View >

Keyboard Shortcuts Sort by
Hide controls: Ctrl + Alt + Shift + h Refresh
Press ESC to show Controls
Mute/Unmute: Alt + A
Chat: Alt+ H
Enter Full Screen: Alt + F New ) R oss

23 Display settings

i Personalize

Options to Improve View of Sim S
1. Set your Screen Resolution to 1366 x 768 (or higher).

Zoom Basics

Zoom ratio Fit to window 2

Sett
> Open with Visual Studio e

g W =

v Fit to window
Hide video panel 50%

Request remote control Scale and layout

100%(Original size)

Annotate 150% & Display Change the size of text. apps, and other items
Et ol scaen: o Right Click your Windows Desktop > Click “Display 100% (Recommended) '
200% Settings” 49 Sound .
300% Attvasiend siallvi setings
@® 2. Fill screen: “Zoom Ratio” > “Fit to Window” sl | 0w
. o o . . . . . 1366 x 768 (Recommended)
R te Control ® 3. Hide Participant Videos: “View Options” > “Hide Video . — b
emo e On ro ” . “ ” 1360 = 768
. R st remote control” Panel” (Most be in “Standard” mode) OR @ 1280 x 768
to igll:: oveer cgniro‘lj of ’(c)he Side by side mode: Puts video panel in 1280 x 720
. separate window or next to main panel 280D
screen you are viewing e
4. Enter Full Screen @ —

5. Auto hide tool bar (Make sure “Always show meeting

controls” is not checked)
®

® Mark-up the Screen o=—>

*  “Annotate” allows you to
add text, draw, and
other options shown below

Fullscreen

Select a Microphone

¥ Microphone (Realtek Audio) © settings
Microphone (HD Webcam C270)

Same as System Start Zoom when | start Windows

Video When closed, minimize window to the notification area instead of the task bar

Select a Speaker
, i i Use dual monitors

Speakers (Dell USB Audio) Audio B @
ers / Headphones (Realtek Audio) Enter full screen automatically when starting or joining a meeting
) Share Screen

v Same as System Automatically copy invite link once the meeting starts

0 chat Always show meeting controls @
Test Speaker & Microphone... Ask me to confirm when | leave a meeting
Background & Filters

Gallery View grid
Gallery View Strip
Active Speaker View
Minimize Video Panel
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X Please MUTE when not talking!

Switch to Phone Audio...

Leave Computer Audio

Audio Settings...

Show my connected time

Recording Remindme 5 minutes before my upcoming meetings

Profile Stop my video and audio when my display is off or screen saver begins

. Integrate Zoom with Qutlook (@
Statistics

g Keyboard Shortcuts

1‘ Accessibility

Business War Games



Additional Info

Moving into a Breakout Room
1. Click the “Breakout Rooms” button on your Zoom control bar. @

NOTE: You may need to click “More” to get to the Breakout Room e & Casiions
button (® Record >

Join breakout room

2. You will see a list of Breakout Rooms,
click “Join” next to your Team Room
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Moving out of a Breakout Room

1. To leave a Breakout Room, click @
“Leave Room” > “Leave Breakout Room”

Leave meeting

Leave breakout room

NOTE: You will need to stop sharing your
screen to be able to Leave the breakout
room.

Chat e

1. You can Chat with everyone or privately with one person
2. When you are in a Breakout Room, “Everyone” refers to
only those in your Breakout Room

@ Meeting chat - ] bd

s Sending a File through Chat
* Click “File” in Chat to send a file to
your team

Asking for Help

1. To request help click “Breakout Rooms” > “Ask for Help”
NOTE: You may need
to click “More”

to get to the
“Ask for Help” Button

22 Dropbox

& Microsoft OneDrive

& Google Drive

bax Box

Q Your Computer




