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Basics of Video Conferencing
What is Video Conferencing?

Hi! I'm Belle!

Hi, 'm Belle and I'm here to help you get started with video conferencing.
We will follow along with Bo, who wants to connect with family, friends, co-workers,

and his child’s teachers using a video conferencing tool. There are many different
video conferencing tools.
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In today’s example, Bo is using Zoom. Let’s begin by talking about what video
conferencing is and how it works.

Video conferencing, which is sometimes referred to as web conferencing, is a live
meeting between one or more people online. There are many tools you can use to
meet with an individual or a group online.
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These tools can use video or audio, or both video and audio, using either a cellular or
internet connection.

Video conferencing tools work on a variety of connected devices including
smartphones, tablets and computers.
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In this lesson Bo learned what video conferencing is and how it works. In the next
lesson, we will follow Bo who is invited to join an online meeting using Zoom.
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Joining an Online Meeting

In this lesson, Bo is invited to an online meeting. In today’s example Bo is using Zoom.
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Parent Teacher Conference Inbox x &
donotreply 10:08 AM W &

tome «
Ms. Brown is inviting you to a scheduled Zoom meeting.

Topic: Parent Teacher Conference
Time: Oct 8, 2021 06:30 PM Eastern Time (US and Canada)

Jein Zoom Meeting
hitps://us06wek. zoom. us/j/BE9593546087pwd=Nmh5dG52Y1FXQ

Meating |D: B69 5555 4609

Passcode: 944441

One tap mobile

+13155566799, 55558354609%,,,"944441# US (Chicago)
+16465558656, 555593546004, “944441# US (New York)

Dial by your location
+1 312 555 6799 US (Chicago)
+1 646 555 8656 US (New York)

Bo recently received an email invitation from his daughter’s teacher to join a video

conference.
Parent Teacher Conference Inbox x
donotreply 10:08 AM W & :
tome «
[ Ms. Brown is inviting you to a scheduled Zoom meeting. ]

Topic: Parent Teacher Conference
Time: Oct 8, 2021 08:30 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://us06wekb.zoom. us/|/BE9593548087pwd=Nmh5dG52Y1FXQ

Meeting |D: BE9 5555 4609

Passcode: 944441

One tap mobile

+13155566799, 555593546084, ,"B44441# US (Chicago)
+16465558656, 566503546004, “044441# US (New York)

Dial by your location
+1 312 555 6799 US (Chicaga)
+1 646 555 8656 US (New York)

The invitation includes who is inviting Bo to the meeting,
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Parent Teacher Conference Inbox x &
donotreply 10:08 AM W &
tome =

Ms. Brown is inviting you to a scheduled Zoom meeting.

| Topic: Parent Teacher Conference I

Jein Zoom Meeting
hitps://us06wek. zoom. us/j/BE9593546087pwd=Nmh5dG52Y1FXQ

Meating |D: B69 5555 4609

Passcode: 944441

One tap mobile

+13155566799, 55558354609%,,,"944441# US (Chicago)
+16465558656, 555593546004, “944441# US (New York)

Dial by your location
+1 312 555 6799 US (Chicago)
+1 646 555 8656 US (New York)

the purpose of the meeting,

Parent Teacher Conference Inbox x & @
donotreply 10:08 AM W & i
tome v

Ms. Brown is inviting you to a scheduled Zoom meeting

Topic. Pacant Taachac O
[ Time: Oct 8, 2021 06:30 PM Eastern Time (US and Canada) ]

Join Zoom Meeting
https://usDBweb.zoom. us/|/859593548087pwd=Nmh5dG52Y1FXQ

Meeting |D: B69 5555 4609

Passcode: 944441

One tap mobile

+13155566799, 55553354600#, 94444 1# US (Chicago)
+16465558656, 55559354609#,, 94444 1# US (New York)

Dial by your location
+1 312 555 6799 US (Chicago)
+1 646 555 8656 US (New York)

the date and time,
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Parent Teacher Conference Inbox x &
donotreply 10:08 AM W &
tome =

Ms. Brown is inviting you to a scheduled Zoom meeting.

Topic: Parent Teacher Conference
Time: Oct 8, 2021 08:30 PM Eastern Time (US and Canada)

https://us08web.zoom. us/j/B69583546087pwd=Nmh5dG52Y1FXQ

[ Join Zoom Mesting ]

Meating |D: B69 5555 4609

Passcode: 944441

One tap mobile

+13155566799, 55558354609%,,,"944441# US (Chicago)
+16465558656, 555593546004, “944441# US (New York)

Dial by your location
+1 312 555 6799 US (Chicago)
+1 646 555 8656 US (New York)

a link to join the meeting,

Parent Teacher Conference Inbox x & 2
donotreply 10:08 AM % &« H
tfome »

Ms. Brown is inviting you to a scheduled Zoom meeting.

Topic: Parent Teacher Conference
Time: Oct 8, 2021 06:30 PM Eastern Time (US and Canada)

Join Zoom Meeting
https //usO6web.zoom us/y/86959354609?pwd=NmhSdG52Y 1FXQ

Meeting ID: 869 5555 4609
944441

One tap mobile
+13155566799, 555593546004, ,,*944441# US (Chicago)
+16465558656,,55559354600#,,,,*944441# US (New York)

Dial by your location
+1 312 555 6799 US (Chicago)
+1 646 555 8656 US (New York)

and may include telephone numbers Bo can use to call into the meeting.
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Parent Teacher Conference Inbox x

donotreply 10:08 AM o a

tome «
Ms. Brown is inviting you to a scheduled Zoom meeting.

Topic: Parent Teacher Conference
Time; Oct B, 2021 06:30 PM Eastern Time (US and Canada)

Jein Zoom Meeting
hitps://us06wek. zoom. us/j/BE9593546097pwd=Nmh5dG52'Y1FXQ

Meating |D: B69 5555 4609
Passcode: 944441
ne 1ap mob

+13155566799, 55558354608#,, "844441# US (Chicago)
+16465558656, 555503546004, "944441# US (New York)

Dial by your location
+1 312 555 6799 US (Chicago)
+1 646 555 8656 US (New York)

Bo can still attend a meeting using his phone, even if he doesn’'t have access to a
computer, the internet, or a mobile device with a camera. When calling in from his
phone, Bo may need to use his telephone keypad to enter the meeting ID and
passcode.

Parent Teacher Conference Inbox x

donotreply 10:08 AM T o«

tome «
Ms. Brown is inviting you to a scheduled Zoom meeting.

Topic: Parent Teacher Conference
Time: Oct 8, 2021 08:30 PM Eastern Time (US and Canada)

Join Zoom Meeting
hitps://us06web. zoom. us/j/B69593546087pwd=Nmh5dG52Y1FXQ
Meeting |D: 889 5555 4609

Passcode: 944441

One tap mobile

+13155566799, 555583546094, ,"844441# US (Chicago)
+16465558656, 55559354600#, "944441# US (New York)

Dial by your location
+1 312 555 6799 US (Chicaga)
+1 646 555 8656 US (New York)

On the day and time of the meeting, Bo clicks on the Join Zoom Meeting link in the
email he received from the teacher. Bo can also access the meeting by pasting this
link into an internet browser.
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Once you install Zoom Client, click Launch Meeting below

By clicking "Launch Moeting", you agree 1o our Terms of Service and Privacy Statement

Don have Zoom Clent nstaled? Download Now

Having is8u0s with Zoom Chent? Join from Your Browset

2021 Zoom Viceo Communcations, Inc. Al ights fesenved
Privicy & Logal Pobcies | Do Not Sed My Personal Informaton | Caskio Proforences

Because this is the first time Bo has used Zoom, he is asked to download and open a
Zoom app. Bo follows the prompts on screen to install the application.

Open zoom.us.app?

https://www.zoom.us wants to open this application.

[0 Always allow www.zoom.us to open links of this type in the associated app

Cancel Open 200, w.app

After it is installed, a popup window displays, Bo clicks Open Zoom.us.app. In most
cases Bo will not need a Zoom account to join a meeting that he was invited to
attend.
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Once Bo logs into the meeting, a box appears with a message asking if he would like
to Join with Computer Audio.

If Bo clicks on this link, he will enter the meeting. The computer will use the internal
microphone and speakers during the meeting, or, the headset he has connected to
his computer. A microphone is needed to make sure everyone in the meeting can
hear Bo.
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Bo can also click the link to Test Speaker and Microphone to check that his speaker
and microphone work before he joins the meeting. If Bo clicks on the Test Speaker
and Microphone link,

Join with Computer Audio

Do you hear a ringtone?

he will be asked to answer a few questions to verify his speaker and microphone
work.
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When the test is successfully completed, he will join the video conference.

Parent Teacher Conference Inbox x & 2

donotreply 10:08 AM T «

tome v
Ms. Brown is inviting you to a scheduled Zoom meeting.

Topic: Parent Teacher Conference
Time: Oct 8, 2021 06:30 PM Eastern Time (US and Canada)

Join Zoom Meeting
https //us06web. zoom us/y/869593546087pwd=Nmh5dG52Y 1FXQ

Meeting ID: 869 5555 4609
944441

One tap mobile
+13155566799, 555593546004, ,,*944441# US (Chicago)
+16465558656, 55550354600#,,,,*044441# US (New York)

Dial by your location
+1 312 555 6799 US (Chicago)
+1 646 555 8656 US (New York)

If Bo does not have access to the internet or does not want to use the microphone on
his computer, he may be able to join the meeting by calling a telephone number that
was in the invitation.
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Parent Teacher Conference Inbox x &

donotreply 10:08 AM o a

tome «
Ms. Brown is inviting you to a scheduled Zoom meeting.

Topic: Parent Teacher Conference
Time; Oct B, 2021 06:30 PM Eastern Time (US and Canada)

Jein Zoom Meeting
hitps://us06wek. zoom. us/j/BEI593548097pwd=Nmh5dG52Y1FXQ

Meating |D: B69 5555 4609
Passcode: 944441
TRODTRE
+13155566799, 55558354609%,,,"944441# US (Chicago)
+16465558656, 555593546004, “944441# US (New York)

Dial by your location
+1 312 555 6799 US (Chicago)
+1 646 555 8656 US (New York)

He will be asked to enter the Meeting ID and passcode before he can join the meeting.

In this lesson, Bo learned how to join a meeting. In the next lesson Bo will learn how to
use the video conferencing tool.
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Attending an Online Meeting

In the last lesson, Bo learned how to join an online meeting. In this lesson Bo learns
how to use the features within the video conferencing tool. In today’s lesson Bo is
using Zoom on a Windows 10 computer.
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When Bo enters the Zoom meeting room, he sees his daughter’s teacher as well as
two other parents on the screen. There are many different views he can choose from
when in a video conferencing meeting.

Bo clicks on the View link at the top right corner to see his options.

The Gallery view shows all the people who are in the meeting in columns and rows.
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The Speaker view shows the person who is speaking in the middle of the screen.
Other participants will have small thumbnail images at the top or left-hand side of the
screen. Use this view if someone is doing a presentation or one person will be
speaking for a length of time.

Zoom includes a toolbar. When using the desktop application, the toolbar appears on
the bottom of the screen.
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The first item in the toolbar is the Mute button. Bo uses this button to mute and
unmute himself.
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If the Unmute has a red slash going through it, Bo’'s microphone is turned off. When
the mute button is off no one in the meeting can hear what Bo says. Computer
speakers pick up background noises like children playing or a dog barking. Those
sounds may be distracting in a meeting setting so, it is recommended to mute
yourself when you are not speaking.

To turn the microphone back on Bo clicks the Mute icon.
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If Bo is having trouble with his audio connection, he can click the arrow next to the
Mute button.

From this menu
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Select a Microphone

which speaker to use,
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Select a Microphone

Bo can change his audio settings as needed.
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The second item on the toolbar is the Video icon. Bo uses this button to turn his video
on or off.

=]

When his video is off a red slash displays and his image goes away.
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When he clicks it again the video turns back on.

The computer must have a camera for this video feature to work. If your computer
does not have a camera, you can listen to the other participants, see the screen,
speak during the meeting, and share your screen.

However, if your computer does not have a camera people will not be able to see you.
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If Bo’'s computer does not have a camera, he can also try connecting with his mobile
device which includes a camera. To do this, he would need to have the Zoom app
installed on his phone. In this example, Bo is using the Zoom app on his iPhone.

Q

If Bo clicks on the arrow to the right of the camera
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he can select the camera settings,

choose a virtual background,
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If Bo clicks on the Participants icon,
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he can see who is in the meeting.

He can also change the name and personal information that displays to the other
participants by clicking More, then Rename.
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Bo can use the Chat feature to send a message or share a link to a particular person in
the group or to all attendees.
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To close the chat window Bo clicks the Chat icon again and the chat window goes
away.

The Share Screen feature allows Bo to share what displays on his screen. For example
he can share a photo, a presentation, or a document — such as his child’s homework
assignment — with the group. The person who hosts the meeting can turn off this
function.
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The Reactions section allows Bo to use emojis to "raise a hand” to speak, or share how
feels with the group about something happening in the meeting. He can clap, give a
thumbs up, smile, and more just by clicking on a specific emaji.

The “raise hand” feature, alerts the person who is conducting the meeting that Bo has
a question, or, that he would like to speak.
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then clicks the Leave Meeting button. This logs him out of the meeting and the Zoom
app. If Bo connected audio through his phone, he simply ends the call to disconnect
his audio.
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Depending on which device you use for video conferencing, some options may be
located in a different location on your screen. In this example, Bo is attending a Zoom
video conference meeting using his iPhone. The mute, video, and participants tab are
all at the bottom of the screen.

Bo will need to click on More to see other features, like Chat and Reactions.
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In this lesson Bo attended a Zoom meeting and learned how to use features in the
Zoom toolbar. In the next lesson Bo will create a Zoom account.

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T .y
connected PubliclLibrary

LEARNING

Creating and Managing a Zoom Account

+

C | www.zoom.com

Search

In the last lesson, Bo learned how to use the features in a Zoom online meeting. In this
lesson Bo learns how to create an account. In today’s example Bo is using Zoom on a
Windows 10 computer.

First, Bo must go to the Zoom home page. He opens his internet browser, types in
www.zoom.com into the address bar, and then presses enter on his keyboard.
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Enabling the Hybrid
Workforce

Explore how the Zoom platform
seamlessly brings together remote
and in-person teams, for work that
goes wherever you do. Explore hybrid
solutions.

Sign Up Free See pricing

From the Zoom home page, Bo clicks on the orange button that says “Sign Up”in the
upper right-hand corner of the page.

ZOONT  sownons - PaNSSPRICNG  CONTACT SALES JOINAMEETING ~ HOSTAMEETING = SIGHIN SIGN UP, IT'S FREE

Verification
Far verification, please confirm your date of birth

This data wil not &

Bo will follow prompts to verify he is 18 years or older.
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200Mm LUTIONS »  PLANS & PRICIN NTACT SALES JONAMEETING  HOSTAMEETING »  SIGNIN SIGN UP, IT'S FREE

Email addr

b0 young1982@gmai com

SIGN UP FREE

Already have an account? Sign In

He then enters his email address. In today’s example Bo is using his Gmail account.

Then, he clicks on the “Sign Up” button.

ZOOIMN  sownons-  mansspRonG  conTAcT ses JOINAMEETING  HOSTAMEETING = SIGNIN SIGN UP, IT'S FREE

Activation Email Sent!

We've sent an email to bo.young1992@gmail.com.
Click the confirmation link in that email to begin using Zoom.

b

if you did not receive the email,

Resend another email

To confirm Bo is the person who signed up for an account, an activation code is sent
to the email used to create the account. Bo goes to his email and clicks on the
confirmation link.
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( Festren )
Welcome to Zoom -
Hello! To get started with Zoom we need a few

details from you to create your free account. Last M
Young

\. J

For Educators: Select this option if you are
signing up on behalf of a school or other

arganization that provides educational services
1o children under the age of 18

By signing up. | agree to the Zoom's Privacy Statement and °
Terms of Service

- B |
Bo is then asked to enter his name and create a password for his account.
It is important to remember your username and password. You need it to access your

account later. It’'s a good idea to write them down and keep them in a safe place until
you have memorized them and avoid sharing your password with others.

ZOOIMN  sownons-  mansspwonG  conTAcTses JONAMEETING  HOSTAMEETING = SIGHIN SIGN UP, ITS FREE
6t Marr
Welcome to Zoom = =
Hello! To get started with Zoom we need a few
details from you to create your free account. Last Name
Young
sword
-3 E_
oo
For Educators: Select this option if you are
signing up on behalf of a school or ather
arganization that provides educational services
to children under the age of 18
By signing up, | agree o the Zoo's Pri ot and °
Terms of Service.

Bo clicks “Continue” to finish the registration process.
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zoom SOWTIONS = PLANSGPRICING  CONTACT SALES SCHEDULEAMEETING  JOMAMEETING  HOSTAMEETING -

Jain a Live Deme: Join Zoom expert Raul Mantes for a grand tour ef Zoom's video-first unified communications suite! We'll cover the basics of Zoom Meetings and dive X
into all the must-know features such as calendar integraticns. secording. sereen sharing, annatation, and virtual backgrounds. Register teday

PERSONAL
When you join meetings and webinars hosted on Zoom, your profile infarmation, including your name and profile

. picture, may be visble to other participants. Your name and emailackiress will 1o be visiie o the account coner
EY

and host when you join meetings or webinars on their account while you're signed in. The acoount owner and
Meetings others in the meeting can share this information with apps and others.

Webinars

Bo Young
Recordings = B Young

Settings

ADMIN
» User Management Personal

> Device Management

Phane Not set Add Phone Number
> Reom Management

s Account Management Language English -

+ Advanced
Time Zone {GMT-7:00) Mouwntain Time [US and Canada)

E— B |
Bo has successfully created his account!

Bo can update his account information on the Profile page by clicking Edit.

4
ZOONT  0wnons~  PLANSEPRICNG  CONTACTSALES SCHEDULEAMEETING  JONAMEETING  HOST AMEETING +

Join a Live Demo: Join Zoom expert Raul Montes for a grand tour of Zoom's video-first unified communications suite! We'll cover the basics of Zoom Meetings and dive X
into all the must-know features such as calendar integrations, recording, screen sharing, annotation, and virtual backgrounds. Register today.

PERSONAL
When you join meetings and webinars hosted on Zoom, your profile information, including your name and profile

5, picture, may e visible o other participants Your name and email acess il fso e vsible to the account owner

and host when you join meetings or webinars on their account while you're signed in. The account owner and
Meetings others in the meeting can share this information with apps and others.

Webinars
Bo Young

\ Edit
Recordings § Bo Young
A
Settings

ADMIN
> User Management Personal

> Device Management
Phone Not set Add Phone Number
> Room Management

Language English

Account Management Edit

> Advanced
Time Zone (GMT-7:00) Mountain Time (US and Canada)

0 ._

He can set a profile picture which displays in Zoom when his camera is turned off.
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Personal

Phone Not set Add Phone Number
Language English Edit

[ Time Zone (GMT-7:00) Mountain Time (US and Canada) Edit ]

Date Format mm/dd/yyyy  Example: 12/29/2021 Edit
Time Format Use 12-hour time (Example: 02:00 PM) Edit
Meeting

Personal Meeting ID T80 ae Edit

https://usOSweb.zoom.us/j/*******780?

pwd=T1RIZWRGK1RrM2tVWmF 1ajhYZXIuQT09

X Use this ID for instant meetings o

HostKey e e Edit

If he scrolls down the page, he can also select his time zone,

ZOONN  sowrons+  PLANSEPRICING  CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING  HOSTAMEETING ~

Personal

Phone Not set /Add Phone Number

[ Language English Edit ]

Time Zone (GMT-7:00) Mountain Time (US and Canada) Edit
Date Format mm/dd/yyyy  Example: 12/29/2021 Edit
Time Format Use 12-hour time (Example: 02:00 PM) Edit
Meeting

Personal Meeting ID T80 e Edit

hitps://usOSweb.zoom.us/j/*******780?

pwd=T1RZWRGK1RrM2tVWmF1ajhYZXIuQT09

X Use this ID for instant meetings o

HostKey e - Edit

his preferred language, update his password and more.
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In this lesson Bo created an account. In the next lesson, he will schedule a video
conference meeting.
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Scheduling an Online Meeting

When you jin meetings and webinars hosted on Zoom, your
;.. picture, may be visible o other partcipants. Your name and
' and host when you join meetings or webinars on their account

)
‘,éz‘

Now that Bo has an account, he can schedule and host an online meeting. In today’s
example Bo is using Zoom on a Windows 10 computer and his Gmail account to log
into his Zoom account.

Provided by AT&T Connected Learning + Public Library Association
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o C  www.zoom.com

Search

Bo wants to schedule a meeting with his daughter’s teacher next week. Bo opens a
browser window, goes to the Zoom home page at www.zoom.com,

ZOOIM  sownons-  mwseracns  comcrsass

Enabling the Hybrid
Workforce

Explore how the Zoom platform
seamlessly brings together remote
and in-person teams, for work that
goes wherever you do. Explore hybrid
solutions.

Sign Up Free See pricing

clicks Sign In,

Provided by AT&T Connected Learning + Public Library Association
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ZOONN\  sowmons+  PLANS&PRICNG  CONTACT SALES JOINAMEETING ~ HOSTAMEETING = SIGNIN SIGN UP, IT'S FREE
Email Address
boyoung1992@gmail.com -]
SIGN IN Password Forgot password?
Welcome back!
287ce (o the Zoom's Privacy Statement and Terms

)
£ //N\\
-

Stay signed in

New to Zoom? Sign Up Free

enters his email and password,

zoorr] SOLUTIONS »  PLANS & PRICING NTACT SALES JOINAMEETING  MOSTAMEETING =  SIGNIN SIGN UP, IT'S FREE

bo.young1992@gmail com =

SIGN IN —

Welcome back! =

Stay signed in

New to Zoom? Sign Up Free

and clicks Sign In.
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PERSONAL
Whien vou jnin messtings and webinars hasted on Zoom, your profile information, inclucing your name and profile
5, Picture. may be visbie to other partcipant, Your name and emsil address vl 50 be visbe to the account owner
and hast when you join meetings o webinars on their sccount while you're signed in. The account ovmer and
Meetings others in the meeting can share this information with apps and others.
Webinars
Bo Young 2
Edit
Recordings Bo Young
Settings
ADMIN
> User Management Persanal
+ Device Management
Phone Mot set. Add Phone Number
+ Raom Management
© Artount Mansgement Language English Edit
» Advanced
Time Zone [GMT-7:00) Mountain Time (US and Canadal Edit

Date Format mem/ddiyryy

£ 01/07/2022
Zoom Learning Center
_ . Tiene Format I:heiz-huurwnalw_m:yg.!fi _

From this page Bo can join a meeting now

FERSONAL
When you join meetings and webinars hosted on Zoom, your profenformation, including pour rame and profile
.. picture, may be visble o other participants. Your name nd el address wil also be vible t the 3ccount gurer
=* and host when you join mestings or webinars on thelr aceount while yeu're signed In, The account ovwner and
Meetings others in the meeting can share this information with apps and others.
Webinars
Bo Young 2
Edit
Recordings Ba Young
Settings
ADMIN
» UserManagement Persanal
> Device Management
Phone Mot set Add Phane Number
> Room Management
.\ Aetount Mans . Language English Edit
5 Advanced
Time Zane (GMT-7:00] Mountain Time {US and Canadal Edit

Date Format menidd vy %

Example- 01/07/2022
Zoom Learning Center
B, e Use 12-hour ame_lm‘u;pggﬁ II

or schedule a meeting for a later date.

Bo wants to schedule a meeting with his child’s teacher for next week, so he clicks on
Schedule a Meeting.

Provided by AT&T Connected Learning + Public Library Association
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PERSONAL 4 Back to Meetings

Schedule Meeting

Topic [ M. Brown and Bo Young Meeting L)) ]
Recardings + Add Description
Settings When £ 01/07/2022 200 | pm
ADMIN Duration 1 v w0 « | min

> User Management
Your Zoom Basic plan has 3 40-minute time limit on meetings with 3 or mare participants.
+ Device Management Ungrade now to enjoy unlimited group meetings. Ungrade Now

Di not show this message again
5 Room Management

» Account Management Time Zone (GMT-7:00} Mountain Time (US and Canada} ,

Advanced Recurring meeting

Mnatina I £ Conarsts dutnmetieslh Brrennal hisatins I 475 803 TTA0

Cancel °

Zoom Learning Center

The schedule meeting form displays.

Bo enters the Topic,

ZO0OIM  ownons-  masscpRonG  coNTACTSALES SCHEDULE AMEETING  JOINAMEETING  HOSTAMEETING - a

FERN. 5 Back to Meetings

Schedule Meeting

Topic Ms. Brown and Bo Young Meeting =
¥ Add Description
Settings When l 2 o1/14/2022 || 200 v | e
T Duration 1 v|w(o | min

5 User Management
Your Zoom Basic plan has 3 40-minute time limit on meetings with 3 or mare participants.
s Device Management Upgrade nows to enjoy unlimited group meetings. Upgrade Now

Do nat show this message again
+ Room Management

+ Account Management Time Zone (GMT-7:00} Mountain Time (US and Canada} v

Advanced Recurring meeting

Mootine IN Y Genecate datomaticalle Porcanal Meeting IR 475 801 7780

Zpom Learning Center

the date and meeting start time,
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ZOO0OIT)  sownons-  ransspmone  conTacTsaes SCHEDULEAMEETING  JOINAMEETING  HOST AMEETING = a

PERSONAL ¢ Back to Meetings

Schedule Meeting

Topic B
il opit M. Brown and Bo Young Meeting

7]

+ Add Description

‘When 3 01/14/2022 2:00

- Duratian [ a Cinf 3 < | min ]

3 User Management

Your Zoom Basic plan has a 40-minute time limit on meetings with 3 or more participants.

¥ Dievice Muragariat Upgrade now to enjoy unlimited group meetings. Upgrade Now
Do nat show this message again
> Room Management
e Time Zone (GMT-7:00) Mountain Time (US and Canada) "
3 Advanced

Recurring meeting

Meating IN Y Generate Batnmaticalle Porcanal Mesting 11475 907 T7A0

Zoom Learning Center m Cncel °

and the duration of the meeting.

:
oo LI T T —— scutomeaneene  omaveenie  Hosrauene ()
FERSONAL

¢ Back to Meetings

Schedule Meeting

Topic My Meeting

]

+ Add Description

‘When 2 01/0772022 200 - PM

ADMIN Duration 1 v|n| o | min

> User Management

“Your Zoom Basic plan has 3 40-minute time limit on meetings with 3 or more participants,
5 Divic Miriagaimant. Upgrad now to enjoy unlimited group meetings. Upgrade Now
Do not show this messags again
+ Raom Management
e T i Time Zone (GMT-7:00) Mountain Time (US and Canads]

> Advanced Recurring meeting

Minating N [ T era— Brrcnnal Misatin I 475 007 TR0

Zoom Learning Center

Once the information is entered, Bo clicks “Save”
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PERSONAL X
My Meatings -+ Manage "Ms. Brown and Bo Young Meeting”
Prafile
e ———
Webinars Time Jan 14, 2022 02:00 PA Mountain Time (LS and Canads)
Recardings Add to ‘ B Goente
Semings
ADMIN 6830981 1588
> UserManagement Security v Passcode "™ Show Whiting Room
» Device Management
Invite Link 1/883091 -5 2V TZCUHLBWS K VITFURNVITOR
+ Room Management €2 Copy Invitation
» Account Mana, it
g Video Host off
+ Advanced Participant ot
Meating Options Allow participants to join anytime

Mute participants wpon entry (8
Zoom Learning Center

Autormatically record meeting on the local computer

and the meeting is scheduled!

Bo can add the event to his calendar.

| 4
ZOONN  sownous-  mansarmcns  conmactsaies SCHEDUAE AMEETNG  JOINAMEETING  HOSTAMEETING =

PERSONAL
My Moetings - Manage "Ms. Brown and Bo Young Meating’
Profile
T "
Webinars Time Jan 14, 2022 02:00 P Mountain Time (US and Canada)
Recordings Add o | Google Calendar
Settings
P 8830981 1588
» User Management Security o Passcode Ut Show Waiting Room
+ Device Management
Invite Link oo us/|/BA30FEL g T2CL
+ Raom Management l [ Capy Invitation I
» Account Management
Video Host off
5 Advanced Participant ot
Meating Options Allow participants to jain anvtime

Mute participants upon entry [
Zoom Learning Center

Automatically recard meeting on the local computer

He can also copy the meeting information by clicking the “Copy Invitation” button.

Provided by AT&T Connected Learning + Public Library Association
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Copy Meeting Invitation

Meeting Invitation

Bo Young is Inuiting you to a scheduled Zoom meeting

Topic: Ms. Brown and Bo Young Meeting
Time: Jan 14, 2022 0200 PM Mountain Time (US and Canadal

Join Zoom Meeting
/|/B830981 o gaT ZCUHUaW oK IV TFVNVITO?

Meeting IDx B3 0781 1588
Passcode: LNe6%u

Copy Meeting Invitation

Copied ta cliphoard

Meeting Invitation

Fio Young Is imviting you to 3 scheduled Zoom meeting.
Fopic: Ms. Brawn and Bo Young Meeting
ime: Jan 14, 2022 02:00 PM Mountain Time [US and Canada)

i/ BE3098 11588 7pwd=b2VEa TZCUHUaWoK VITFVRNVIIQTOS

eting ID: 883 0581 1588
asscore LNedoy

Copy Meeting Invitation

or text message that he can send to the people he wants to attend the meeting.

Provided by AT&T Connected Learning + Public Library Association
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SCHEDIALE A M

Svecings -~ Marage "M Broven i B Young Mesting”

M, B ar B Young Meeting

Jan 34, 2023 0200 P Moureaie T

o [ g o

B3 081 1388

o Facode e Show Wiaiing Rom

Pitgrc s S 2com s/ BB 0811 588 et b VR T2CUH UGS SVTFVRNVIITR
€ Cope Imvitation

In this lesson Bo scheduled a meeting. In the next lesson he will host a meeting.

Provided by AT&T Connected Learning + Public Library Association
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Hosting an Online Meeting

beatirgs  Miruage "M Bom and Bo Yourg Mesting”

. o 30 B Voung Mg

Lim 14,003 0200 P4

astw | [ Gosec o

oL 158

In the last lesson Bo scheduled an online meeting. In this lesson Bo will host an online
meeting. In today’s example, Bo will log into his Zoom account with his Gmail account.

Provided by AT&T Connected Learning + Public Library Association
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Zoorn SOLUTIONS »  PLANS & PRICING NTACT SALE JOINAMEETING  HOSTAMEETING »  SIGNIN SIGN UP, IT'S FREE

Emad Addn

bo young1992@gmail com -]
SIGN IN —
cessasensnee =
Welcome back!
Stay signed in
New to Zoom? Sign Up Free

The first step is to start the meeting. To do this, Bo goes to the Zoom website
and logs in to his account.

i
ZOO0OIMT  sownons-  ransspmoNG  cONTACTSALES SCHEDULEAMEETING  JOINAMEETING  HOST AMEETING =

PERSONAL

When you join mestings and webinars hasted on Zoom, your profile information, inclucing your name and profile
picture. may be visible to other participants. Your name and email address will akso be visible to the account owner
and hast when you join meetings or webinars on their socount while you'ee signed in. The account ovwner and
others in the meeting can share this information with apps and others.

&

Bo Youn,
8 Edit
Ba Young
ADMIN
» User Management Personal
5 Device Management
Ehone Mot set /dd Phone Number
5 Room Management
+ Account Management langutge English Edit
+ Advanced ;
Tiime Zane [GMT-7:00) Mountain Time (US and Canadal Edit

Date Format menfded iy Exampbe: 01/07/2022
Zoom Learning Center
_ T Focnat Use 12-hour ma_uwm‘gﬁ;gﬁ II

Once heis logged in, he clicks Meetings.

Provided by AT&T Connected Learning + Public Library Association
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ZOONMN  sownms+  masamonc  conacrsaes soeoucameeni  onaveene  vostaveena - ()

Meetings et Training

_ Upcoming Previous Personal Room Meeting Templates
Meetings

@ Start Time End Time Schedule 2 Meeting
" t to T h %

Fri.Jon 14

Meeting I 981 15
AOMIN

Settings
02:00 PM - 02:30 PM Ms. Brown and Bo Young Meeting

User Management
Device Management
Room Management

Account Management

Zoom Learning Center °

Here he will see upcoming meetings he has scheduled.To start the meeting, Bo
mouses over the meeting he wants to host,

Meetings Get Training

Upcoming Previous Personal Room Meeting Templates

@ StartTime to End Time Schedule a Meeting

FriJan 14

02:00 PM - 02:30 PM Ms. Brown and Bo Young Meeting

Meeting ID: 883 0981 1588

ADMIN

User Management

» Device Management
Room Management
Account Management

Advanced

Zoom Learning Center °

then clicks on the Start button.

Provided by AT&T Connected Learning + Public Library Association
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Zoom Open Zoom Mestings?

Click Open Zoom Meetings on the dialog shown by your browser

If you don't see a dialog, click Launch Meeting below

By clicking "Launch Meeting", you agree to our Terms of Service and Privacy Statement

Launch Meeting

Dot have Zoom Client installed? Download Now

Bo is asked to open the app.

with Computer Audio

Automatically join audi by computer when joining & meeting

He then selects Join with Computer Audio.

Provided by AT&T Connected Learning + Public Library Association
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The Zoom window opens and the meeting begins.

Bo waits for his child’s teacher to join the meeting.

Provided by AT&T Connected Learning + Public Library Association
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Zoorn SOLUTIONS »  PLANS & PRICING NTACT SALES SCHEDULEAMEETING  JOINAMEETING | HOsTAmEETnG IR

PLRSONAL
When you join meetings and webinars hosted on Zoom, your profike information, including your name and profile
_ picture. may be visible to other partxigants. Your name and emai address wil 350 be visible to the cc0unt wner
® and host when you join meetings or webinars on their accoun t while you e signed in. The account owner and
Meetings others i the moeting can share this information with apps and others
Webinars
Bo Young -
— & o
ADMIN
User Management Personal
Device Maragement
L ambes
Room Management
Account Management Suth Edit
Advanced
(GMT-7:00) Mountain Teme (US and Canada) £

Zoom Learning Center
E—— T

If Bo does not have a meeting already scheduled, he can also start an unscheduled
meeting and then invite people to join him. To do this, Bo goes to the Zoom website,
clicks on Host a Meeting

ZOOMMN  sownows+  mansrmon SCHEDULEAMEETING  JONAMEETING  HOSTAMEETING ~

With Video Off

-
When you join meetings and webmnars hasted on Zoom, your profile informatson. inclu

picture, may be visible to other participants. Your name and emal address wil 30 be v Screen Share Only £
® and host when you join meetings or webinars on their account while you re signed in. T.

Meetings Gthers in the meeting can share this information with apps and others.

Bo Young
Recordings f§ Bo Yourg

- \/

ADMIN
User Management Personal

Device Management

Fa— English Edit

Advanced
(GMT-7:00) Mountain Time (US and Canada) Edit

mmiddlyyyy  Example: 01/07/2022
Zoom Learning Center
Line focnat useunmmlmmnz_mﬁ —

and selects Video On.

Provided by AT&T Connected Learning + Public Library Association
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200m Open Zoom Meetings?

Click Open Zoom Meetings on the dialog shown by your browser

If you don't see a dialog, click Launch Meeting below

By clicking "Launch Meeting", you agree to our Terms of Service and Privacy Statement

Launch Meeting

Bo is asked to open the app.

Automatically join audi by computer when joining a meeting

He then selects Join with Computer Audio.

Provided by AT&T Connected Learning + Public Library Association
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Now Bo can invite his mother and sister to the meeting.
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to select “Invite.” He can send an invitation via email or copy the meeting information
and paste it into another communication tool like chat or a text message.

Provided by AT&T Connected Learning + Public Library Association
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Now that Bo has successfully invited his mother and sister, they show up in the
“Participants” tab on the screen.

While it’'s easy to host an unscheduled meeting, it may be a good idea to invite people
to an online meeting in advance, so you can be sure they are available ahead of time.

Provided by AT&T Connected Learning + Public Library Association
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In this lesson Bo started and hosted two meetings. In the next lesson Bo will learn
about special features to host an online meeting.

Provided by AT&T Connected Learning + Public Library Association
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Tips to Host an Online Meeting

In the previous lesson, Bo learned two ways to host an online meeting. In this lesson
Bo will learn about special features he can use to host an online meeting. In today’s
example Bo is using Zoom on a Windows 10 computer.

Depending on which device you use some options may be located in a different
location on your screen.

Provided by AT&T Connected Learning + Public Library Association
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Bo is in a meeting with his mother and sister. As the meeting host Bo sees additional
features that did not show up when he was a participant. Some host features may
vary depending on the video conferencing platform.

The Meeting host features can be found in the menu at the bottom of the screen.

The “Security” menu allows Bo to

Provided by AT&T Connected Learning + Public Library Association
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He can “Enable Waiting Room” which creates a space where anyone who hasn’t joined
the meeting will have to wait before they can be admitted by the host.

Provided by AT&T Connected Learning + Public Library Association
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He can “Hide Profile Pictures”, which removes pictures from participant profiles, and
displays the username instead.

As a meeting host Bo can also choose what participants are able to do during the
meeting by checking and unchecking various options. As a host he can allow people
to share their screens with the group, allow participants to chat and rename
themselves, mute or unmute participants and more.

Provided by AT&T Connected Learning + Public Library Association
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The “Remove Participant” feature allows Bo to remove someone from the meeting.
That person cannot rejoin the meeting until Bo allows it.

As the host, Bo can mute and unmute attendees in the Participants tab.

Provided by AT&T Connected Learning + Public Library Association
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Participants (1)

He can mute everyone by clicking the Mute All button.

He can also mute an individual by clicking the Mute button next to a person’s name.
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Bo can record the meeting and save it to his computer or to his online Zoom account.
It's always recommended that you let people know when you plan to record a
meeting.

When Bo is ready to end the meeting, he clicks End,

Provided by AT&T Connected Learning + Public Library Association

None of the other companies whose names or logos appear in these educational materials have been
involved in the creation of these materials, or approve, sponsor, or are affiliated in any way with these materials.




= AT&T

connected

LEARNING

PublicLibrary

ASSOCIATION

End Meeting for All

Leave Meeting

then End Meeting for All.

2 Zoom Clowd Meetings. P %

Z200m

Sign In

This ends the meeting for all participants.
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E How to join an online meeting

Common features when
attending an online meeting:
mute, chat, camera

g How to create an account

g How to schedule and host a meeting

g Common hosting features: invite
participants, lock the meeting, mute all

In this course, we followed along as Bo learned how to use videoconferencing tools.
We learned how to join an online meeting from an invitation; common features for
meeting participants including muting, chatting, and using the camera; how to create
an account; how to schedule and host a meeting; and common hosting features,
including inviting participants, locking a meeting, and muting all participants.

In the practice section, you can join Bo to practice what he learned.
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Practice

In this course we followed along as Bo learned how to use videoconferencing tools. In
today’s example Bo is using Zoom. Let’s see what you remember.
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What icon would Bo click on to mute his microphone
while someone else is talking?

What icon would Bo click on to mute his microphone while someone else is talking?
Click on it now. If you need help, click on the Hint button.

What icon would Bo click on to mute his microphone
while someone else is talking?

Click
Next to

| continue

That's right! Bo would click the microphone to mute himself. Click Next to continue.
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What icon would Bo click on to turn off his web camera
during the meeting?

What icon would Bo click to turn off his web camera during the meeting? Click on it
now. If you need help click on the Hint button.

What icon would Bo click on to turn off his web camera
during the meeting?

Bo

That's right!

Click
Next to
continue

That's right! Bo would click the Camera icon to turn off his camera. Click Next to
continue.
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Bo wants to change the view so the speaker shows in the
middle of the screen. What would he click to do that?

Bo wants to change the view so the speaker, Ms. Brown, shows in the middle of the
screen. What would he click to do that? Click on it now. Click on the Hint button if you
need help.

Bo wants to change the view so the speaker shows in the
middle of the screen. What would he click to do that?

That’s right! View allows you to change how you see participants on the screen. Click
Next to continue.
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What icon would Bo click so the meeting host knows
he has a question? Click on it now.

Bo is in a web meeting with 6 people and wants to ask a question. What icon would Bo
click on so the meeting host knows he has a question? Click on it now. If you need
help click on the Hint button.

What icon would Bo click so the meeting host knows
he has a question? Click on it now.

That's right!

Click
Next to

continue

That's right! Bo would click the Reactions icon to select Raise Hand. Click Next to
continue.
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What icon would Bo click to share a document
on the screen? Click on it now.

What icon would Bo click to share a document on the screen with the other
participants? Click on it now. If you need help click on the Hint button.

What icon would Bo click to share a document
on the screen? Click on it now.

Click
Next to
continue

That’s right! Bo would click Share Screen to share a document on the screen with the
rest of the participants. Click Next to continue.
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How would Bo share a link to the other participants
without interrupting the meeting? Click on it now.

Bo wants to share a link to the other participants without interrupting the meeting.
How should Bo share this link? Click on it now. If you need help click on the Hint
button.

How would Bo share a link to the other participants
without interrupting the meeting? Click on it now.

Click
Next to
continue

That's right! Bo would use the Chat feature to share a link with everyone. Click Next to
continue.
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Bo wants to schedule a meeting for next week. What button
would he click to schedule the meeting?

Zoom
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Bo wants to schedule a meeting for next week. What button would he click to
schedule the meeting? Click on it now. If you need help click on the Hint button.

Bo wants to schedule a meeting for next week. What button
would he click to schedule the meeting?

thers in the meatiig. can share this informaticn with 3pps and athers.

Bo Young

Click
Next to

Engloh
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That’s right! Bo would click Schedule a Meeting. Click Next to continue.
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Bo wants to mute everyone who is in the meeting he is
hosting. How would he do that? Click on it now.

Bo wants to mute everyone who is in the meeting he is hosting. How would he do
that? Click on it now. If you need help click on the Hint button.

Bo wants to mute everyone who is in the meeting he is
hosting. How would he do that? Click on it now.

That's right!

Click
Next to
continue

That’s right! Bo would click Mute All. Click next to continue.
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Bo wants to allow participants to rename themselves. What
does he click on to do this? Click on it now.

As the host, Bo wants to allow participants to rename themselves. What does he click
on to do this? Click on it now. Click on the Hint button if you need help.

Bo wants to allow participants to rename themselves. What
does he click on to do this? Click on it now.

Click
Next to
continue

That's right! Bo would click on the Security button to change the settings for
participants. Click Next to continue.
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Bo wants to end the meeting.
What would he click on to do that?

As the host, Bo wants to end the meeting. What would he click on to do that? If you
need help click on the Hint button.

Bo wants to end the meeting.
What would he click on to do that?

That's right!

i
Click ’
Next to

continue

That’s right! Bo would click End to end the meeting. Click Next to continue.
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Congratulations! In this course you learned how to use video conferencing tools to
attend and host an online meeting. Why don’t you try exploring some of these
features on your own!
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