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Using Zoom in an Adult LBS Setting

Zoom Video Conferencing

Section 1:

Getting Started: Setting up an Account
Scheduling a Recurring Meeting
Sending an Invite

Joining a Meeting
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Zoom Video Conferencing Tools

There are many video conferencing platforms being used by LBS agencies such as Google Meet, Skype,
WhatsApp, Webex and Zoom. We will only cover the Zoom platform as it’s the most commonly used video
conferencing tool used by literacy programs, and also by the Silver Linings Café.

In this manual, we provide information on how to use Zoom as well as highlight some of the features that

Silver Lining Café participants have told us are useful in making the most of their Zoom meetings with
learners. You will find step-by-step instructions and practitioner tips.

There are six sections to this Zoom manual:

Section 1: Getting Started: setting up an account, scheduling meeting, sending an invite, joining a
meeting

Section 2: In Meeting Controls and Video layouts (Gallery/Speaker views)

Section 3: Whiteboard, Screen Sharing and Annotation Tools

Section 4: Breakout Rooms

Section 5: Polling

Section 6: Preparing for Remote Learning, Building Community & Engaging Learners, Online
Resources

For the history of the Silver Lining Café project and outcomes, refer to the companion report:
“Silver Lining Café” Report, September 2020.

Please note that Zoom updates are frequently available. Some features discussed in this manual will not be possible
to use without uploading the most recent version of Zoom. Also note that not all of the features are available to use

when starting a meeting from the web portal without being logged into the desktop client as well.

The information in this manual is accurate as of December 2020. Features and steps to using them may change with
future downloads. Consult support.zoom.us for more resources and information.

Language note: Click and select are used interchangeably here. This guide is for desktop or laptop users. There is a
separate mini manual for mobile device users (phones and tablets).

Happy Zoomilng)!

Susan and Trish (December 2020)
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Creating a Zoom Account

There are several levels of Zoom accounts including free and paid subscriptions. Go to zoom.us
and follow the step-by-step instructions to choose the account that serves your agency. Typically,
the free account has a 40-minute time limit; however, Zoom has waived this restriction for

education during the pandemic.

Signing Into Your Account (Zoom Web Portal)?

To sign into your account from the zoom.us ~
Zoom: Video Conferencing, Web Conferencing, Webinars ...
ZOO m We b pOfta I : Zoom is the leader in modern enterprise video communications, with an easy, reliable cloud
platform fer video and audio ... Zoom Rooms is the original software-based conference room
. solution used around the world in board, ... US Dollars $.
Type Zoom.us into Google, ) )
Sign In Joining a meeting
Zoom is the leader in modern Linux. Open the Zoom desktop
or use the address bar to go to the enterprise video ... client, Join a meeting using one ...
Zoom website directly. Download Free Sign up
Download from Google Play Sign up, It's Free. Check outour ...
Downlead from Zoam ... Zgom went above and ...
Zoom Meetings About
H Zoom Meetings & Chat. Enterprise Itis our privilege to deliver you
se I ECt Slgn I n video confere?\:ing with real ,,p happine:s evegry single dayy,_.
Plans and Pricing Sign In with S50
Founded in 2011, Zoom helps Zoom is the leader in modemn
Sign In businesses and organizations enterprise video ...

Cinail Address

[ Ernail Address ] \

Passwaord

Enter the Email Address &

[ Password Furgutpassword?} Password you chose When
f::ll; is pratected by reCAPTCHAand the Privacy Palicy and Tems of Service yo u created yo u r accou nt.
Stay signed in New to Zoom? Sign Up Froe

Practitioner Tips:

If you share your account with colleagues, sign out of Zoom when you finish so that they are not
locked out of the account. Avoid using the Stay signed in option to prevent the same issue.

Sign in again before you start your next session as there are some Zoom features that require
desktop sign-in to access. (Stay signed in if you are the only Zoom user on the device.)

! There are two ways to sign in, change settings, start meetings, etc. — through the web portal (zoom.us website) and
desktop client (Zoom app on your computer, accessed from the icon on your taskbar/desktop). The portal is mostly
used to change your profile and meeting settings, scheduling (and viewing/editing) meetings but you can do these
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Signing into Your Account (Desktop Client)?

To sign into your account from your desktop, select the Zoom icon from the taskbar at the

bottom of your screen.

H L Type here to search

Windows Administrative Tools

Windows Ease of Access

Windows Security

Windows System

Xbox Game Bar

o '
New Meeting ~ Join

Kirsty Interview

500 PM - 6:00 PM

L o Mecting 0:659 6181 0183
. ‘
- — \

If the Zoom icon is not on the taskbar,
pin it there:

Select the Start icon > scroll down >
click the arrow by the Zoom folder >
click and hold mouse > drag the Zoom
icon to the taskbar.

200m

Join a Meeting

Sign In

The pop-up window above will appear
on your desktop).

If you are already signed in, it will look
like the window on the left with four

————— icons (New Meeting, Join, Schedule,

Share screen) and the time and date.

2 See footnote 1 on previous page re web portal vs desktop client.

Metro Toront®
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Choosing Your Settings (Web Portal)

Zoom settings provide you with the ability to customize your preferences and enable or disable
features. You can set your default preferences for meetings here — new meetings will keep the
settings you choose.
In your account, click on Settings on the left menu. Under Settings, you’ll notice there are three
headings (across the top):

e Meeting

e Recording

e Telephone

HEENLD [ Meeting Recording Telephone]

Security

Meetings Security

Profile

Schedule Meeting

Webinars
In Meeting (Basic) ()

Recordings
In Meeting (Advanced)
m Email Notification
Other
ADMIN \\ /

There are literally dozens and dozens of preference options! Most of them you won’t be
concerned with. You will want to enable specific features for all meetings. Select Settings and
scroll through the categories to enable or disable features that suit your program. Click the
toggle to disable the feature (grey, slides to left). Click again to enable it (blue, slides to right).

4 )
() Grey = disabled Blue = enabled ()

If you cannot enable/disable a feature, check with
your administration. They may have chosen to lock
the feature.

- /

Practitioner Tip: We surveyed LBS practitioners to find out which preferences they found most
helpful to manage online classes and enhance learners’ experience.

Most of the feature preferences they reported changing were under the category of Meetings.

Their recommendations are on the next three pages:
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Choosing Your Settings (Web Portal)

Security

Feature

Details

© Waiting Room

Good security feature - see who is joining your
session. Learners are first placed in a waiting
room. You must admit them.

© Require a passcode when scheduling
new meetings

Learners must enter passcode before joining
meeting. Passcode gets sent with meeting
invite. Revise your passcode to a word or
number rather than the number/letter
combination assigned automatically — easier for
learners to enter. No upper/lower case!

© Require passcode for participants
joining by phone (this is for dial-in by
landline)

Extra layer of security.

© Embed passcode in invite link for one-
click join

No need for learners to enter passcode. It’s
embedded in invite. Select this if confident
learners won’t share meeting link.

@ Only authenticated users can join
meetings from Web client

If this feature is enabled (blue), then most
learners will be unable to join your meeting.
Make sure this feature is disabled (grey).

Schedu

le Meeting

Feature

Details

© Host (that’s you!) video

Start meetings with your video on.

© Audio Type
© Select, Telephone and Computer Audio

Good for learners with audio issues/lacking
computer speakers. Can use desktop/laptop for
video and phone/tablet for sound.

In Meeting (Basic)

Features

Details

© Chat
© Private chat
© Auto saving chats

Allowing learners to use chat feature keeps
them engaged, gives introverts opportunities to
express opinions. Can share links, images,
documents, activity instructions, etc. Learners
can put questions in the chat while someone
else is speaking. Saving chats can keep track of
issues.

Metro Toront®
ovement
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Choosing Your Settings (Web Portal), Cont.

© Sound notification when someone joins
or leaves, play sound for everyone

Sounds like a doorbell chime. Good way to be
alerted to latecomers when busy! (Note: some
practitioners find the sound annoying.)

© File transfer (through chat)

You & learners can upload and share files
and/or web links through in-meeting chat.

Allows you to add co-hosts. Could be advanced
learner or volunteer. They have the same in-

© Co-host .
meeting controls as the host except they cannot
start or end a meeting.
Great way to engage learners & get lesson or
discussion feedback. You can use polls to
. answer lesson questions too (multiple choice).
© Polling a ( P )

Post poll during or after sessions. You can create
poll before meeting. (Polling feature
unavailable on basic [free] accounts.)

© Always show Meeting Control Toolbar
(In-Meeting Controls)

Important for learners new to Zoom as they can
get confused and not know how to find their
controls. Tap Esc (escape) on toolbar to show it
again. Then change settings to enable.

© Show Zoom windows during screen
share

Useful for teaching learners to use Zoom
features. Can turn off within meeting if not
needed (under Share Screen settings).

@© Screen sharing, all participants

Major feature that promotes participation
during lessons. Allows you & learners to share
screen content during meetings.

© Annotation
© Allow saving of shared screen with
annotation

You & learners can use annotation tools to add
info to any screen shared documents, like
reading passages or math sheets. You can
annotate a PDF, word doc, image, web page or
anything you see on your screen.

© Whiteboard

© Allow saving of whiteboard content

© Auto save whiteboard content when
sharing is stopped

Anyone can share a whiteboard during lessons. A
whiteboard is the virtual version of a class-room
whiteboard (or chalkboard). Great tool for math
lessons, brainstorming, or writing language
experience stories.

© Remote control

Allows learners to control your shared content.

© Nonverbal feedback

Learners can give nonverbal feedback & express
opinions/communicate by selecting Participants
on controls and then clicking on icons
Yes/No/Thumbs Up/Down etc.

Metro Toront®
ovement
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Choosing Your Settings (Web Portal), Cont.

© Meeting reactions (emoji) Learners can communicate without interrupting
by reacting with emoji that shows on their
video. Reactions disappear after 10 seconds. It’s
a simple way to check in with learners during

your class.
© Allow participants to rename Good option if learners are using someone
themselves else’s device or a phone.
Meeting: Advanced
Allows you to split learners into separate,
© Breakout room smaller rooms. This is an advanced setting.
© Allow host to assign participants to Practitioners use this to help individual learners
breakout rooms when scheduling with math problems or to administer Learning

Activities or Milestones.

Customize your background/filters to keep
environment private/stimulate discussion. If
using an older computer/tablet/ laptop, this
feature might not work.

© Virtual background and filters

Telephone

Features Details

Select Canada from the dropdown menu for
both options. Note: learners won’t be able to
see anything or use video —they can only listen
and talk in your lesson from a landline.

© Choose where most participants call
into or call from to join the meeting.
© Global Dial in countries/regions

Practitioner Tip: Check out the Zoom blog for tips on managing and securing your classroom
while sharing content with participants at:

https://blog.zoom.us/best-practices-for-securing-your-virtual-classroom/

]
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Scheduling Recurring Meetings (Web Portal)

Most practitioners find it both simpler and a time saver to create recurring meetings since they
meet regularly with the same group of learners (even if the times vary from day to day).

Scheduling a recurring meeting is also easier for learners as they will have only one link to save
(and passcode to remember, if they ever need to enter it).

SCHEDULEAMELTING  JDINAMIETING  HIOSTAMIETING =

—
fe

ZOOIM  sowrows -~ eLanssrRcnG  CONTACTSALES By
PERSONAL Meetlngs Get Training
Profile
Upcoming  Previous  Personal Reom  Meeting Templates
Meetings
(TrTPem [& sten¥me to EdTime ] |
Recordings
Settings . . .
After Signing in, select:
1. Meetings
» User Management .
Pu— 2. Schedule a Meeting
> Account Management
¥ Advanced
Topic [ Tara's Math class - Mon/\Wed/Fri 9:30 am to 11:30 am ] < 1
Description (Optional) Enter your meeting description
When 11/15/2020 H | ¢30 ~ AM
Duration 1 w |hr| o ~ | min
Time Zone [GMT-5:00) Eastern Time (US and Canada) v
Every week on Mon, Wed, Fri, until Dec 27, 2020, 18 occurrence(s) B
Repeat every 1 . |wesk
Occurs on O Sun Mon O Tue Wed O Thu Fri O Sat
<
End date [@ By| 12/27/2020 ] ] O After| 7+ |occurrences
Registration [0 Required
Security Passcode math ‘Waiting Room ]

N

Rename the Topic
something
meaningful to
learners.

Check Recurring
meeting.

Select Weekly to
check a box for
each day the group
meets.

Select End Date
(e.g. end of
semester /year).

5. You must select one or both Security options (depending on your program requirements — check with
your program to confirm whether you need a passcode). Change the passcode to one that learners can
easily remember. Tip: it doesn’t have to be six digits. Don't use a mix of upper and lower case letters.
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Scheduling Recurring Meetings (Web Portal), Cont.

Video Host ® on | O off Your current setting (on or off)
<« appears blue (either because it’s
Participant ® on | O off the default or you set it this way
in the past).
Audio (O Telephone (O Computer Audio @ Both

Learners new to Zoom often
have challenges  unmuting
themselves, so unchecking Mute

| _ participants upon entry may be
helpful.

Dial from Canada  Edit

Meeting Options Allow participants to join | Anytime ~ | before start time

[ [ Mute participants upon entry ]

If you enable this feature, you
(] Reguire authentication to join can unmute learners in current
and future meetings after they
initially consent the first time,
[ Reguest permission to unmute participants without them having to struggle
to find the mute icon.

[T Breakout Room pre-assign

[ Automatically record meeting

Z ool I | SOLUTIONS v PLANS&PRICING  CONTACT SALES

Audio @® Telephone O Computer Audic O Both

Dial from  Edit

Meeting Options O Enable join before host

Scroll down to
the bottom of
the page.

O Mute participants upon entry 3
Enable waiting room

O Breakout Room pre-assign

Se | ect: Save. _ (O Record the meeting automatically on the local computer

\ —
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Sending Learners a Meeting Invitation (Web Portal)

My Meetings > Manage "My Meeting"

After  saving the

Topic My Meeting scheduled meeting,
this screen appears.

Time Jun 8, 2020 08:00 PM Eastern Time (US and Canada)

Add to [ m Google Calendar ] [ ui Qutlook Calendar (.ics) ] [ e‘lahoo Calendar ]

Meeting ID 87187510728 Select Copy Invitation
(which you will paste

Meeting Password Hrbet o Show . . . .
into an email invite

Invite Link https:fus02web.zoom.us/j/871875107 287 pwd=elNjSkFUdIIxQ3hBSFZ0ZmRVbiRYQTO? Shortly) .

After clicking Copy Invitation, you will [Copy Meeting Invitatior)

see this window pop up.

Meeting Invitation

MTML Host is inviting you to a scheduled Zoom meeting.

By selecting Copy Meeting Invitation,
. . . . . Topic: MTML Board Meeting - September 16, 2020
all important meeting details mcIudmg Time: Sep 16, 2020 05:30 PM Eastern Time (US and Canada)
meeting link, and passcode will copy Join Zoom Meeting
https://us02web.zoom.us/j/833287220487
onto your computer’s clipboard

pwd=VGpvcORJamZPQXNSWYVBKY]IrSnhFZz09

{ng 1D: 833 2872 2048

Then paste it directly into a document

or ema | | 287220484,.,0,,9689894 Canada

+1778 907 2071 Canada

12042727920 Canac ’
T
To: Learner@email.com
Subject; Zoom Invie - Lesson wit Kaya Open your email and compose a message. Enter
|
the learner’s email address in the To: field at the

top.

Paste the invitation into the body of the email with

«— | ctrl (Control) + P on your keyboard

or

. Right Click on the mouse and select Paste!

“ ~ SansSerif + T+ B I

Ic
m
i
iii
i
lid
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Editing the Meeting Invitation

You can customize your invitation. Delete unnecessary words and edit the email, so learners can
easily find key information. Unless you have learners who call in to listen to your lessons (who will
not have video or be able to see your screen), you can delete all the phone numbers.

0 hild 9 © - Darin's afteroon class - Message (HTML) - [m]
i ) Insert  Of atTet R
& = ¥ ot calbri 2 AW %) @l H § g ¥ Folowup-
& Copy ’ = Y High importance
paste Bl:iu w E|= = iF @ Address Check  Afach Amach Signature Zoom

ook Names  File item - # Lowimportance

include

Subject: | Darin's afternoon dass

27920, 71421752508,,,,,08, SBOS548 Canads

12047 Attached:
+14388007799, 71422752908,,.,.04, 5BOS548H Canads

(Customize your message to learners. Tip: delete all the unnecessary information.)

5
= e Topic: Darwin's afterncon class 12:30 to 2:30 pm
a7 3744 Time: We will meet every afternoon from 12:30 to 2:30
g A B £ g Join Zoom Meeting.
el o y 2 https://us02web.zo0m.us/j/7142275290?pwd=0UVzMzk2 UW00cXM2bHh Md 3VIROIwQT09

We will use the same link and the same password for each time we meet. Save this email so you can click on it to join every meeting.
Meeting ID: 714 227 5290
Passcode: writing

Cheers Darwin

ﬁractitioner Tip: When you send a meeting invite, make sure the link is live or hyperlinked
(blue/underlined) so learners can click on it to join the meeting. If it’s not, place the cursor after the last
character in the link address and press enter on your keyboard. It should turn blue.

https://tds-ca.zoom.us/j/93228306086?pwd=NTFEb0JyNkF1VkRIcnJmMVWdKR1JWUTO09

Starting a Meeting from the Web Portal (desktop)

On the day of your session, log back into the Zoom web portal shortly before the meeting
starts. You will see a list of Upcoming Meetings. Select the meeting and click Start.

PERSOMAL . . . . . .
Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates B Get Training
Profile -
Webinars
" Start Time Topic = Meeting 1D
Recordings
Fri,Jun12 Tropicana B47 5433 2371 )| Delete
Settings 10:00 AM
Metro Toront®

Movemen!
e ] jteraCy
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Scheduling Recurring Meetings (Desktop Client)

Follow the instructions on page 2 for signing into through the Desktop Client.

From the Home page, you will see this
popup window. Click Schedule

2 Schedule meeting

Schedule Meeting

Topic

Darwin's afternoon class 12:30 to 2:30 pm

Recurring meeting

Remember to check recurrence or repeat in your calendar invitation

Meeting ID

o Generate Automatically () Personal Meeting ID 714 227 5290

Security

[ Passcode | writing @]

Wiaiting Room

Video
[ Host:o On () Off

Participants: o On ]() Off

Audio

(: Telephone (: Computer Audio [o Telephone and Computer Audio ]

Dial in from Canada Edit

Calendar

o Outloak

Advanced Options ~

() Google Calendar () Other Calendars

© Zoom =

00

New Meeting ~ Join

Kirsty Interview - St

\ S00PM - 600PM
Meeting ID: 859 6181 0183

Schedule Share screen ~

View today's upcoming meetings (1)

m Cance‘

When you select recurring meetings, the Start
and Duration options will disappear.

When enabling features, follow the same
suggestions in the Scheduling Meetings (Web
Portal) on page 7.

Select Advanced Options:

Click Allow participants to join Anytime (or
choose 5, 10 or 15 minutes before start) if you
want learners to be able to join ahead of time.

You can also request permission
to unmute participants here if
you’ve enabled it in your settings.

After you choose your options,

Advanced Options ~

Allow participants to join[: Anytime ~ | before start time
[7) Mute participants upon entry

I'_:',I Only authenticated users can join

Request permission to unmute participants

I'_:I Automatically record meeting

Alternative Hosts:

john@company.com
M

Click Save.

Cancel | [CEUO
S A - »
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Inviting Learners (Desktop Client)

a of[o] ® Open the desktop client (and follow

g instructions on page 2 to sign into
the desktop client if you’re unsure
how to sign in).

=

[~ To invite learners to a meeting,

05:04 PM select the Meetings icon from the
° S v A top menu.

et - o Then you will see this window

below:
o
No upcoming meetings today

Schedule Share screen

1. Select the recurring meeting you

want (e.g. in this example,

(A o () 2 .
Darwin’s afternoon class) from
g e ® the Upcoming menu on the left.

Darwin's afternoon class 12:39 to 2:30

Wed, November 18
Recurring

MTML Annuar venerar Meeting Meeting ID: 873 5985 8165 2 . CI ick Copy |nVitati0n .

6:00 PM-7:30 PM

Meeting ID: 896 5865 1250 m o % Delate

i b Show Meeting Invtation The invitation will be copied onto
Padlet PD = i i
padeteo List of your your clipboard. Open your email and

Meeting ID: 862 7403 8216

paste it into the email body (see page
9 above if you are unsure how to send
the invitation).

scheduled meetings

Recurring meeting

Darwin's afternoon class 12:39 to
2:30

Meeting ID: 873 5985 8165

Follow the same editing suggestions
outlined on page 9.

Starting a Meeting (Desktop Client)

When you are ready to start your meeting, select the Zoom icon from your taskbar.

Scroll down your list of the Upcoming meetings & select the desired meeting. Then

select .

Metro Toronto

Movemen!
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Joining a Meeting from the Computer (Desktop
Client) - Learners

The easiest way for learners to join your meeting is by clicking on the invite email link you sent. If
they have accidentally deleted or cannot easily find your email invite, they can join through the
desktop client by clicking on the Zoom icon on their taskbar or desktop. n

© zoor e = 5 © zoom o

Meetings  Contacts

i ©
Zoom o

i 05:35 PM
Tuesday, December 1, 2020
s o

New Meeting

Version: 5.4.3 (588911115
No upcoming meetings today
Share screen

Schedule

B zoom X Then do the following:
1. Click Join a Meeting (above left)

Join Meeting «—

<

2. Join Meeting pop-up window
{EntermeetingID or personal link nam@,\V} appears (left). Unless they are
vour Nams signed in, in which case they will see
(Mark Lite] -~ ] \ the above right window.

() Do not connect to audio \3 Enter the Meeting ID.

() Tum off my video 4. Type name in Your Name box as

want it to appear in the meeting (it
i pp 8

will stay this way unless you change

(Meetmg Passcode 'ﬂ\ blue).

6. Then follow the prompts to enter
the Passcode in the next window.

D Enter meeting passcode \ |t) .
Enter meeting passcode 5. Select Join (once selected, it turns
\

Metro Toront®

—
7. Click Join Meeting.
Movement
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Joining a Meeting from a Computer (Web Portal) -
Learners

REQUESTADEMO 18887999656  RESOURCES v  SUPPORT

Zool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING ~ SIGN IN m

Join a Meeting

Meeting ID or Pefsonal Link Name ]

: |
Enter the Meeting ID from
the meeting invitation here.

Learners can join a Zoom meeting
from zoom.us. by selecting Join a

They will then be prompted Meeting in the menu.
to enter the meeting
Passcode.

Metto Toronto
vement
I‘—Z‘&teracy 731 AlphaPlus  Materials Created by MTML, AlphaPlus, and Silver Linings Café participants | December 2020 14



Joining a Meeting from a Mobile Device - Learners

Surveys tell us that learners use a variety of devices to connect to online conferencing platforms.
Up to 50% of learners use their mobile phones.

You do not need to create a Zoom account to join a meeting, but you do need to have the Zoom
app installed on your mobile phone.

Start a Meeting

Start or join a video meeting on the go

[ Join a Meeting ]

Sign Up

If learners have a Zoom account, Sign

into the account.

This screen will appear:
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Don’t Connect to Audio
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(They should be grey and
toggled to the left.)

Select Join
Follow the steps above
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