Zoom Set Up and Configuration

A) Account Activation

Once an account is created for your Contact North | Contact Nord Zoom account you will receive a
Zoom account invitation from Zoom.

1. Open the e-mail and click on Activate Your Zoom Account.

Activate Your Zoom Account

2. On the website, click on Sign Up with a Password.

Activate your Zoom Account

Choose the following sign In methods, and use your emall address
rto@contactnorth.ca to continue

Sign In With Google

sign In With Facebook

~ y
Sign Up with a Password

3. Fillin the required sections. First Name, Last Name, and Password. Please note the password
required once get to the entering your password. Click Continue once completed.

Welcome to Zoom

Hi. rto@contactnorth.ca. Your accoun ssfully created. Please

list your name and create a password to

Confirm Password

. By signing up. | agree to the Privacy Policy and Terms of Service.

4. Click on Go to My Account to set up your account.

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:
https://contactnorth.zoom.us/j/5842758076

Start Meeting Now



B) Account Set Up

A. Setting up Your Profile

1. To make any change on your profile page, click on the Edit link on the right hand side of the
page for the information you wish to make changes.

ORTH
cONTACTINGRD

Meeting Settings
Meetings
Recordings

Change
Webinars
Account Management Personal Meeting
[I

Account Profile

Reports

Sign-In Email
Refer-a-Friend
Attend Live Training
Video Tutorials B
User Type
Knowledge Base
Capacity
Time Zone
Language

Sign-In Password

Signed-In Device

JOIN A MEETING HOST A MEETING ~ SIGN OUT

RTO Test Edit
Account No. 50137893

584-275-8076 Edit
https://contactnorth.zoom.us/j/5842758076

Use this ID for instant meetings
rto@contactnorth.ca Edit
Linked accounts:
Basic Upgrade
Meeting 100
Mo option selected. \ Edit
English Edit
dek ok kE Edit
Sign Me Qut From All Devices

2. At this time, you only need to configure the Time Zone setting. Click on the Edit associated to
the Time Zone setting. Start typing eastern or central depending on your time zone and select
the appropriate time zone for your location.

Time Zone
[ e

(GMT-5:00) Juneau

(GMT-5:00) Montreal

(GMT-5:00) Eastern Time (US and Canada)

Language (GMT-5:00) Indiana (East)

T
=1
-

(GMT+0:00) Greenwich Mean Time

Sign-In Password FRERFHT

m
a
=3

2|Page



3. Click Save Changes.

(GMT-5:00) Eastern Time (US and Canada)

Time Zone
[ (GMT-5:00) Eastern Time (US and Canada) ~

B. Setting up Your Meeting Settings

1. Click on Meeting Settings on left hand menu. This will open up the Meeting settings section that
has three tabs.

Note: Only the Meeting and Telephone tabs need setting changes.

Profile Meeting Recording Telephone

Meeting Settings

Meetings Schedule Meeting

Recordings Features Status
Webinars Host video

2. Meeting Tab configurations: Please make the appropriate changes as displayed in all of the
diagrams starting on the next page. To make a change from Off (grey) to On (blue) just click on
the associated Status slider.

Note: Added red arrows to the items that needs changing from the default setting.

3. Changes are automatic except for certain items that will ask you to save the setting or turn off
the setting. Click on the appropriate tab to make the changes.

Play sound when participants join or leave ()
Play sound when participants join or leave
Heard by host and all attendees

© Heard by hostonly
When each participant joins by telephone

Record and play their own voice

~Sey
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Meeting Recording Telephone

Schedule Meeting

Features Status

Host video

Start meetings with host video an

Participants video

Start meetings with participant video on.
Participants can change this during the meeting.

Audio Type

Determine how participants can join the audio
portion of the meeting. When joining audio, you can
let them choose to use their computer
microphone/speaker or use a telephone. You can
also limit them to just one of those audio types. If
you have 3rd party audio enabled, you can require
that all participants follow the instructions you
provide for using non-Zoom audio.

Q Telephone and Computer Audio
Telephone

Computer Audio

Join before host \ ()

Allow participants to join the mesting before the
host arrives

Use Personal Meeting ID (PMI) when
scheduling a meeting

You can visit Personal Meeting Room to change your
Personal Meeting settings.

Use Personal Meeting ID (PMI) when starting
an instant meeting ()

Require a password for Personal Meetings if
attendees can join before host

If the meeting crganizer selects the "Enable join
before host” option for a Personal Meeting, the
"Require meeting password" option is alsc enabled.
This prevents unauthorized participants from
fraudulently using the meeting ID.

Generate and require password for
participants joining by phone

Will generate and send new passwords for newly
scheduled or edited meetings.

Mute participants upon entry \ ()

Automatically mute all participants when they join
the meeting. The host controls whether participants
can unmute themselves. [@

Calendar Integration

Integrate your calendar service, such as Google
calendar, Outlook, or Exchange with Zoom client. [

Upcoming meeting reminder \ ()

Receive desktop notification for upcoming meetings.
Reminder time can be configured in the Zoom
Desktop Client.
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In Meeting (Basic)

End-to-end encryption

Require that all meetings are encrypted using AES

Chat

allow meeting participants to send a message visible
to all participants

Private chat ()

allow meeting participants to send a private 1:1
message to another participant.

Auto saving chats

Automatically save all in-meeting chats so that hosts
do not need to manually save the text of the chat

after the meeting starts. \

Play sound when participants join or leave ()

Play sound when participants join or leave

Heard by host and all attendees

Q Heard by host only

When each participant joins by telephone
Record and play their own voice

/

File transfer ()

Hosts and participants can send files through the in-
meeting chat.

/

Feedback to Zoom

Add a Feedback tab to the Windows Settings or Mac
Preferences dialog, and also enable users to provide
feedback to Zoom at the end of the meeting

Display end-of-meeting experience feedback
survey

Display a thumbs up/down survey at the end of each
meeting. If participants respond with thumbs down,

they can provide additional information about what

went wrong. @

Co-host \

Allow the host to add co-hosts. Co-hosts have the
same in-meeting controls as the host.

Allow host to put attendee onh

Allow hosts to temporarily remove an attendes from
the meeting.

Always show meeting control toolbar

Always show meeting controls during a meeting

Show Zoom windows during scrk

Annotation

Allow participants to use annotation tools to add
information to shared screens [@

Whiteboard

8 888 8 8

Allow participants to share a whiteboard that
includes annotation tools @
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Remote control ()

During screen sharing, the person who is sharing
can allow others to control the shared content

Nonverbal feedback \ ()

Participants in a meeting can provide nonverbal
feedback and express opinions by clicking on icons
in the Participants panel. V]

Allow removed participants to rejoin

W

Allows previously removed meeting participants and
webinar panelists to rejoin

In Meeting (Advanced)

Breakout room \

Allow host to split meeting participants into
separate, smaller rooms

Remote support

Allow meeting host to provide 1:1 remote support to
another participant

Closed captioning

Allow host to type closed captions or assign a
participant/third party device to add closed captions

Far end camera control

Allow another user to take control of your camera
during a meeting

Group HD video

Activate higher quality video for host and
participants. (This will use more bandwidth.)

Virtual background

8 ¥ ¥ ¥ ¥ 8

Allow users to replace their background with any
selected image. Choose or upload an image in the
Zoom Desktop application settings.

Identify guest participants inb

meeting/webinar

8

Participants who belong to your account can see
that a guest (somecone who does not belong to your
account) is participating in the meeting/webinar. The
Participants list indicates which attendees are
guests. The guests themselves do not see that they
are listed as guests. @

Auto-answer group in chat C’

Enable users to see and add contacts to "auto-
answer group' in the contact list on chat. Any call
from members of this group will be automatically
answered.

Only show default email when sending email
invites C,

Allow users to invite participants by email only by
using the default email program selected on their
computer

Use HTML format email for UUm ()

Use HTML formatting instead of plain text for
meeting invitations scheduled with the Outlook
plugin
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Allow users to select stereo audio in their client
settings

Allow users to select stereo audio during a meeting

Allow users to select original sound in their C)

client settings

Allow users to select original sound during a meeting

screen sharing ()

Allow host and participants to share their screen or
content during meetings

Attention tracking (:,

Lets the host see an indicator in the participant
panel if a meeting/webinar attendee does not have
Zoom in focus during screen sharing.

Waiting room

Attendees cannot join a meeting until a host admits
them individually from the waiting room. If Waiting
room is enabled, the option for attendees to join the
meeting before the host arrives is automatically

disabled.

Allow participants to bypass the Zoom application
download process, and join 3 meeting directly from
their browser. This is a workaround for participants
who are unable to download, install, or run
applications. Note that the meeting experience from
the browser is limited

show a "Join from your browser

Allow live streaming the meetings

Allow hosts to live stream their meetings to
Workplace by Facebook or Custom Live Streaming
Service

Email Notification

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

Other

Blur snapshot on iOS task switcher

Enable this option to hide potentially sensitive
information from the snapshot of the Zoom main
window. This snapshot display as the preview scresn
in the i0S tasks switcher when multiple apps are
open.

Integration Authentication

key: ppwCCafbSY-UObse)WCGow

Secret:
1DjYdeTyzAxxZWcaWSVWdAGhZA0XEFzgPRGGU

»

@

»

7|Page



4. Once all changes are completed scroll all the way back up to the top of the page and click on the Telephone
tab.

Meeting Recording Telephone

5. Click on the pencil beside the United States.

Meeting Recording Telephone

Features Status

3rd Party Audio

Users can join the meeting using the existing 3rd
party audio configuration

Show international numbers link on the
invitation email ()

Show the link for Zoom International Dial-in
Numbers on email invitations

Mask phone number in the participant list

Phone numbers of users dialing into a meeting wil
be masked in the participant list. For example:
888****666

Global Dial-in Countries/Regions

Click the Edit icon to choose countries/regions that
frequently have participants who need to dial into
meetings. The dial-in phone numbers of these

ocations appear in the email invitation, and can be
. rticipants dialing in from those locations.

United States &

6. Putacheckmark beside Canada in the left hand pane. Hover over Canada in the right hand pane and move
it above the United State.

Select Global Dial-in Countries/Regions

Dial-in numbers for the selected countries/regions will be listed in the email invitation

Q Search for a country/region Selected Countries/Regions (2)

Argentina

Australia \ United States

Austria Canada

Bahrain
Belgium
Brazil
\ Bulgaria
. Canada
Chile

Colombia
Default diakin country/region @ United States
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7. Once Canada is above the United States click on Save.

Select Global Dial-in Countries/Regions

Dial-in numbers for the selected countries/regions will be listed in the email invitation

a, Search for a country/region Selected Countries/Regions (2)

Adjust the orger that the dial-in n DErs appear in the email iInvitatio

Argentina

Australia Canada
Austria United States
Bahrain
Belgium
Brazil
Bulgaria

@ canada
Chile

Colombia

Default dial-in country/region (@ Canada

8. This concludes the account set up. Click on the Contact North icon to bring you to the Contact North |
Contact Nord Zoom Web Conferencing home page. You can bookmark this page or use the following link
https://contactnorth.zoom.us

ORTH .
\CONTACTNORD JOIN A MEETING HOST A MEETING

Profile Meeting Recording Telephone

Meeting Settings

Meetings
! g Features Status
Recordings

3rd Party Audio
Wehi
Webinars Users can join the meeting using the existing 3rd

nartu andin canfiouratinn

9. Proceed to the Client Download and Installation section.
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https://contactnorth.zoom.us/

C) Client Download and Installation (Please note this section is not required for the

eLearning workstations — a script automatically installed the clients. Skip to Section E)(This step
must be performed on laptops)

1. Onthe Contact North Zoom homepage, click on Download Client located at the bottom of the page.

~

Getting Started

ORTH
CONTACTINGRD

Zoom Web Conferencing

Join Connect to a meeting in progress

Host Start a meeting

Sign in Configure your account

Made with Zoom

Download Client Zoom Support

2. Click on Download for Zoom Client for Meetings and Zoom Plugin for Microsoft Outlook. Save the files to

your computer.

Download Center Download

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first
Zoom meeting, and is also available for manual download here.

~

Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Outlook installs a button on the Microsoft Outlook tool bar to
enable you to start or schedule a meeting with one-click.

Add Zoom as an Add-in for Outlook on the web
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Opening Zoomlnstaller.exe

You have chosen to open:
[#5] ZoomInstaller.exe

which is: Binary File (9.1 MB)
from: https://d11yldzmag3yn.cloudfront.net

Would you like to save thisfi\

| Save File | | Cancel

Opening ZoomOutlookPluginSetup.msi

You have chosen to open:
i5 ZoomOutlookPluginSetup.msi

which is: Windows Installer Package (2.2 MB)
from: https://d11yldzmag3yn.cloudfrent.net

Would you like to save thi\

Save File | | Cancel

installation. Double click on ZoomOutlookPluginSetup.

TE

Downloads

Open Windows Explorer and go to the Downloads folder. Close Outlook before proceeding with the

File Home Share View

/
* o Cut
=| -] Copy path

EI Paste shortcut
Clipboard

«'JX'JH'

Move Copy
to to

Pin to Quick Copy Paste

Delete Rename
access <

Organize
« « 4 & 5 ThisPC » Downloads

MName

v

7+ Quick access

> &# Dropbox Q Zoominstaller.exe

s ME Onelrive

4. Click Run on the Open File — Security Warning.

MName:

..rs\paporlier\Downloads\ZoomOutleokPluginSetup.msi

Publisher: Zoom Video Communications, Inc.

Type: Windows Installer Package

From: Clleers\paporlier\Downloads\ZoomOutlookPluginSet...

| Run | | Cancel

Always ask before opening this file

While files from the Internet can be useful, this file type can potentially

harm your computer. Only run software frem publishers you trust.
What's the risk?

@

Mew
folder

ﬁ! ZoomQOutlookPluginSetup.msi

%Newitem <
ﬂ Easy access

New

~ @
4 Open BHSelect all
o Edit oo Select none
Properties
- 4 History ﬁE‘In\rert selection
Cpen Select
v O Search Downloads 2
Type Size Date created
Windows Installer ... 2,232KB 173072019 2
Application 0332KB 1/30/2019 2
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5. Click on Next on the Welcome to the Zoom Outlook Plugin Setup Wizard.

Welcome to the Zoom Outlook Plugin Setup
Wizard

The installer vill guide vou through the steps required ta install Zoom O utloak Plugin an waur
computer.

WARMIMG: This computer program iz protected by copyright law and international treaties.
Unauthorized duplication or distibution of this program, or any portion of it. may result in severe civil
or criminal penalties, and will be progecuted ta the maximum extent possible under the law,

6. Click on Next on Select Installation Folder.

Select Installation Folder [r) r

The installer will ingtall Zoom Dutloak Plugin to the following folder.

Taingtal i this folder, click "Mest. To instal to a different folder, enter it below or click "Browse™.

Folder: |

C:\Program Files [x86)\Zoom\Zoom Outlook Plugint, Browsze...
;

| Cancel | | < Back | I Mext »

Confirm Installation

The installer iz ready to inztall Zoom Outlook Plugin on your computer

Click "Mext" to start the installation.

~

Cancel | | < Back | | Next »
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8. Click on Close on Installation Complete.

Installation Complete

Zoom Dutlack Plugin has been successhully installed.

Click "Close" to exit.

If wour Dutloak is curently running, please restart for the changes to take effect.

9. Inthe Downloads folder, double click on Zoominstaller.

l = | Downloads

File Home Share View

w-| Copy path

» 3 Quick access

» &% Dropbox \ @ Zoominstaller.exe

s & Mnelrive

10. Click Run on Open File —Security Warning.

Open File - Security Warning

Do you want to run this file?

Name: Ch\Users\paporlier\Downloads\Zoominstaller.exe

Publisher: Zoom Video Communications, Inc.

Type: Application

From: rshpaporlier\Downloads\Zoominstaller.exe

| Run | | Cancel

Always ask before opening this file

+ B0z e 7 X =]

Pin to Quick Copy Paste _ Move Copy Delete Rename
access EI Paste shortcut to to -
Clipboard Organize
« « 4 &+ ThisPC 5 Downloads
Mame

P While files from the Internet can be useful, this file type can potentially
@ harm your computer. Only run software from publishers you trust.
What's the risk?

-

New
folder

ﬁ! ZoomQOutlookPluginSetup.msi

% MNew item ~

ﬂ Easy access ~

4 Open HHSelect all
 Edit 5 Select none

Properties
pv 47 History ﬁE‘In\rertselection
Open Select
v O Search Downloads 2
Type Size Date created
Windows Installer ... 2232KB  1/30/2019 2
Application 3332KB  1/30/2019 2
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11. Letthe Zoom Installer complete.

(=) Zoom Installer

Initialize...

12. Once finished installing, the Zoom Cloud Meeting window will open. Proceed to the desktop client
configuration section.

Q Zoom Cloud Meetings - *

200m

Sign In

Version: 4.3.2 (46333.0128)
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D) Desktop Client Configuration

If you cannot find Zoom as per steps 1 and 2 on an e-Learning workstation, please contact the technical hotline to see
why the script did not run on your e-Learning workstation. For laptops Section C must be manually completed.

If you accidentally closed the Zoom application above, you can find it by do the following two steps, otherwise start at
step 3.

1. Onyour computer task bar click on Search Windows.

Search Windows E

2. Start typing in Zoom and click on Zoom in the best match section.

[} o] Filters "

Best match

Q Zoom

Desktop app
Folders
Documents

Settings

3. Inthe Zoom Cloud Meeting window, click on Signiin.

(=) Zoom Cloud Meetings — ] X

200m

\ Sign In

Version; 4.3.1 {46260.0122)
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4. Enter your e-mail address and password. Put a checkbox in Keep me signed in. Click Sign In.

(=) Zoom Cloud Meetings

Sign In

rto@contactnorth.ca

AR

\ Keep me sigm}

< Back

Sign Up Free
aQ Sigh In with 550
c 5 or ~ . .
Forgot: C ] Sign In with Google

Sign In with Facebook

€ -

5. The Zoom — Free Account desktop client will open up. Click on the gear icon to set up the configurations.

@ Zoom - Free Account

New Meeting ~

Schedule

(] o= (O] Q, Search

Home Chat Meetings Contacts

1:22 PM

January 3

No upcoming meetings today

Share screen
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6. Onthe General tab, configure all items as per the screenshot below.

Settings

Start Zoem when | start Windows

Video
Silently start Zoom when | start Windows
@ Audio . . L -
‘When closed, minimize window to the notification area instead of the task bar
O Chat Automatically copy Invitation URL to Clipboard after meeting starts

Confirm with me when | leave a meeting

g virtual Background
Show my connected time

@ Recording Remind me | 15+ | minutes before my upcoming meetings

Advanced Features 3
Content Sharing

a Statistics Use dual monitors

Enter full screen automatically when starting or joining a mesting

Accessibility

Enter full screen automatically when viewing screen shared by others
Maximize Zoom window automatically when viewing screen shared by others
Scale to fit my Zoom window when viewing screen shared by others
Enable screen sharing with GPU acceleration
Enable the remote control of all applications
Show Zoom windows during screen share
Side-by-side Mode

Limit your screen shareto 10 frames-per-second

View Advanced Features

7. Click on the Video tab and configure all items as per the screenshot below.

General

Audio
Q ca

9 Virtual Background

@ Recording

9 Advanced Features

0 Statistics

Camera: Integrated Camera .
Accessibili
ity o 16:9 (Widescreen) ! Original Ratio
My Video: Enable HD

° Enable mirror effect
° Enable hardware acceleration

Touch up my appearance

Meetings: ° Always display participant names on their video
° Turn off my video when joining meeting
Hide non-video participants
Spotlight my video when | speak

Display up to 49 participants per screen in Gallery View
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8. Click on the Audio tab and configure all items as per the screenshot below.

@ Settings

General

video Speaker Test Speaker Speakers (2- Logitech USB Headset) -

O chat Volume: o

L] o)
g Virtual Background
@ Recording Microphone Test Mic Microphone (2- Logitech USB Headset  ~
Advanced Features Input Level:
0 Statistics Volume o ® )
Accessibility Automatically adjust volume

Automatically join audio by computer when joining a meeting
Always mute microphene when jeining meeting

Press and hold SPACE key to temporarily unmute yourself

9. Click on the Chat tab and configure all items as per the screenshot below.

Settings

General Chat Settings

Video Show Code Snippet button

Audio . i
Show my status as Away when | am inactivefor | 15~ | minutes

m Sync up status from Outlook calendar

g Virtual Background Left sidebar theme () Dark Light

Include link preview

Recording Blocked users  Manage blocked users...

Keep all unread messages on top

(@)
Advanced Features Unread Messages
0

Statistics
Show unread message badge (n ) for channels

Accessibility

Push Notifications
o All messages
Only private messages and mentions

Mothing

With exception for Channels...

Receive notifications for Keywords

Do not disturb from: |05:00PM

to |DQ:DDAM =

Play sound when | receive a new message

Mute notifications while | am in a meeting or on a call
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10. Click on the Recording tab and configure all items as per the screenshot below.

o Chat

Virtual Background

Optimize for 3rd party video editor ()

Add a timestamp to the recording (%)

o Record video during screen sharing

Place viden next to the shared screen in the recording
9 Advanced Features

0 Statistics
Accessibility

Change

General
Local Recording  Location: WCNORTH.LOCAL\Users\Sudbwi  Open
Video 303 GB remaining.
Choose a location for recorded files when the meeting ends
Audio

Record a separate audio file for each participant who speaks

11. Click on the Accessibility tab and configure all items as per the screenshot below. Once completed click on

the X to close the settings window.

General
Closed Caption
Video Closed Caption Font Size: [ ]
Normal Medium
Audio

o Chat

Virtual Background

Recording

Advanced Features
9 Meeting Controls

@ Always show meeting centrals
You can also use the Alt key to show/hide meeting controls

Keyboard Shortcuts:

Navigate among Zoom popup windows F&
Change focus to Zoom meeting controls (at the top
sharing)

View the previous 25 video participants in Gallery

PageUp

Large

Description Shorteut

when sharing your screen, at the bottom when not Ctrl+Alt+Shift

PageDown

12. Proceed to the Outlook configuration.
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E) Outlook Configuration

1. Ifyou have Outlook open, please close it and then reopen it. Otherwise open Outlook. You will now notice
two new items in your ribbon for Zoom. Click on Schedule a Meeting.

Tla Home Send / Receive Falder Vi
=
B -0

“’j 7 Clean Up~
Mew Mew  Schedulea Start Instant
Email ltems~ Meeting~ Meeting ~ 3®JU”k'

New Zoom Delete

2. A meeting invite will open up with a Zoom — Schedule a Meeting window. Put a check mark in Save and do
not show again. Do not make any changes to the other items. Click Continue.

S Untitled

Meeting Insert Format Text Review Q Tell me whal

x e [ Appointment g s-_____—0 B
“ FS Scheduling Asq W Zoom - Schedule a Meeting X
Delete = . Schedule u
* aMesting Video (when joining a meeting)
Actions Zoom Show Host: on (® off
@ Vou haven't sent this meeting invitstion yet| | Participants: on e Off
To..
= o |~ Audio Options E
ceng | et A Telephone Computer Audio ®) Telephone and Computer Audic | |
- Location 1 o

= Dial in from Canada and United States  Edit
Start time Wed 1/30/201%

Endtime | Wed 1/30/2019 Meeting Options

Require meeting password
| Enable join before host
~'| Mute participants upon entry
Use Personal Meeting ID 384-273-8076
Record the meeting automatically on the local computer

~ Force include Join URL in location field

\ «samnddmmuwagain\ Concel

3. Click on Delete to close the appointment window.

=] =
File [UECRUIN  Insert  FormatText  Review
\ X = 7 Appaintment
S scheduling Assistant

Delete ¢ - Cancel Change
Settings
Actions Zoom Show ]

@ vou haven't sent this meeting invitation yet.

) Subject RTO Test's Zoom Meeting

Send
Locstion | hitpsi//contactnorth zoom.us/j/381850
Starttime | Wed 1/30/2019 [ez]
Endtime | Wed 1/30/201% i)

4. This concludes the Zoom set up and configuration. Please see the separate document on How to Use Zoom.
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