A Guide For Using Zoom To Facilitate Your Final Defense

LOGGING IN

First, you should go tbttps://kansas.zoom.us/
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Here you can download the app or sign in. Please use your KU email and password to log in so thatamebayte
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https://kansas.zoom.us/

SCHEDULE A MEETING
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chair of the committe be the one to set up the meeting so they will automatically be the.liésstaff member could
set up the meeting and desigte the student or advisor as host if needed)

REQUEST A DEMO 1.888.799.0125 RESOURCES « SUPPORT

Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOSTA MEETING ~ SIGN oUT
Edit

Megan Belaire

Meetings
Department 2100000
Webinars necount e, R
Recordings Change
Settings
Personal Meeting 1D 799-291-1269 Edit
Account Profile
https:/kansas.zoom.us/j/7992911269
Eapoits Use this ID for instant meetings
Personal Link Not set yet. Customize

Attend Live Training
Sign-In Email m727Tm480@ku.edu
Video Tutorials Linked accounts:

Here you can set a specific time for the meeting.

REQUESTADEMO  1.888799.0125 RESOURCES v  SUPPORT

Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOSTA MEETING ~ SIGN OUT

Profile My Meetings Schedule a Meeting
Schedule a Meeting
Webinars
Topic [ Final Defense ]
Recordings
N Description (Optional) Enter your meeting description
Settings °

Account Profile

Reports

When 03/17/2020

Duration
Attend Live Training

Time Zone (GMT-5:00) Central Time (US and Canada) v O Help
Video Tutorials

Before you clickSavé at the bottom here are a few settings you might want to check!



SETTINGS

We recommend that you require a password to join your meetiigice defenses are open to the public the password
should beprovided with the meeting link, bithis setting can help of to avoid instancegmdom bombing, which is a
situation in which a random person joins your meeting and engages in gayipas of disruptive behavor. A password
requirement can be found in the meeting setys Simply click the optioarequire meeting passwogtand then type
your password of choice.

Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOSTA MEETING ~

Attend Live Training

Time Zone (GMT-5:00) Central Time (US and Canada)
Video Tutorials
Knowledge Base Recurring meeting
Registration Required
Meeting ID ® Generate Automatically Personal Meeting ID 799-291-1269

Meeting Password ¥ Require meeting password Chemistry

If youscrollalittle further, you will see a section titledVieeting Options. We recommend that you click tienute
participants upon entrgoption. This wayif anyonejoins afte the start of the meeting they dddhave toworry about
inadvertently becoming distraction Wewill also showyou how to set this up iffou are alreadyin the meetingater in
this guide

Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOSTA MEETING ~

Dial from United States of America Edit

Meeting Options ¥ Enable join before host

( ¥/ Mute participants upon entry )

Enable waiting room

Only authenticated users can join

Record the meeting automatically



After finishing with your settirgscroll to the bottom of the page and clidave. This will generate a meeting ID and a
link for the meeting that you can send out. For fidafenses, we will be sending out the zoom lirgkad passwordlong
with the announcement so please schedule your defense via zoom in advance.

REQUESTADEMO 18887990125 RESOURCES =  SUPPORT

zoom SOLUTIONS ~  PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING  JOINAMEETNG  HOSTAMEETING ~ SIGN oUT
Settings Add to Goagle Calendar L % Outicok Calendar (ics) [ Yahoo Calendar J
| ED || @ /@

Account Profile

10-802-
Roports 610-802-843

————
Require mesting passward

Attend Live Training
Join URL: https://kansas zoom.us/j/610802943 & Copy the invitation

Video Tutorials

Knowledge Base
Host on

Participant on

Telephone and Computer Audio

Dial from United States of America
MANAGING YOUR MEETING

Once in the meeting you will see the following tool bar at the bottom of your s¢rehith will be referenced in the
next several steps
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Stop Video Invite Manage Participants Share Screen Reactions

SHARING YOUR SCREEN

For the student defending their dissertation: Please usedieare screefibutton (in green)o share your powerpoint

slides with all the participants, as it is a requirement for them to have access to those materials during the exam. All
participants carstill hear yoy even when sharing your screérhis will be your vieybelow)g KSy @& 2 dz Of A O]
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you can share the powerpoint without hizng to share your whole screen. You will also notice a whiteboard feature. This
allows you to draw on the screen that you are sharing, which might be useful when faculty ask questions towards the
end of the exam.

© Select a window or an application that you want to share X

Basic Advanced

/ (v

Whiteboard Phone/iPad

coe

Document1 - Word @ Launch Meeting - Zoom - Google ‘. Inbox - mbelaire@ku.edu - Outlo afj Conversation (3 Participants) e

7 — i i s ']
i~ Spotify Free . 2019-2020 Exams - Excel
Share computer sound () Optimize Screen Sharing for Video Clip [ share |




MUTING PARTICIPANTS

Once the meeting has starte(if you have®alreadyenabledmute participants upon enti§) | would recommend that
the hostdo so bygainginto the settingd Y R Of AO1 Ay 3 aGé&vl y I 3S LI NLAOALI yia
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Stop Video Invite  Wlanage Participants share Screen Reactions
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accidentally disrupt the defense.

Mute All Unmute All More v
> Mute Participants on Entry

e Zool  Allow Participants to Unmute Themselves

v Allow Participants to Rename Themselves
Play Enter/Exit Chime

Lock Meeting
[

The host must then go andchmute the committee members so that they can patrticipate freely.

~ Participants (2)

m Megan Belaire (Host, me) y

0 @

Mute All Unmute All More v
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members may ask their questions

v Participants (2)

Mute All @ More ~

v Zoom Group Chat



BREAKOUT ROOMS

When it is time for the committet deliberatein private you will want to usé K Breaftout Roorhfeature. The host
will need to click on the tool bar where they see three dots. This will open another tab and at the bottom of this tab you
gAft TAYR (GKS rgohEi®2y TF2NJ a6 NBI 1 2 dzi

& Zoom Meeting ID: 799-291-1269 — [m} X

il Speaker View

Participants (2)

m Megan Belaire (Host, me) )
& o oo

Mute All Unmute All More v
v Zoom Group Chat
A3
Cicily Riggs Megan Belaire

Closed Caption

Record on this Computer  Alt+R

Record to the Cloud Alt+C

Breakout Rooms To: Everyone v
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Stop Video Invite  Manage Participants Share Screen Chat Reactions

After clicking thisthe host willchoose the number of participants for the breakout roowhich should be the same
number of committee members you have or typicalljpfease set it to manually add participants).

o= |
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M Speaker View v Participants (2)

m Megan Belaire (Host, me) 9

tlearned 9 ™

| &) Create Breakout Rooms

Assign 1 participantsinto | 1 7| Rooms:

(o] Automatically Manually 3 Mute All Unmute All More v

v Zoom Group Chat
1 participants per room

Megan Belaire

To: Everyone v

N Type message here
o .-® 6 - pe mess

hnts  Share Screen Chat Reactions More




Fromthere you will be able to add spedifiisers to that roontiza A y 3 G KS & Yoa &ilkcHopse yodrdziminites
membeisand they will be added to a private room to proceed with their discussions. The host and the other
participants will not be able to see or hear the deliberations.

Break Rooms - Not Started

Breakout Room 1 Rename Delete Room ) Megan Belaire

a list of
participant
namesto
choose from

will appear

here

Options Recreate Add a Room

If you are invited to a breakout room you should see the following dialogue box:

) Breakout Rooms X

0 The host is inviting you to join Breakout Room:

Breakout Room 1
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When the committee members are ready to rejoiretimeetingtheyd K2 dzf R 32 (G2 GKSANI G22f
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Megan Belaire
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Stop Video

Participants Share Screen Chat Record Ask for Help  Reactions




