Confer/oom

MEMBER & HOST GUIDE

Welcome to ConferZoom, a service provided for the California Community Colleges. Use a web camera, text chat,
and share desktop screens in collaboration or instruction. Get started with ConferZoom today!
This document provides an overview of these topics:

> SIGN UP FOR AN ACCOUNT

> USING THE WEBSITE PORTAL

> USING THE DESKTOP APP

> OPTIONS AND SETTINGS MENUS

> SCHEDULE AND CONNECT TO MEETINGS
> PERSONAL MEETING ID (PMI)

> SCHEDULE MEETINGS

> VIEW UPCOMING MEETINGS

> JOIN A MEETING AS A PARTICIPANT
>THE MEETING ROOM: TOOLS AND FEATURES OVERVIEW
> CONTACTS

ConferZoom also connects with Canvas and other course management systems, talk to your administrator
to learn more about how your college integrates with ConferZoom.

Additional support and feature-use documentation is available on our website home page.
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SIGN UP FOR AN ACCOUNT

Go to www.conferzoom.org

Confer/oom

Schedule

Sign Up

ConferZoom

Start without video Start with video
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Sign Up Guides Log In
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Connect with Students
and Colleagues.
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You're Z00MING now.

ccc (i) CONFER

Service of CCC Confer.

Guides Support

1. Click the Sign Up button and follow the screen prompts.
2. Within minutes after signing up, you will receive an email to complete the account activation process.
3. Your ConferZoom account is ready to use!

USING THE WEBSITE PORTAL

The first time you use ConferZoom, start from a browser to Sign In to access your website portal account page.
Navigate to the tabs on the left, then go through each tab to view your choices. Take a few minutes to get familiar
with all of the options that are offered in ConferZoom. After choosing your preferred settings, most users will rely on the
convenience of the Desktop App to schedule, join, or host instant meetings.

Meeting Settings
Meetings
Recordings
Webinars
Account Profile

Reports

Profile: Update your personal information, change your Personal Meeting ID
Meeting Settings: For scheduling and managing your meetings.

Meetings: Schedule, join, or host an instant meeting. View upcoming or previous
meeting details, manage your Personal Meeting Room (PMI).

Recordings: View and share Cloud and Local recordings.
Account Profile: The account owner is CCC Confer.

DO NOT click “unassociate and create your own account” or you will delete
your ConferZoom account.

Reports: View meetings, participants, meeting minutes, registration reports, and poll
reports from a meeting.
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USING THE DESKTOP APP 0

The first time you JOIN or HOST a meeting from your computer, the Zoom desktop app downloads to your desktop.
Or, download the app in advance at https://zoom.us/download

The app makes it easy to join a meeting, schedule a meeting, choose audio/video start-up, and general meeting
function behaviors. Pin the Zoom icon to your taskbar for easy access, then click the icon to open the application
window and Sign In. Mobile users can download the Zoom app from the appropriate app store to host or join a

meeting.

Q) Zoom Cloud Meetings l_l_‘;‘: X ] . . .
" Use the Sign In field on the left using your

ConferZoom credentials.

Slgﬂ In (or Sign Up ) Or

dgustafson@palomar.edu Sign In with S50

Note: Using the alternate sign in options may not connect
Sign In with Google you to your ConferZoom account if your email and
passwords do not match.

el :Keep me logged in ! m

Forgot your password?

= @B A

Sign In with Facebook

€ Back Version: 4.1.18847.0104

OPTIONS AND SETTINGS MENUS

PROFILE MENU:
Several options appear in the drop-down menu next to

your profile name.

Be sure to select Check for Updates... on a regular basis
to ensure you have the most up to date features.
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SCHEDULE AND CONNECT TO MEETINGS

SETTINGS MENU:

General: application, content sharing, and instant message options.
Audio: Configure and test audio.

Video: Configure and test video.

Recording: Choose options, storage, and manage recordings.

Advanced Features: Enable advanced features to access the website
portal, edit your profile or change advanced meeting settings.

Statistics: Overall CPU and memory performance (other tabs are
disabled).

Accessibility: Font size and keyboard shortcuts.

Instant Messaging: Manage instant messaging and notification
settings.

There are three options for hosting a meeting: start an Instant Meeting (with a unique link), schedule a meeting for
specific dates/times (with a unique link), or use your Personal Meeting ID (with a persistent link).

INSTANT MEETINGS Start an Instant Meeting with or without video, then invite participants from
within the meeting room.

1. Each Instant Meeting is assigned a unique meeting ID and link.

2. Choose to start with or without video.

3. Video can be turned on or off while in a meeting.
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PERSONAL MEETING ID (PMI)

© Zoom - Pro Account [

T e o

Parsonal Mesting ID (PMD
[ e R
432-654-0407

[ Awisys isve P fai imstank meetings o this compuler ]

| | Start Edit | Sehedule - f

Note: Option to always use "
your PMI for all Instant i
Meetings.

SCHEDULE MEETINGS

O Schedule a new meeting

|| Teplc Donns Gustafion's Zoom Mesting

Time Zane

Recuring meeting
Video [when joining s meeting]
Host: * On off
Participants: & On on

Audia Options

Telephene Only VelP Orily

Meeting Options

Requite meeting passwerd

Advanced Optians

Calendar

* Outlcak Gaogle Calendar Coher Calendars

When
Start: Wed Seplember 20, 2017 = M0PM 5
Duration: & * H 0 | o

»! Both

A PMl is available 24/7 and assigned a persistent meeting ID.
Click the Meetings icon on the tool bar to access your PMI options.

Start: Begin an instant meeting using your PMI, then invite participants
from within the meeting room.

Edit: Change your PMI number, or choose meeting options for the PMI
room.

Schedule: Invite participants to a meeting in your PMI on a specific
date/time. Send the invitation through the calendar options, or copy the
invitation to email.

Note: We recommend reserving your PMI for meetings with colleagues
where you have no concern when they access the link.

Click Schedule on the home tab to open the scheduling window.
1. Choose a date, time and duration.

2. Check Recurring meeting for ongoing meetings with no end
date, assigned the same meeting ID.

3. Select options for this meeting.

4. Choose your calendar for posting and sending invitations.
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VIEW UPCOMING MEETINGS

[ z00m g : . ) :
I Click Meetings on the home tab for Upcoming meeting.
| Recorded C
. Start: Launch the selected meeting room.
Personal Meeting ID (PMI)
283-339-1679 Edit: Change meeting details and options.

Delete: Cancel/delete the meeting from your account.

Always use PMI for instant meetings on this computer

| start || Edit || schedute -

Copy: Copy meeting details and paste in an email to participants.

Today
C' start_|[_edit_|| Delete | [ Copy | Note: There is no visible pop-up when you click Copy, open your email
Thu, May 21, 2015 % TR or SMS client, then paste. The details will appear in your email or SMS

text ready for sending or adding more of your own comments.

Wed, Jun 03, 2015

JOIN A MEETING AS A PARTICIPANT

When you are invited to join meeting, the email or calendar invitation will contain the meeting link and connection
details, or use your desktop app.

Donna Gustafson is inviting you to a scheduled Zoom meeting.
Topic: Donna Gustafson's Zoom Meeting

Time: Jun 3, 2015 9:00 AM (GMT-7:00) Pacific Time (US and Canada)

Join from PC, Mac, i0S or Andmit{ https://cccconfernow.zoom.usfj 12345678 ]

Or join by phIone: +1 (415) 762-9988 or +1 (646) 568-7788 US Toll
Meeting ID: 12345678

International numbers available: https://cccconfernow.zoom.us/zoomconference

123-456-78 2
u . Donna

 Rernernber my nirme Lor futire mestings

Don't connect to audio
" Turn off mmy video
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THE MEETING ROOM: TOOLS AND FEATURES OVERVIEW

When you connect to the meeting room, options are available for audio, video, and inviting others to join you.
Use the Session Toolbar located at the bottom of the screen for other options.

Note: Additional support and feature-use documentation is available on our website home page.

© Zoom Meeting 1D 840-495-1635 . R —— Aan - R ]

Talking:

Meeting Topic: Donna Gustafson's Personal Meeting Room
Hest: Donna Gustafson

Invitation URL:

Particlpant ID:

T e

Share Screen Imite Others I
S i

3 ' % -

Iwite  Manage Pastiipants Polls Share Scieen

1 2 3 4 >} 6 7 8 9 10 11

Mute: Mute or unmute audio: click the A for a menu of audio options.

Start Video: Start/stop video, click the A for a menu of video options.

Invite: Send invites by email, contacts, or Zoom Rooms

Manage Participants: Open the Participants side panel to select options for individuals or the group.
Polls: create and launch a poll. *

Share Screen: Launch sharing a desktop or individual applications. Click the A for additional options.
Chat: Send a private or group chat during the session.

Record: Choose to store the recording on the computer, or to the cloud.

Closed Caption: Alternative place to assign a captioner, also displays active captions.*

10. Breakout Rooms: Create sub-rooms, and assign participants to rooms. *

11. End Meeting: Leave the meeting, but allow it to continue, or end the meeting for everyone.

O 0N hWN R

* Features can be enable through Settings > Advanced Features on the desktop app, or log into the website portal and enable
features in Meeting Settings.
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SHARE SCREEN

Collaborate with colleagues while sharing your computer desktop, or specific applications. Click Share Screen
on the task bar then choose which desktop (entire screen) or open application you want to share.

Choosing Desktop allows you to navigate to any application; choosing an open application restricts sharing of just
that application until you start a New Share.

Check Share computer sound to play audio from online sources such as YouTube.

) Select a window or an application that you want to share M

-
Desktop 2 Whiteboard iPhone/iPad
o- bl = i | .2
(=] W .
Zoom - Pro Account 0 REPLACE.. ConferZoom ... @ UPDATING FROM REPLA...@ Automatically Transcrib... @

— = W

]

X Show all windows...

Excel @ CCC Confer - Welcome ... u Inbox - DGustafson@pal... m
Share computer sound Optimize for full screen video clip

e 3 uli ~ @ @ ==

Invite Manage Participants Polls Share Screen Chat Record Closed Caption Breakout Rooms

ACTIVE SHARING MODE

While sharing is active, all options move to a tool bar that appears at the top of the window. Actions represented
by the icons can be used while sharing a desktop or applicaiton. The Annotate icon opens a palette of options for
emphasizing and highlighting what you are sharing. The ...More option open a menu of additional options.

M Wi ull 1| V4

-
Mute Start Video Manage Participants Polls New Share Pause Share Annotate

W Stop Sh
SR SHSE Chat

Closed Caption
Breakout Rooms

Invite

Record on this Computer
Record to the Cloud

Disable participants annotation

Audio Options...

Video Settings...

Optimize Share for Full-screen Video Clip

Alt+Q
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CONTACTS

View a list of all contacts with ConferZoom accounts, create contact groups, initiate a Chat (instant message) or

start an Instant Meeting with your contact. Click Contacts on the home tab to get started.

All ConferZoom members appear in the Company Contacts section.
Right click on a name to add them to your Favorites section for quick access.

) Zoom - Pro Account B8N A ]
8, Add Contact + Add Group

Q Search

b Favorites 0/0
» Zoom Rooms 4/19
Company Contacts 3945

@one @ONE Moderator

@one @ONE Webinar Moderator Desktop @

o 3C TechConnect Conference Room

3CFaculty Test
@ A Crakes €D Chat B Meet

@ A Hodgins Inameeting o

Create a Group to include contacts you regularly interact with to easily chat, meet, and share files.

Choose to keep the group private, or public for anyone to join.

) Group - ConferZoom Tech Suppart

DGO Donna Gustafson ~

~ RECENT CHATS
2 ConferZoom Tech Su...

~ GROUPS

= CONTENTS

| (). e S
W Meet More Contents  2members | Q
] Screenshot v P Image [y File ®
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