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Icing on the Zoom cake: Best practice tips and tricks
for using Zoom for class facilitation and meetings

With Tim, Shelley, Michelle, Mieke, Tina, and Chris

Centre for Teaching and Learning

Z00m

Make sure you have updated Zoom.
Click on your profile pic,
Check for Updates
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Acknowledgement of Country

f

| acknowledge and pay respect to the ancestors and descendants of
the Lands upon which we work, meet and study.

| am mindful that within and without the buildings, the Land always
was and always will be Aboriginal Land.



Time

Today's Schedule

Content

10 mins

Introduction and Icebreaker — Rename Game (& check for Updates)

5 mins

- Live Transcript & Reactions

5 mins

- Online Best Practice: Scheduling a Meeting

5 mins

- Online Settings: Personal Pronouns; Waiting Room Customisation;

Join before Host; Email Notifications; Cloud Recordings; Reports

10 mins

Scheduling: LTI from Blackboard (do you have a Sandpit site?)

10 mins

Whiteboard 2.0 (in Zoom and online in Browser)

10 mins

Polls & Quizzes 2.0 (with the new bank)

5 mins

, Resources and Contacts
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Live Transcript & Reactions Univeraiy

X
Assign someone to type

Assign a participant to type I will type

Use a 3rd-party CC service

Copy the API token

Captioning tool

" &S0

Live Transcript # Raise Hand

H ] [

Breakout Rooms Reactions Whiteboards

Enable Auto-Transcription

v Allow participants to request Live Transcription

Live Transcript

..
D nnec

Live Transcript  Breakout Rooms
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Online Best Practice: Scheduling a Meeting

Registration Required

Meeting ID O Generate Automatically Personal Meeting ID 838 688 0315

Template Select a template v

Security Passcode 940108 Options

Only users who have the invite link or passcode can join the meeting

Waiting Room

Only users admitted by the host can join the meeting

Require authentication to join: Sign in to Zoom

https://scuonline.zoom.us/meeting/schedule
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Allow participants to join = 15 minutes ~ | before start time

Mute participants upon entry
Allow host to save video order
Breakout Room pre-assign

Request permission to unmute participants

Automatically record meeting On the local computer
Enable focus mode when meeting starts

Approve or block entry to users from specific regions/countries

Alternative Hosts
Enter user name or email addresses

Allow alternative hosts to add or edit polls

O Inthe cloud


https://scuonline.zoom.us/meeting/schedule

Online Settings: Personal Pronouns &
Cloud Recordings
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When you join meetings and webinars hosted on Zoom, your profile information, including your

name and profile picture, may be visible to other participants. Your name and email address will
Meetings Se also be visible to the account owner and host when you join meetings or webinars on their

account while you're signed in. The account owner and others in the meeting can share this
Webinars information with apps and others.

Personal Audio Conference

https://scuonline.zoom.us/profile

Tim Magoffin

Tim Magoffin

Personal Contacts

Edit

Whiteboards (G0 Pronouns he/him

y . .
Recordings ﬁ.\lways share in meetings and
webinars

https://scuonline.zoom.us/recording

Profil . .
rone Cloud Recordings | Local Recordings 0 Document
Meetings
Webinars Q, Search by topic or Meeting 1D B8 Search text in audio transcript Advanced Search v Export
Personal Audio Conference
Topic ID Start Time File Size
Personal Contacts
Whiteboards () E:e?j:"fﬁ" s Zoom 878 2873 9067 Apr 6, 2022 09:27 AM 2 Files (3 MB) Share
VoiceThread Assessment for .
WRIT3001 822 0607 9679 Apr 5,2022 12:59 PM 4 Files (139 MB) Share

Settings



https://scuonline.zoom.us/profile
https://scuonline.zoom.us/recording

Online Settings: Waiting Room Customisation 4§ Southem Cross

University
https://scuonline.zoom.us/profile/setting
S < Meeting Recording Audio Conferencing Collaboration Devices Zoom Apps  Whit
Personal Audio Conference .
Security Security
Personal Contacts Schedule Meeting r
Whiteboards m In Meeting (Basic) Require that all meetings are secured with one security option ()
Require that all meetings are secured with one of the following security options: a
Recordings In Meeting (Advanced) 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
Other
Account Profile
/Waiting Room a
Reports k
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 L
setting for allowing participants to join before host.
Waiting Room Options
Zoom Learning Center ) ) .
The options you select here apply to meetings hosted by users who turned "Waiting
Attend Live Training Room' on
Video Tutorials v Everyone will go in the waiting room
Edit Options Customize Waiting Room
Knowledge Base r
g

Icing on the Zoom cake: Best practice tips and tricks for using Zoom for class facilitation and meetings


https://scuonline.zoom.us/profile/setting

Online Settings: Join before Host;

Email Notifications
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Security Allow participants to join before host

Schedule Meeting

In Meeting (Basic)

Participants can join 15 minutes ~

https://scuonline.zoom.us/profile/setting

Allow participants to join the meeting before the host arrives

before start time

Security
Schedule Meeting

In Meeting (Basic)

In Meeting (Advanced)

Email Notification

Other

Email Notification

When a cloud recording is available

Notify host when cloud recording is available

Send a copy to the person who scheduled the meeting/webinar for the host
Send a copy to the Alternative Hosts

Notify when audio transcription is available

When attendees join meeting before host

Notify host when participants join the meeting before them

When a meeting is cancelled

Notify host and participants when the meeting is cancelled

T


https://scuonline.zoom.us/profile/setting

Online Settings: Reports Southern Cross
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Profile Reports Usage Reports Usage Dd
Meetings
From: = 03/05/2022 4 Te: 04/05/2022 |
Webinars Maximum report duration: 1 Month

DT Ty — Reports show information for meetings that ended at least 15 minutes ago.

!

Personal Contacts . + a5 C5V Fil
xport as ile Toggle colf . H
_ https://scuonline.zoom.us/
Whiteboards () Has Particinant
. Meeting User . Creation . . Duration Farticipants / /
N Topic D Name User Email Department Group Zoom Time Start Time End Time (Minutes) o© aCCou nt re p (9] rt# usa ge Re p
Rooms?
Settings 876 T i i 27/04/202203/05/202203/05/2022 Lts
VoiceThread Chat 2 '(')“fﬁn m'TZiZ a:@sc cTL No 03:41:43  01:56:18  02:37:34 42 5
Account Profile 5341 € B PM PM PM
852 04/05/2022 04/05/2022 04/05/2022
Reports i i
Tim Magoffin's Zoom Meeting 6821 T'mfﬁ “m'maiom"@sc cTL No 07:12:36  07:12:37  07:23:07 11 2
2511 agotmn H-edu.au AM AM AM
Profile Reports Usage Reports Meeting Dod
.. Meetings
Usage for Participants Meeting Report  Report Queue
Webinars
Atten )
( tte d €es Personal Audio Conference Report Type O Registration Report | @ Poll Report § O Survey Report
Personal Contacts Search by time range ~ From: | 01/04/2022 EH To:| 30/04/2022 [ Search
Maximum report duration: 1 Month
Whiteboards ()
Recordings ] Scheduled Time Start Time Topic Meeting ID Attendees
L] . o
M eetl n g fo r PO | |S Settings 0 29/04/ 2(;254 104204 Magoffin's Zoom Meeting 885 3570 8400 2 Generate
. Account Profile 19
( Poll & Quiz Resu ItS) ‘ 0 29’04’212; 091821 13 Magoffin's Zoom Meeting 82193004867 7 Generate
] 29/04/2022 09:16:44 T Moo ffnle Zooos Aootio QNN ATENA ANQO a Conaea o



https://scuonline.zoom.us/account/report#/usageReports

Scheduling: LTI from Blackboard A3 Southern Cross

: University
do you have a Sandpit site? -
‘ o Test Zoom Links LTI
Build Content v Assessments v Tools /

Create New Page - - -

Item Content Folder All My Zoom Meetings/Recordings Schedule a New Meeting

File Blank Page

Image Mashups Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training B |
Web Link Flickr Photo

Show my course meetings only

) SlideShare Presentation
Learning Module

YouTube Video . . .
Site Link Start Time Topic Meeting ID

Add H5P Content

Examity No Data

Add VoiceThread
ClickView Video

Create a Zoom Link

Add Mediasite Content Import meeting

Content Package (SCORM) Import meeting

Meeting ID Disassociate meeting

Example: 598-378-174




Whiteboard 2.0 (in Zoom and online in Browser) Southern Cross
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O Whiteboards N
Q Search 64
ol
Profile Whiteboards *"q \ 4 q =
aorot
Meetings ) )
All Whiteboards My Whiteboards
Webinars
Q, Search Recently Modified  + Mew Whiteboard Today's test The Zoom Whiteboard 2.0 Title

Personal Audio Conference

Personal Contacts 4
G
T

Whiteboards (NEW) Today's test
modified Apr 29, 20
™

WE Test This is a work in progress

https://scuonline.zoom.us/wb#/

Allow attendees to access after the meeting (3) All Participants can edit ~ RelELET L Rel1E] LTSS

Participants Record Live Transcript ~ Breal \eactions Whiteboards



https://scuonline.zoom.us/wb#/

Polls & Quizzes 2.0 J;f.‘::;::f;i':f“‘“
(with the new bank)

https://scuonline.zoom.us/meeting#/pollTemplate

Profile MeEﬁﬂgS Recently Deleted
Upcoming  Previous  Personal Room  Meeting Templates  Polls/Quizzes ({309

Upcoming  Previous  Personal Room  Meeting Templates  Polls/Quizzes ({30

Polls or quizzes created here can be used in your meetings. Enable up to 10 for all of your meetings.

4 ltems All Types v

Name Type Question(s) Enable (@
Assessment in Zoom Quiz 1 ()
Assessment start? Polls 1 ()
ULOs Advanced Poll 1 ()
Assessment in Zoom Copy Quiz 1 C)
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https://scuonline.zoom.us/meeting#/pollTemplate
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Resources and Contacts

 CTL Knowledge Base:
https://www.scu.edu.au/staff/teaching-and-learning/i-want-to/

Teaching technology assistance?

Please email ctl@scu.edu.au to log a job.

Michelle Metanoia, Shelley Barfoot, or Tim Magoffin
will be in contact with you soon to help.
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https://www.scu.edu.au/staff/teaching-and-learning/i-want-to/
mailto:ctl@scu.edu.au
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Questions

Image from https://depositphotos.com/
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