I GC itac.txstate.edu/support/online-meetings L 512.245.ITAC (4822)
IT ASSISTANCE CENTER itac.txstate.edu/support/online-meetings-consult ¢ livechat.itac.txstate.edu
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