LOOM ROOM TRAINING

For Faculty, Students, Staff & Presenters
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Instructions for Presenters/Zoom Room Hosts:

TABLE OF CONTENTS

Instructions for Everyone: /oom Projector — How to Connect
N | > Slides 11-12
ool WARNING SRS el Zoom Room iPad — How to Start Meefing
L ’ ’ > Slide 13
ZoomiPad Do’s & Don'ts Presenter Laptop — How to Join & Share Screen
> Slide 4 > Slides 14-21
Zoom Computer Trouble Shooting How to Manage Video, Room & Participants
> Slide 5 & Slide 12 > Slides 22-24
How to Use Chat Function
Zoom Scheduling Instructions: Ovi Slide 25 crrunet
Zoom Room Scheduling How to Leave Meeting
> Slide 6 > Slide 26
Loom Meetfing Scheduling How to End Meeting — Room host must end it!
> Slides 7-10 > Slide 27
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FOR ADMIN
USE ONLY

- DO NOT touch Zoom Room iPAD before you complete training

- 3 simple motions can disconnect Zoom (i.e. tap, tap, swipe)

- This would require IT to come over & manually enter 25-entry case protected
account password: (ie.abcd EIEIO 123459 hike ...)
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DO ! S & DON ’T,S i Click on Meet

Now for instant
meeting

No one is invited. ¢ /§ ® REFF"ESH Meeiing LiSi',

@ @ ly if needed

Stop Video

888-799-9666

Q3 Sales Meeting

ID: 888-799-9666
f 3 ‘\I @ \/_\ ! ‘ 4 Q3 Sales Meeting
\ \ / J J
y / \ / \ }
N/ NG

Team Check-In

< J/ S - Jesotis ID: 384-529-7663 ‘ 09:45 AM
Camera Lontrol Manage Participants Invite Start Recording ings :

= Marketing Update _ .
2\ } Meeting ID: 888-799-9666
ID: 910-294-3924

e
W1
I:—) ) @/ ) @ J;hn and David Discuss...
ID: 652-748-9217
O

Denver Office Weekly Up...

\@ Q/ ' ID: 763-054-8372

Leave

* Please DO NOT click on
buttons you will not need!
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If you see a computer screen
saver or CHEG-CONF (enter
password),the Zoom
Computer is not connected

Turn on mouse (in podium)
and click on screen

Restart computer

Computer should re-login to
/oom (automatically)

UNIVERSITY o/ DELAWARE

Chemical & Biomolecular
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g “‘hﬁ*lu‘:’;“ 7o ,_ ' = ::’:’ ~f i'
'Tap iPad to Start

Test Meeting

SHOION S\ IERSHCION 2\

Meeting ID: 999-594-583
Host: Wagner Group




LOOM ROOM SCHEDULING

| search  subscribe print options help login

movered By . YWebEvent

- Make areservation for 366 CLB
via CBE WebEvent Calendar

- Include ZOOM ROOM MEETING
in Event Title and indicate:

v Is this a RECURRING meeting with
internal only participants?

v Internal meeting ONLY or External
participants?

v Do you want a passworde NOTE: A
password will be required if you
need a unigue ID Code (same
code every time)?¢

Add New Event
Add New Event ] \\
N O\
Basic Options
nt Title: Wagner Group —Zoom Room Meeting
Category: Unspecified ¥

Date:
tart Time: hour ¥ | {minute ¥| a.m. ¥
End Time: hour ¥ | :minute ¥ | |a.m. ¥

Special: Mark as Busy All Day
Make it a To-do
To-do Completed

Description: * Wrapped Pre-formatted

This is an internal recurring group meeting —
please use a confidential unique ID Code and

\\\\\\§ Use the password TESTMe

Project/Account Name:

Add New Event Cancel

_UNIVERSITY o/ DELAWARE
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Follow up with your support person to ensure Zoom
Meeting is scheduled in 366



ADMIN ONLY SCHEDULING INSTRUCTIONS

DEPT Leave/|

Folder View

5 Ignore x N —~ .
a )&')& Clean Up - L_é H Lﬁ E‘. MEEtlng

ADOBE PDF ) Tell me what you want to d

New  New htart Instant g Delete Reply Reply Forward [T ~
. _ Junk * CaMore~ |
Email Items - Meeting ~ dxun All -
New Delete Respond
> Favorites € | [Search DEPT Leave/Postdocs (Ctrl+... £ | Current Folder ~
(= Rey
Future Faculty Workshop Al Unread T Newest I
4 Yesterday
MASM
D .
> CPD Yan, Yushan; Halberg... .
CBE Postdoc Leave for August ... Fri 2:44 PM
DEPT Leave/Postdocs 32 Kristi, Got it ... Yushan Hi Nc
Dept Seminars/Picnics/C... - -
8 b Halberg, Kristin; Bingj...
Faculty Senate / Meetings CBE Postdoc Leave for August .. Fri 1:14 PM ‘
FormS/Templates/Systems Hi Bingjun, We would like them
IT/Supplies/Work/Safety Halberg, Kristin
CBE Postdoc Leave for August ... Fri 1:11 PM

MEPT 4+1/Cert . .
Hi Bramie, CBE Postdoc

MEPT Admissions

- To Install Zoom Room Plugin
contact COE-IT for:

v Secure Outlook plugin link

v Confidential Zoom account
username

v Confidential Zoom password
(via Dropbox)

- Click on Schedule a Meeting

UNIVERSITY o/ DELAWARE

Engineering
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ADMIN ONLY SCHEDULING DO'S & DON'T'S

- Video: Choose Off
- Audio Options: Choose Both
- Meeting Options:

v Click on Enable join before host

v DO NOT Use Personal Meeting ID if
external parficipants

B! Zoom - Schedule a Meeting
Video (when joining a meeting)
Host: On & Off
Participants: On ® Off
Audio Options

Telephony Only Voip Only ‘ 8 Botﬁ)

Meeting Options

Require meeting password

v For internal use ONLY, Require meeting 7‘ Enable join before host
\\

password to Use Personal Meeting ID

(set unique password)

v DO NOT Save and do notf show again

- Click Continuve

Use Personal Meeting ID 123 456 789

Record the meeting automatically on the local computer

Sa:.@-and-do-uox-show-agah*

Cancel

UNIVERSITY o/ DELAWARE
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ADMIN ONLY SCHEDULE DATE, TIME & ROOM

Table Tools

(UCEel Insert FormatText Review Design Layout

CHEG Admin's Zoom Meeting - Meeting

Q Tell me what you want to do...

Start time

End time

Sat 9/2/2017 El 7:00 PM

All day event

Sat 9/2/2017 El 7:30PM -

200m

Hi there,

CHEG Admin is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting

x ® [T Appointment Q) E;‘ [ Address Book Z Mooy <O Recurrence [ a
<
B Scheduling Assistant & / & Check Names & Time Zones n ! X
Delete [ Cancel Change Skype  Meeting  Cancel . 15 minutes < . Categorize Office
2 Settings Meeting  Notes  Invitation (D Response Options - 22 Room Finder @ Add-ins
Actions Zoom Show Skype M... | Meeting... Attendees Options 51 Tags Add-ins | A
@ vou haven't sent this meeting invitation yet.
From khalberg@udel.edu
=1 To..
Send \\\\\
2 Subject CHEG Admin’s Zaom Meeting
Locatjon hitps://700m.us/i/536821665 -

Rooms... |

- Schedule Date & Time:

v Enter Start time date/time
v Enter End time date/time
v Enter All day, if needed

Select Rooms: All Reoms

Search: (®) Name only () More columns

Address Book

cb Go All Rooms - khalberg@udel.edu > Advanced Find
L
‘*"1 ame Location Business Phone Capacity Description  E-mail Address
CLB-240 Room CLB-240@win.udel.edu ~

Controlled via ..
ot Cousgnference ...
@earsun.
CRESP Video Confere..
CS5-TestRoom1
CSS-TestRoom2
DAR 83 E. Main Boar...
DAR 83 E. Main Conf...
DAR 83 E. Main Meeti...
DAR George Evans C..
DLLC-Rollins Confere...
DLLC-Room 201 Con..

ENGL-302 Compositi.

Room
Room
Room
Room
Room
Room
Room
Room
Room
Room
Room
Room

win.udel.edu
coe_cho_conf@udel.edu

arsc-comm-231pearson..
OET-CRESP201@udel.edu
CS5-TestRoom1@udel.edu
CSS-TestRoom2@udel.edu
DAR83emBoardRoom@u.
DAR83emConferenceRoo...
DAR83emWorklLounge@...
DARGEConf@udel.edu
dllc-rollinsconferen@udel...
dllic-room201@udel.edu

engl-room-302@win.udel..

- Schedule Room:;

v Click on Rooms
v Search for CLB

v Click on CLB-366
v Click OK

Rooms ->

CLB-366

Microsoft Qutlook X

| Do you want to update the location to 'CLB-366'7

oK

Yes

No

UNIVERSITY o/ DELAWARE
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ADMIN ONLY SCHEDULE PARTICIPANTS

Location: CLB-366 (should
be auto populated)

. To:

v CLB-366 (should be auto N

populated)

v Enter email address of
participants

- Rename Subject, if needed

Click Send

& Table Tools CHEG Admin's Zoom Meeting - Meeting

Insert

X @

Delete

Actions

=

Send

G-

Meeting

Format Text Review Design  Layout

@ Tell me what you want to do...

oy Appointment Address Book
[ Appointment @\E N3] | L Z Meusy
P scheduling Assistant ¥ = Check Names
Cancel Change Skype  Meeting  Cancel lj . - B 15 minute
Settings Meeting  Notes  Invitation esponse Options
Zoom Show Skype M... Meeting... Attendees

From

@ vou haven't sent this meeting invitation yet.

khalberg@udel.edu

- O Recurrence
& Time Zones
s - 22 Room Finder

Options n

CLB-3

——
66; Halberg, Kristin; 'cmet-faculty@udel.edu'; cmet-students@udel.edu; Wagner, Nor_rngu—.;'}

Subject CHEG Agmin's Zooim wm

Location ‘CLB-SGG )

Start time Sat 8/2/2017 El 430 PM - All day event
End time Sat 9/2/2017 M| |s00PM .

Join Zoom Meeting

US: +14086380968,,269611976# or +16468769923,,269611976#
https://zoom.us/|/269611976

iPhone one-tap :

Meeting URL:

Join by Telephone |

Dial(for higher
quality, dial a
number based on
your current
location) :

US: +1 408 638 0968 or +1 646 876 9923

Meeting ID: 269611 976

Categorize

Tags

Office
Add-ins
Add-ins = A

Rooms...

UNIVERSITY o/ DELAWARE

Chemical & Biomolecular
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LOOM PROJECTOR CONNECTION

- Turn ON power to projector, then
click on HDMI/VID COM to
connect to Zoom

- Do not click on VGA
- Trouble Shoofting:

v If panel doesn’t connect right
away to Zoom contact x4500 or
come to 233 CLB

v Do not use the volume switch — it

IS Not connected.
UNIVERSITY o/ DELAWARE
Chemical & Biomolecular
Engineering
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If you see a computer screen
saver or CHEG-CONF (enter
password),the Zoom
Computer is not connected

Turn on mouse (in podium)
and click on screen

Restart computer

Computer should re-login to
/oom (automatically)

UNIVERSITY o/ DELAWARE

Chemical & Biomolecular
Engineering

- “‘%&#‘“r:&‘.“ T '-?55‘1 jis 5
r < T il L : '.’,

' Tap iPad to Start

Test Meeting

-

M R

SHOION S\ IERSHCION 2\

Meeting ID: 999-594-583

Host: Wagner Group

12



[OOM ROOM IPAD

Saturday, October 15, 2016 (Today

?:-;:00 AM Meeting with J:)-hi'l:' :e !
("“u ID: 680-731—521::.:;‘1-" =
T
)
— 8:00 AM - 9:00 AM

Meeting ID: 680-731-521

Meeting with John

Go to Zoom Room iPad, click on:
v Meeting List, if needed

v Meeting Event, if needed

v Start

iPad may appear orred
around your meeting tfime

Begin meeting promptly or you may
need to schedule a new meeting

UNIVERSITY o/ DELAWARE

Chemical & Biomolecular
. 13
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JOIN MEETING ON
LAPTOP

- Go to email meeting invite

or https://Zoom.us

. Clickonlink to: JOIN ZOOM MEETING

- Download Zoom, if needed

o

200Mm

Hi there,

TEST ADMIN is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting

&€C_Password: TESTAdmin =~ 3

iPhone one-tap :  US: +14086380968,,338177267# or +16468769923,,338177267#
Meeting URL: https://zoom.us/j/338177267 ?pwd=dWfDBf4gGmUIIRWH7q0vkg

Join by Telephone

Dial(for higher

quality, dial a US: +1 408 638 0968 or +1 646 876 9923
number based on

your current

location) :

.
Qeeting ID: 338177267 g

Engineering

International numbers

_UNIVERSITY of DELAWARE

Chemical & Biomolecular
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LAUNCH ZOOM MEETING

@ Secure | https://zoom.us/j/3381772677pwd=dWfDBfAgGmUIIRwH7glykg&is

https://fwww.google % Welcome to the Uni

Zo00m

% Chemical and Biomo! [ University of Delawa

tatus=success

Open Zoom Meetings?

Remember my choice for Zoom Meetings links

Open Zoom Meetings Don't open

Please click Open Zoom Meetings if you see the system dialog.

f nothing prompts from browser, download & run Zoom.

_UNIVERSITY of DELAWARE

Chemical & Biomolecular
Engineering

x [y Welcome to Sites LI = Works - Hon

Click on:
Open Zoom Meeting

Enter Meeting ID#
(from email):
338 177 267

Enter Password, if
needed, (from email):
TESTAdmin

15



JOIN AUDIO

- If you are in Zoom Room:

v Click on Join Audio
Conference by Computer

v DO NOT Automatically join
audio by computer when
joining a meeting

v Use Zoom Room mic ONLY
(do not use laptop mic)

& Choose ONE of the audio conference options

b

e

Join Audio Conference by Computer

Test Computer Mic & Speakers

A —

UNIVERSITY o/ DELAWARE

Chemical & Biomolecular
Engineering
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JOIN AS

- Enter Your Name as you
want participants to see
(i.,e. Seminar Speaker or
your name)

- DO NOT Remember my
name for fufure meetings

- Click on Join

& Zoom

Please enter YOUTr Nname.

EV/////

Your Mame:

\\\\\%

UNIVERSITY o/ DELAWARE

Chemical & Biomolecular

Engineering
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SHARE SCREEN

2 Zoom Meeting ID: 338-177-267

8

Meeting Topic:

Host:

Invitation URL:

Participant ID:

Join Audio

Computer Audic Connected

Talking: CHEG Admin

THIS IS A TEST Zoom Meeting
CHEG Admin
https://zoom.us/j/338177267?pwd=dWfDBfdgGmUIIRwH7g0ykg

Copy URL

37

Ij\\\\\

©

Share Screen Invite Others

UNIVERSITY o/ DELAWARE
Chemical & Biomolecular
Engineering

Click on: Share Screen
DO NOT Join Audio —

use
Zoom Room mic ONLY

18



SELECT APPLICATION

Open window or application for
presentation

DO NOT Share computer sound

You can Optimize for full screen
video clip, if needed

Click on Share Screen

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

Calendar - khalberg@ud... m 2 Reminder(s) THIS IS A TEST Zoom M... )

Share computer sound Optimize for full screen video dip

_UNIVERSITY o/ DELAWARE

Chemical & Biomolecular
Engineering




MUTE MIC & SHARE SCREEN

Y

- | ﬂ..l I *E

Start Video Manage Participa Manage Participants [Alt+L) ESeee Annotate
B Stop Share

Vo~ Wi A L e

Mute Start Video Invite Manage Participants Share Screen Breakout Session

- Make sure Share Screen is highlighted green

_ UNIVERSITY o/ DELAWARE

Chemical & Biomolecular
20
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PAUSE, RESUME, NEW OR STOP SHARE

P
2

Click on Pause S ' ..3" P
Share (if you need ; . - =
) 3 Audio Manage Participants New Share Pause Share Annotate
TO SW|TCh Ops @ Stop Share Options

without viewers seeing)

Click on () Zoom - Free Account — X

Resume Share

CHEG Admin =~ LF Settings

or New Share , > L
b L'

Click on Audio Manage Participants New Share

s.l.op Share 4 Your screen sharing is paused
%
when done 2
UNIVERSITY 5/ DELAWARE
Chemical & Biomolecular 21
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START & STOP VIDEO

/////4 Ir;{\ Halberg

..mz"‘ A i I y {

Start Video Manage Participaniiialet ke FEER U <hare Annotate

- Click on Start Video if you want to share
your video

¥ F U ®

Invite Participants Share Screen Chat

- Click to Stop Video

UNIVERSITY o/ DELAWARE

Chemical & Biomolecular
22
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MANAGE PARTICIPANTS

AL ® X 55

Manage Participants Share Screen Record Breakout Session

- DO NOT use laptop to Manage Participants, use iPad ONLY

=) - Use iPad fo Manage

Participants (2)

Participants

ﬁ, Aidan Cros... (Host, me, participant ID: 47)

e | Use Mute/Unmute or

Stop Video ONLY

- DO NOT use Make
Host or Make Co-Host

_UNIVERSITY of DELAWARE

Chemical & Biomolecular
23
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INVITE

Gallery View

Mute Microphone

(TR

([ <+> |
\ /

Camera Control

Wl

Start Video

1!.1

Manage Participants

%26 PM

888-799-9666

OIOX

Stop Video

f
[ \ [
\ r[ l.

Manage Participants

[>

(o) (o (&)

Share Contert

\

1

/ \ O /
lvite | % Start Recording

- Invite Participants with
laptop or iPad

© Invite people to join meeting 675-891-556

Copy URL

Choose your email service to send invitation

Default Email

Copy Invitation

Gmail Yahoo Mail

UNIVERSITY o/ DELAWARE

Chemical & Biomolecular
Engineering

- Choose your email
service to invite

B 1 M ComposeMail-kphalb X 4+
o] ‘m " mail/ fa 18t . .
& google.com /il . in : 3

Please join Zoom meeting in progress

To khalberg@udel.edu » |
Please join Zoom meeting in progress

You are invited to a Zoom meeting now.
Join from PC, Mag, Linux, iOS or Android: https://zoom.us/j/675891556

Or iPhone one-tap :
US: +14086380968.,675891556# or +16468769923, 675891556#
Or Telephone :
Dial(for higher quality, dial a number based on your current location) :
US: +1 408 638 0968 or +1 646 876 9923
Meeting ID: 675 891 556
International numbers available: https://zoom.us/zoomconference?m=RWBbplJKQdM7YFRIud4kUtzB403DS4Tp

SansSerif - T- B 7 U A -

o

I
(<)
v
o
&
Q

24



¥ o~ v 2o L @ e =

Mute Start Video Invite Manage Participants  Share Screen Record Breakout Session
- Use your laptop fo invite T ———— o
participants fo chat © Zoom Group Chat - 0 X breryone
Please mute your mics, we are ready to start.
R CHEG Admin: (Privately)
° C“C |< on Chq‘l' Everyone that we expected its here in the
room and we can hear and see the presenter.
CHEG Admin to Everyone
° Use drOp dOWﬂ anrow v Can you see the presentation clearly?
Yes, we can.
. |_|: you WO n_l_ ChO_I_ _I_O go _I_O o Cam‘.I:I—E'E Admin: (Privately)
everyone, SeleCT Everyone To: CHEG Admin ~ € (Privately] More
Can you adjust the lighting in the room?
- Send chat (Privately) by o Qo S e
Hi Everyone, please mute your mic - we are about to
selecting individual only sart
UNIVERSITY o/ DELAWARE
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LEAVE MEETING

2
b4

Mute

Stop Video

Click on foolbar to
Leave Meeting

Confirm in popup
Leave Meeting

Please walk over to
Zoom Room iPad

dc

Invite

U ® @

Participants Share Screen Chat Record

(W Leave meeting X
Do you want to leave this meeting?
I'd like to give feedback to Zoom
Leave M;etlng Cancel
UNIVERSITY o/ DELAWARE
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END MEETING

Use iPad host control to « Go foZoom Room iPad

End Meeting « Click on Leave

coo-790.9066 G | » Click on End (End Meeting for All)

@ @ T & End Meeting or Leave Meeting? X

To keep this meeting running, please assign a Host before you click Leave

hare Content

Meeting.
TN
GRORO @) o
N— e I'd like to give feedback to Zoom

End Meeting for All Leave Meeting Cancel

UNIVERSITY o/ DELAWARE
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