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SETUP

and
training

1) Download Zoom:
https://zoom.us/

2) Set up an account

3) Pay for an upgrade

4) Make sure you only do
‘monthly’ unftil you're
positive you love it

5) Download Zoom App for
your computer:

Windows and Mac
https://zoom.us/download

Outlook Plugin is also
available Ketan Soni | Ketan@N
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1
REQUESTADEMO [ RESOURCES v SUPPORT

zoom SOLUTIONS v PLANS&PRICING  CONTACT SALES

Basic Business

reat for Small Teams

$14.99/m0/w05t 0

AllBasic features +

Personal Meeting

Free

“Wnimum of 10 hosts

Sign up, Its Free Buy Now

Hostup to 100 prticpant Al Prcatures +

Includes 100 participznts
Need more participants? 0 Need

Unlimitzd 1 to 1 meefingg

40mins limit on group meliings @
Meeting duration fimit is 24 hrs
Unlimited number of mee{flles

User management 0 Adningshboard
Orline suppart
Adnmin feature controls

+ Video Conferencing Feature! ) )
b Reporting Ot for on-premise

+ Web Conferencing Features Custom Personal Meeting D

+ Group Colaboration Features Assign scheduler 0

1GBofMPAorMaAdoud @

+ Security
Company branding

Custom emals

Clawattorneys.com

Small & Med Businesses

19.99/m0/h05t

IncludeB00 participents
e participants’?

Dedicailid phone support

SCHEDULEAMEETING ~ JOINAMEETING ~ HOSTAMEETING SIGN OUT

Enterprise

Large Enterprise-Ready

$19.99/m0/h05t 0

*Minimum of 50 hosts

Contact Sales

All Business features +

Enterprise includzs 500
participants

Enterprise Pus includzs 1,000
participants

Unlimited Cloud Storage

Dedicated Customer Success
Manzger

Executive Business Reviews @

Bundle discounts on Webinars
and Zoom Rooms


https://zoom.us/
https://zoom.us/pricing
https://zoom.us/download#client_4meeting
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1) Click *My Account”

Ketan Soni | Ketan@NClawattorneys.com

REQUEST A DEMO

JOIN AMEETING

RESOURCES SUPPORT

HOST AMEETING
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2) Click “settings”,

Then click “In Meeting
(Basic)”

IOMySemngs-Zoom b ™ Managing Video BreakoutRoon X | ¢ - X
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REQUESTA DEMO L RESOURCES v SUPPORT
Zoom SOTIONS v~ PLANSEPRCING  CONTACTSALES SCHEDULEAMEETING  JOINAMEETING ~ HOSTAMEETING » SIGN QUT
PERSONAL . ,
Meeting  Recording  Telephone
Profile —
Mesthe Schedule Meeting Schedule Meetng

In Meeting (Basj

Host video 0 Modifed Reset
Start meetings with host video on

In Meeting (Advanced)

Recordings
il Nofification

m her Participants video

Start meetings with participant video on. Participants can change this during the

0 Modifed Reset

ADMIN Meeting.
» User Management
Audio Type
» Room Management Determine how participants can join the audio portion of the meefing, When

Joining audio, you can let them choose to use their computer microphone/speaker
or use a telephone. You can also limit them to just ane of those audio types. Ifyou

> Account Management
i have 3rd party audio enabled, you can require that all participants follow the

instructions you provide for using non-Zoom audio.
> Advanced

O Telephone and Computer Audio
Telephone
Computer Audio

Ketan Soni | Ketan@NClawdtitaxiesys.com m
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Click “Allow Host to put
Aftendee on Hold”

REQUESTADEMO

NS&PRICING  CONTACT SALES SCHEDULEAMEETING  JOINAMEETING

LUtuaL u
Schedule Meeting Allow the host to add co-fosts. Co-hosts have the same in-meeting controls a the

host.
In Meeting (Basi
In Meeting (Advanced) Paling O
il Notcton Add Polls'to the meefing controls. This allows the host to survey the attendees.

@

Other

Allow host to put attendee on hold O

Allow hosts to temporarily remove an attendee from the meefing.

Always show meeting control toolbar 0

Always show meeting controls during a meeting i)

Ketan Soni | Ketan@NClawattorneys.com
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and
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Click “In Meeting
(Advanced)”

Turn “Breakout Room” On

N

\ In Meeting (Basic)

In Meeting (Advanced)

Email Notification

Other

Ketan Soni | Ketan@NClawattorneys.com

Nonverbal feedback

Participants in a meeting can provide nonverbal feedback and express opinions by
clicking on icons in the Participants panel. )

Allow removed participants to rejoin

Allows previously removed meeting participants and webinar panelists to rejoin )

In Meeting (Advanced)

Breakout room

Allow host to split meeting participants into separate, smaller rooms

Allow host to assign participants

ote support

hen scheduling (¥

«©

©

Allow meeting host to provide 1:1 remote support to another participant

>
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[0 My Settings - Zoom b9l ™ Managing Video BreakoutRoom X | 4

3 C & zoomus/profile/setting?tab=recording

Setup
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and
training

zoom SOLUTIONS v PLANS&PRICING ~ CONTACT SALES

PERSONAL .
Recording  Telephone
Profile
Meetings Recording
Webinars .
Local recording
Recordings Allow hosts and participants to record the meeting to alocal file

Click "Recording” EEEn ...

Allow hosts to record and save the meeting / webinar in the cloud
1] "
And turn “Off" all
re C O rd I n g O pTI O n S . > User Management Automatic recording

Record meetings automatically as they start
> Room Management

> Account Management

P Address Access Control
Allow cloud recording access only from specific P address ranges
> Advanced
Only authenticated users can view
The viewers need to authenticate prior to viewing the cloud recordings, hosts can choose one of the
authentication methods when sharing a cloud recording.
Attend Live Training

Ketan Soni | Ketan@NClawattorneys.com
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HOST AMEETING » SIGNOUT

Modified  Reset

Modified ~ Reset
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training

1) Open “Zoom"” App that
you downloaded (not

the webpage)
2) Click "New Meeting”
L/ =
3) Or, if it's in the future, —"

you can click “Schedule” .

4) If you downloaded the ___A

Outlook plugin, you can do
this right from Outlook

o @

Ketan Soni | Ketan@NClawattorneys.com
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START MEETING

and
training

This is what the start of the
meeting will look like,
except your video will likely
be “on".

All your “control” bu’r’ron<

are at the bottom.

Ketan Soni | Ketan@NClawattorneys.com

Ketan Soni
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8 Zoom Meeting ID: 589-180-31

BREAKOUT
ROOMS

and
training

1) This is how you
“"Caucus”

2) Click “Manage
Participants”. A box will
open to the left

3) Click “Breakout Rooms” \

Ketan Soni | Ketan@NClawdXj{orneys.com
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ROOMS

and
training

1) This little box will pop up
if you're starting the
meefting right now.

2) You can also pre-assign
breakout rooms if you
schedule this in advance,
or through outlook

™ (Create Breakout Rooms

Assign O participants into

Automatically

0 partigi Er room

2 . Rooms:

& Manually

3) Click at least “2" rooms,
then click “Create Rooms”

Ketan Soni | Ketan@NClawattorneys.com
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Breakout Rooms - Mot Started

BREAKOUT
. ROOMS

A) Setup

B) Start
Meeting

C) Breakout
Rooms

(i.e. Caucus

Spaces)

D) Screen
Sharing

E) Consider
this

F) Resources
and
training

1) This box will pop up. —

2)

Here is where you can
“assign” people once
the meefting starts (or
beforehand if you
scheduled beforehand)

-

-

Breakout Room 1 ssign

Breakout Room 2 Assign

Also, click "Options” to

Recreate ~ Options ~ Add a Room

prevent people from
going back into the
main room on their own.

Ketan Soni | Ketan@NClawattorneys.com

ol

4
Mowve all participants into breakout rooms automatically

Allow participants to return to the main session at any time

Breakout rooms close automatically after: '~ 30 = minutes
lotify me when the time is up

Countdown after closing breakout room

Set countdown timer: 80  *  seconds




JMenu

A) Setup

B) Start
Meeting

C) Breakout
Rooms

(i.,e. Caucus
Spaces)

D) Screen
Sharing

E) Consider
this

F) Resources

BREAKOUT
ROOMS

and
training

In the “Main” window, as
participants join on the
right, you can “assign’_—""
them to a particular
breakout room

When everyone has
entered Zoom, click
"Breakout Room™ and then
click “Open Rooms”

Ketan Soni | Ketan@NClawattorneys.com
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Ketan Soni
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\_/
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8 Zoom Meeting ID:383-180-33 - 0 ¥

BREAKOUT w1
JMenu ROOMS Guorme e
A) Setup You, as the host, can move
B) Start between either “Breakout Room”
Meeting You can also “Close Rooms” to
C) Breakout move everyone back to one big
m screen share
()
(i.e. Caucus After you “Close Rooms”, you can Ketan Sonl
Spaces) create new Breakout Rooms if
necessary
D) Screen
Sharing You can also simply keep the old
Breakout Rooms open, &dnd move
E) Consider participants between each space.
this
Here is a link fo more info:
F) Resources hitps://support.zoom.us/hc/en-
and us/articles/206476093-Getting-
training Started-with-Breakout-Rooms

000006 ¢

qosower gofaster  more  clearall

!‘ A 'A‘ A ‘n 11\1 A o == MutzAll Unmute All More

Mute Start Video Invite ~ Manage Paricipants ~ Share Chat  Breakout Rooms

Ketan Soni | Ketan@NClawattorneys.com



https://support.zoom.us/hc/en-us/articles/206476093-Getting-Started-with-Breakout-Rooms
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this
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SCREEN
SHARING

and
training

1) Click on “Share”

2) This box pops up

3) Click on either “Entire
Computer”, OR you can
pick the particular
program you want to
share (i.e. only
“Calendar” or “MS  —"
Word”

Ketan Soni | Ketan@NClawattorneys.com

EEEEE

Share computer sound Optimize for full screen video

clip
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M H A R E File . Home |Insert Draw flesign Layout Acrobat 12 Share 1 Comments
enu S < Calibri (Body) T e
0 = — — (= AaBbCeDd AaBbCeDd MaBb(l P (& 8; @
e | BIUvaxQAh BHE=E E ) e _
Paste ! TNormal | TNo Spac.. Heading 1 5 | Editing  CreateNgd Share Request | Dictate
P 71, A N h

. Av O« AvpJ AN &V E 0 o AdobeWNQF  Signatures

Clipboard [y Font [ Paragraph fy Styles N Adobe ANgpat Voice Sensitivity ~
A) SeTUQ . . ._‘-E‘-‘u-‘-l‘-‘u“-z--«--3-”«-‘4-‘-.‘-‘5--«-‘sw-é--‘r--

Navigation voX

B) Start This is what it looks X
/\/\eeTlﬂg “ke Headings Pages  Results

C ) B re O ko U T Create an interactive outline gfyour decument.
R O O m S It's a great eep track of where you are or quickly
kooms The controls are at _
(i . e . C O U C US T h e TO p To get started, go to the Home tab and apply Heading styles
to the headings in your document. -
Spaces)

D) Screen You can annotate,

Sharing as well as allow
. others to annotate. :
E) Consider

this Click “stop share” to Z
F) Resources | discontinue the

and screen share :
training

Page 1of 1 OQwords [@ :D:Focus |§| I::@ - ] + 100%

Ketan Soni | Ketan@NClawattorneys.com



Poenits to Consider

« 1) The "desktop version” has the most features. It's free for your
participants to download

« 2) This will work on an iPhone and an Android phone, but with
fewer features

« 3) Have a decent internet connection. | would avoid using
your phone hotspot

« 4) The “web app” works, but also has some limitations on
features. Don't do that. Download the client. It's a fast
download.

« 5) Try it with friends for 5 minutes before jumping right info if.



ZO0OM Resources

* Breakout Rooms: https://suppori.zoom.us/hc/en-
us/articles/206476093-Getting-Started-with-Breakout-
Rooms

* Meeting Controls: hifps://support.zoom.us/hc/en-
us/articles/201362603-What-Are-the-Host-Controls-

 Haove someone else schedule a meeting in Outlook for
YOU:

* Nifps://www.youtube.com/embed/92gdytsY/Pgerel=0&au

toplay=1&cc load policy=1

Ketan Soni | Ketan@NClawattorneys.com


https://support.zoom.us/hc/en-us/articles/206476093-Getting-Started-with-Breakout-Rooms
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https://www.youtube.com/embed/92qdytsYZPg?rel=0&autoplay=1&cc_load_policy=1

	Using Zoom �for Mediations
	Menu
	Menu
	Menu
	Menu
	Menu
	Menu
	Menu
	Menu
	Menu
	Menu
	Menu
	Menu
	Menu
	Menu
	Menu
	Points to Consider
	ZOOM Resources 

