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Zoom Top Tips
Always use a password
Open the Zoom App
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Go to Schedule Meeting
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Use a secure, 10-character password



Enable the Waiting Room
Go to Schedule Meeting
[image: ]
Go to the advanced options
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Enable the waiting room



Lock the Meeting
Once everyone that you want in the meeting is in the meeting, you can then lock the meeting, so no-one else can join.
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Allow clients not to have to download the Zoom App
This only works when accessing via a desktop device.
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Go to settings
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[bookmark: _GoBack]View more settings



This will take you to the website
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Go to In Meeting (Advanced) 
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Activate the Share a “Join from your Browser Link”


Keep your Zoom App up to date
Zoom is responding to the increased demand and is implementing security updates regularly.
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Keyboard Shortcuts

Accessibilty

) Start Zoom when | start Windows

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

) Use dual monitors

) Enter full screen automatically when starting or joining a meeting

() Automatically copy invitation URL once the meeting starts.

Ask me to confirm when | leave a meeting
) Show my connected time

() Remind me 5 minutes before my upcoming meetings

) Stop my video and audio when my display is off or screen saver begins
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e Start meetings with host video on

Email Notificat

Other Participants video

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

ADMIN
> User Management Audio Type
Determine how participants can join the audio portion of the meeting. When joining audio, you can let them
> Room Management choose to use their computer microphone/speaker or use a telephone. You can also limit them to just one of those
audio types. If you have 3rd party audio enabled, you can require that all participants follow the instructions you
» Account Management provide for using non-Zoom audio.
“Telephone and Computer Audio
> Advanced o
Telephone
Computer Audio
Atend L Taining Join before host (e )

Allow participants to join the meeting before the host arrives
Video Tutorials

Knowledge Base
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participating in the meeting/webinar. The Participants list indicates which attendees are guests. The guests
Schedule Meeting themselves do not see that they are listed as guests.

In Meeting (Basic)
Auto-answer group in chat

Enable users to see and add contacts to ‘auto-answer group'in the contact st on chat. Any call from members of
this group will be automatically answered.

v

In Meeting (Advanced)
Email Notification

Other
Only show defauit email when sending email
‘Allow users to invite participants by email only by using the default email program selected on their computer

ites

Use HTML format email for Outlook plugin
Use HTML formatting instead of plain text for meeting invitations scheduled with the Outlook plugin

Allow users to select stereo audio in their client settings
Allow users to select stereo audio during a meeting.

Allow users to select original sound in their client settings
Allow users to select original sound during a meeting

Waiting room

When attendees join a meeting, place them in  waiting room and require the host to admit them individually.
Enabling the waiting room automatically disables the setting for allowing attendees to join before host.

Modified  Reset

8 ¢ ¢ ¢ ¢

Show a "Join from your browser” link

Allow participants to bypass the Zoom application download process, and join a meeting directly from their
browser. This is a workaround for participants who are unable to download, install, or run applications. Note that
the meeting experience from the browser is limited
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Planning for you, working for your clients




