Studio & Zoom Overview & Quick Tips
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Hate the way you look?
We all do! Join the club.
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Issues that arise, and their solutions

Can | insist they show video?

Not really. No.
For some, it simply won’t be possible.

For some, they’ll have reasons why they can’t or won’t. You aren’t really able to tell which ones are
legitimate.



Someone is noisy

Right click on their video or ‘box’ and mute them or kick them out

Someone’s audio is terrible

Ask them to turn off audio, and call in on phone

Know the phone number and meeting id

Your internet connection is bad

Call in on phone (Turn your computer’s audio off)

Use the chat window to let them know; give instructions of what to do while you sort it out.

Crazy echo or feedback

Someone (possibly you) has 2 instances of zoom going in the same room. Disable all audio on one of
them.

If it’s a student or guest, right click and mute them.

Stuff is happening and you’re unsure of what you’re doing and getting flustered.

Don’t panic.
Breathe.
Do one thing at a time.

It’s okay to say

“Give me 3 minutes to get sorted out. Johnny, why don’t you explain how you approached problem 3” ...
Or something.

Internet turns off

Know the phone number, have the process already practiced. Call in.



Worried about being zoombombed, recorded, harassed, etc

What to do with zoombomb. You’re going to want to be quick.

Lock Meeting
Enable Waiting Room

Hide Profile Pictures

Security

Security Icon

Suspend Participant Activities Allow participants to:
© zoom > ¥ Share Screen

Chat

Suspend all participant activities? Rename Themselves
Everyone's video and audio will be turned off, screen sharing will

L Unmute Themselves
stop, and the meeting will be locked. Learn More

Start Video

v
v
v
v

Now it is completely locked down, and you can take a breath
and proceed from here.

e Kick out any suspicious people

e Un-mute the speaker if they were in the middle of talking

e Enable the waiting room and unlock the meeting if you're still expecting more (legitimate)
participants to join.

Another way is to just quickly mute everyone via the participants list:

© articipants (1) _ 0 % Participants List -> Mute All

@ Peter Howell (Host, me) P

Allow them to Unmute themselves? NO

£ Mute All s

Mute all current and new participants

':%ﬂ‘llow Participants to Unmute Themselves

Yes No

Invite Mute All




Know the App and the Website
There’s two different ways to get at your
Settings, Saved videos, Meetings, etc. Some are
only through the “App” and some are only

through the website.

The app: Zoom is a program that runs on your
computer. It looks like this on a PC:

For the settings, click the Gear Icon:

Q. search
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There’s quite a bit here. It mostly relates to the
details of your actual meeting, video, audio, etc.

Important things you can
do here:

e  Switch your
camera,
microphone

e Test the audio

e Change the gallery
view to show 49
people (a 7x7 grid)

e Change text sizes
for chat or other
areas

e Change your
“Virtual
Background”

G

Return 1o Meeting

Schedule

Q. Search

4 Add a calendar

G

(=] Settings

Video

Audio

Share Screen

o Chat

Background & Filters
Recording

Profile

0 Statistics

g Keyboard Shortcuts

Accessibility

(7) start Zoom when I start Windows

When closed, minimize window to the notification area instead of the task bar

(L) Use dual monitors @

() Enter full screen automatically when starting or joining a meeting

\:\ Automatically copy invite link once the meeting starts

Always show meeting controls (@

[_J Ask me to confirm when | leave a meeting

Show my connected time

Remind me | 10 v  minutes before my upcoming meetings

Stop my video and audio when my display is off or screen saver begins

@) Integrate Zoom with Outlook (D

Reaction Skin Tone

el i

View More Settings (2
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There is also a web site which you have an account with. (The same account you use for the App.) It is
at zoom.us

Things you can change here:

e Default settings for new meetings

e Scheduled meetings

e Your saved / recorded meetings

e Profile picture

e Address of you personal meeting room

It looks like this:

&~ c & zoom.us/profile o r @ N .-(Upcate H

REQUESTADEMO  1BBB7998854  RESOURCES v  SUPPORT

Zool I I SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULEAMEETING ~ JOIN AMEETING HOST A MEETING ~
_ Edit
Peter Howell
Meetings
Peter Howell
VLS AccountNo. 135089
Recordings
Change
Settings
Phone Mot set Add Phone Number
Account Profile
Bepors Personal Meeting ID cresie490  show Edit
https:/cccconfer.zoom.us/j/******* 499  Show
v Use this ID for instant meetings
Attend Live Training
Video Tutorials Personal Link https:#/cccconfer.zoom.us/my/ ***+++*= Show Customize
Knowledge Base
Sign-In Email pho***@gavilan.edu  Show Edit

Linked accounts: )

Vi T i -



The Meeting Ul

There’s quite a bit packed in to the meeting bar. You should know that it “detaches” and looks a little
different if you are screensharing:

B Stop Share

Screensharing

You have options. This seems to confuse people. When you click the green “Share Screen” button, you’ll
get another window full of options like this:

D select a window or an application that you want to share X

Basic Advanced

Peter Howell / o

Screen 1 Screen 2 Whiteboard iPhone/iPad

zoom class.docx - Word m My Profile - Zoom - Google Chro... ‘. *2021_04_23_11_48_12_zoom_cla... k zoomfiles_migration.docx - Word m

X Show all windows...

— .| | R .
Ideas and Stuff to Copy.docx - Wm cmd C\Users\peter\AppData\Local\Te... Fﬁ'

() sharesound ~ () Optimize for video clip m

I




And there’s an “Advanced” tab too:

D select a window or an application that you want to share

% Basic Advanced

PowerPoint as Virtual Background Portion of Screen @ Computer Audio v (D

@ Video
Content from 2nd Camera  (7)
() sharesound ~ [ ) Optimize for video clip m

What to know here?
e You can either share the full screen
e Oroneprogram

But if you choose one program, you have to start over to switch to a different program.
Those two checkboxes at the bottom: They are critical if you want to play video.



Your recordings

The easiest thing is that you’ll get an email after you stop recording:

Cloud Recording - Peter Howell's Personal Meeting Room is now available

Zoom <no-reply@zoom.us>
il e
Fri 4/23/2021 12:43 PM & © ©

To: Howell, Peter

Hi Peter Howell,
Your cloud recording is now available.

Topic: Peter Howell's Personal Meeting Room
Date: Apr 23, 2021 11:36 AM Pacific Time (US and Canada)

Click here to view your recording (this link can be used only by the host):
https://cccconferzoom.us/recording/detail?meeting_id =KjLjl194Q4exxlldCoomjQ%3D%3D

Copy the link below to share this recording with viewers:

https://cccconferzoom.us/rec/share/GaR5p) DEzndxob-
TjIPeAW2zsYobeVXrK 1yPj_XGAWhg7TEUL6UOgpH3FfgSRATMxZ b CMH-PQycCOwqGfi

Thank you far choosing Zoom.
-The Zoom Team

Reply Forward



More Zoom Tour

Find the settings screen and read through all the options. You don’t have to know what each and every

item is.

If something looks intriguing, look it up or ask about it.

Pilar Conaway John Lawton Haehl

Polling 1: Video Session
Polling is closed
Susan Alonzo
]
‘ Basic How To Zoom

. Fancier Zoom Tricks

¢ Blanca Melchor
Handling a lecture in zoom

Basic How To Record Video in Studio

Picture in picture & fancier Studio

John Howell Jan Conrey ) Presentation & Effective Communication onscreen

"’, s I'iso lost....

4 . Other
y i N

All of the above

Grant Richards saori fujita

1
- ‘i 2 Share Results Re-launch Polling

- —I 1. What would you like to focus on the most? (Multiple choice)

Lisa Rivoallon

Sheila Williams

Elena Dachkova
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Julian Kearns Chanda Yadavalli
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Tricky things that students have done

Turn video off, change name to “Connecting...” and tune out

Make a “background video” loop of themselves appearing to pay attention. Leave it
running while playing video games.

Distribute the meeting ID and password to their bad online friends who all come to

harass and ruin everything.


https://www.vice.com/en_us/article/7kzq5x/looping-videos-to-fake-paying-attention-in-zoom-meetings

iLearn Studio Quickstart

The link to Studio should always be visible on the left-hand navigation. From here you can:

e See all your videos

e Record a new one

e Upload a video file from your computer.

My Uploads

VILAN
OLLEGE

® ot You can record from the camera, (Webcam) or make a video of your computer’s

RECORD ADD

screen (Screen Capture)
. Screen Capture

E Webcam Captur?“



Record & Save a (webcam) Video
In general, you can follow the prompts to record and save

your video.

Click the Start Recording button to begin.

When finished, you’ll be asked for a name (which is only

visible to you, the teacher,) and it’ll upload back to iLearn.

Screen Capture

Screen Capture will make a recording of your screen.
Use it if you want to, for example, narrate a Powerpoint
presentation.

This is the Screen Capture. It will record a portion of your R e .
screen, in any program you wish to run.

You can adjust the dotted box to the area you want to record.

Making Video.pptx ~ e peter howell

File Home Insert Draw  Design  Transitions  Animations  Slide Show Review View Help 4 Share ) Comments
1
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Making Captions

0001 I

Details  Comments Insights ~ Captions

Captions Request Upload

Danish Dutch

English Arabic

x CC @ &

After you’ve recorded the video, go to its
page and the Captions tag. Click the
Request button.

Return in 24 hours and edit/post the
captions.



Embed it into a Class

Now you’ll leave the “Studio” behind and go to your class. Find the place you want to put it. Often this
will be a new page. You can embed a video into a page, an assignment, a forum post, an
announcement... anywhere you see the standard “text editor” tool in iLearn. Your students can do this

as well!

Step 1: Click that little blue V

Step 2: Pick out a video by clicking on it.

Step 3: Choose if you want comments.

This is a sample page
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3C Media

Studio

= My Uploads

Studio

Standard Embed

Embed Options

Display Download Option




What About Editing?

Editing your video means that you'll cut and move parts of the footage around. Remove your mistakes,

and re-arrange things. You can also add titles, graphics, and other effects.

While this is powerful, it is also complex and hugely time-consuming. It is worth it, but it is not
necessary for what we want to do. If you can keep your presentation tight and do it right on camera,
you will save yourself hours of time. You'll also benefit from doing the video more than once --

rehearsing it and possibly re-recording it until you like the results.

If you're ready to take the plunge into editing, you have options galore, ranging from simple to

Hollywood level. Some of the more common ones are:

e iMovie on the Mac, and Windows Movie Maker on Windows. These are provided by your
respective computers, are free, and are a good entry-level tool to get started editing and adding

titles and graphics.

® An online service. There are many of these, some through the web, and some via an app on your

phone. Youtube has a decent tool for doing basic editing.

e Adobe Premier. If you use the Adobe suite, you may already have a copy of premier. It will give

you maximum flexibility

Recommendation for editing: Skip it. Use your time to outline your presentation, practice, rehearse,

and do multiple takes. It will be faster and give better results.



What about Captions or a Transcript?

They are a requirement. It must be done. Skipping this step opens the school up for some very bad risks:

e A lawsuit, costing tens or hundreds of thousands of dollars. (This is happening right now to some

schools)

e Attention from the State and the Accreditation team. This is a Very Bad Thing

The law, and common decency, insists that we provide closed captioning for each video we use in a

class. Fortunately, this is much easier to do now.

Both of our most common tools will create a 90% accurate transcript automatically. Youtube and iLearn
Studio will generate captions automatically. You do need to find the right button to click to request this.

You will need to go in and correct that last 10%.



