1. GO TO ZOOM AND CLICK ON SETTINGS IN UPPER RIGHT CORNER
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New Meeting - Join
harh
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Mo upcoming meetings taday
Schedule Share screen

H £ Type here to search

2. GO TOBOTTOM AND CLICK ON MORE SETTINGS




Q Share Screen
Q) chat

Background & Filters

"ﬁ‘\ Recording
ﬁ Profile
@ Statistics

O Feedback

G Keyboard Shortcuts

Accessibility

I_:I Start Zoom when | start Windows

When closed, minimize window to the notification area instead of the task bar
(] use dual monitors (%)

I':'I Enter full screen automatically when starting or joining a meeting

I:I Automatically copy invite link once the meeting starts

Always show meeting cantrols (%)

Ask me to confirm when | leave a meeting

[ ] show my connected time

Remind me | 15~ minutes before my upcoming meetings

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

[ Integrate Zoom with Outlook (3

e b

Reaction Skin Tone
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View More Settings [

3. ANEW PAGE WILL OPEN - CLOSE SCREEN THAT SAYS VIEW MORE SETTINGS
YOUR NEW PAGE WILL LOOK LIKE THIS




(& @ us02web.zoom.us/profile/setting?mid =&from=client

z ool I l SOLUTIONS « PLANS & PRICING CONTACT SALES
EERECHAE Meeting Recording
Prafile
Securi
Meetings by
Schedule Meeting
Webinars
In Meeting (Basic)
Recordings
In Meeting (Advanced)
m Email Notification
Other
ADMIN

User Management

Room Management

Account Management

Advanced

REQUEST ADEMO

SCHEDULE A MEETING JOIN A MEETING

Telephone

Security

Require that all meetings are secured with one security
option
Require that all meetings are secured with one of the

following security options: a passcode, Waiting Room,

or "Only authenticated users can join meetings”. If no
security option is enabled, Zoom will secure all
meetings with Waiting Room. Learn more {7

Per new security guidelines, you cannot x
@ change this setting. Please contact your
account admin for more information.

Waiting Room ()

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

4. CLICK IN-MEETING (ADVANCED)

SCROLL DOWN AND TURN ON:

*CLOSED CAPTIONING

*ENABLE LIVE TRANSACTION SERVICE

*SAVE CAPTIONS

SOLUTIONS ~ PLANS & PRICING CONTACT SALES

200m

Security

Schedule Meeting

In Meeting (Basic)

In Meeting (Advanced)
Email Notification

Other

SCHEDULE A MEETING JOIN AMEETING

In Meeting (Advanced)

Report to Zoom ()

Allow users to report meeting participants for

inappropriate behavi o Zoom's Trust and Safet:

team

for review. This setting can be found on the meeting
information panel. @

Breakout room () Modified

Allow host to split meeting participants into separate
smaller rooms

Allow host to assign participants to breakout rooms
when scheduling

Remote support C) Modified

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

Modified

Closed captioning n

RESOURCES ~

»Q :

SUPPORT

HOST AMEETING =

Modified  Reset

HOST A MEETING

Reset

Reset

Reset




z Ool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES

Security

Schedule Meeting

In Meeting (Basic)

n Meeting (Advanced)
Email Notification

Other

SCHEDULE A MEETING JOIN A MEETING HOSTA MEETING ~

Closed captioning D Modified Reset

Allow host to type closed captions or assign a

participant/third par

Enable live transcription service to show transcript on
the side panel in-meeting

Save Captions (:) Modified Reset

Allow participants to save fully closed captions or

transcripts

Far end camera control C)
Allow another user to take of your camera

5. THE NEXT TIME YOU HOST A MEETING YOU WILL BE ABLE TO ACTIVATE
CLOSED CAPTIONING - ONLY THE HOST CAN DO THIS
THIS IS WHAT YOUR SCREEN WILL LOOK LIKE:

CLICK ON LIVE TRANSCRIPT AND IT WILL AUTOMATICALLY TYPE WHAT IS BEING SAID



