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Section 1: Getting Started on Zoom

1. What is Zoom?

Zoom provides the first Unified Meeting Experience platform that brings HD video
conferencing, mobility and web meetings together as a free cloud service. So you can
have crystal-clear video conversation and high quality screen sharing, anytime, from
anywhere, with up to 100s people or rooms. It is available for Windows, Mac, iOS,
Android.

2. How to download zoom

i. Start by searching zoom on your system’s browser and click on Download link.

Go gIe zoom Q HH

Q, All &) Images (] videos E) News £ More Settings Tools

About 2,300,000,000 results (0.51 seconds)

Zoomus ¥

Zoom: Video Conferencing, Web Conferencing, Webinars .. Zoom Video
Zoom is the leader in modern enterprise video communications, with an easy, reliable cloud Communicatio

platform for video and audio conferencing. chat. and webinars

ns

Download Zoom Meetings Company ZOOI'T\

0om Is the Teader in modejn Zoom Meetings & Chat. Enterprise
enterprise video video conferencing with real @ 200m.us
Sign In Sign Up Free
Zoom Video Communications is an American remote

SOt Sign Up. By signing up, | agree to ’
Google Sign in with Facebook ... the Privacy Policy and Terms of ... conferencing services company headquartered in
San Jose, California. It provides a remote
Download Zoom Plans and Pricing conferencing service that combines video
We're now downloading Zoom .. Single app for voice, video conferencing, online meetings, chat, and mobile
Your download should ... voicemail, messaging ... collaboration. Wikipedia
More results from zoom.us » Founder: Eric. YUaNTiéids

3. How to Sign Up for the First Time.

In you have not downloaded zoom app and you want to directly access from your web
browser you just need to search through search engine and signup for zoom.

- User Guide for Zoom Meetings
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ii. Click on Sign up here if you are using zoom for the first time, else click on Sign in.

REQUESTADEMO  188B8.79¢ 9666  RESOURCES v  SUPPORT
Zool l l SOLUTIONS = PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING ~ SIGMNEN m

We have developed resources to help you through this challenging time. Click here to learn more.

Enter your work email Sign Up Free

Check out our Privacy Policy.

iii. Enter your email address to Sign up (You can also use your personal email address
However Zoom License will only be activated on your IBA email Address).

REQUEST A DEMO 1.888.799.9666 RESOURCES SUPPORT

Z Ool l . SOLUTIONS PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING SIGN IN SIGN UP, IT'S FREE

Sign Up Free

Your work email address

agsahussain@iba.edu.pk

Zoom is protected by reCAPTCHA and the Privacy Policy and Terms
of Service apply.

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

or

Sign in with Google

@

f Sign in with Facebook

Already have an account? Sign in.

@ Help

About Download Sales Support Language
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iv.  Onthe next step you will receive a confirmation message on your provided email
address.
zoom SOLUTIONS = PLANS & PRICING CONTACT SALES JOIN AMEETING HOST A MEETING ~ SIGN IN

We've sent an email to agsahussain@iba.edu.pk.
Click the confirmation link in that email to begin using Zoom.

if you did not receive the email,

Resend another email

V. Click the Activate Account button to activate your zoom account.

Zoom <no-reply@zoom.us>

- K
Thu 4/2/2020 11:06 AM BoH o

Agsa Altaf Hussain / ERP Campus Executive 7

Header Logo Sign In

Hello agsahussain@iba.edu.pk

Welcome to Zoom!

To activate your account please click the button below to verify your email address

Activate Account

By clicking this button, you confirm that you are at least 16 years of age

Vi. Now provide your basic details and set a password. (To ensure security, It is highly
recommended that your zoom account password must be entirely different from

the passwords that you have been using for your other professional accounts)

- User Guide for Zoom Meetings
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REQUESTADEMO  1888799.9666  RESOURCES v  SUPPORT
ZOO' l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST A MEETING ~ SIGN IN SIGN FREE

1 Accountinfo---- 2 Invite Colleagues---- 3 Test Meeting

Welcome to Zoom

Hi, agsahussain@iba.edu.pk. Your account has been successfully created. Please list

your name and create a password to continue.

First Name
Last Name
Password

Confirm Password

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

. Click Continue
. Your Zoom Sign up process has been completed.

<. <.

REQUESTADEMO  188B799.9666  RESOURCES »  SUPPORT

Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~
Important Notice: Zoom has removed the 40 minute time limit for schools affected by the Coronavirus. The meeting limit on your free Basic account has temporarily been lifted. X
PERSONAL

Meetings

Webinars

Recordings

Settings Personal Meeting ID _ Edit

hllps:/fzunm,u_=dDIx50docXFmR)(JOVWR[LZOVZZVUUTO?

ADMIN Use this ID for instant meetings

> User Management

Sign-In Email agsahussain@iba.edu.pk Edit
» Room Management Linked accounts:
> Account Management

User Type Basic @ Upgrade

Capacity Meeting 100 @ @ Hete

> Advanced

User Guide for Zoom Meetings
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iX. Once the license is assigned, you will receive an email from Zoom. Click Approve the
Request button to activate your License. (It may take few minutes to activate your
License)

Z00m

Hello mshabbir@iba.edu.pk,

Syed Muhammad Wajeeh Zaidi (smwzaidi@iba.edu.pk) has requested to add you
into their Zoom account (1BA Karachi). If you agree, please click the button below to
approve within 30 days.

Approve the Request

If the abowve button does not work for you. Copy and paste the link to your browser
address bar and try again.

hitps/fzoom us/invite_confirming?code=3zAycS36.J8HYRCIMCyIUVWMgbASMaCz
vLZ h52cxphBE BQgAAAFRWTGidOwANjQATbXNoYWiaxXJAaWJIhLmyvkdS5wawhi
WYIVKRVIFUzITROdRa1NPNTVodHVY UWQWNS1CT1hIMXFURIM3RUIIbO1Cezd
NUQAWVGyNTAMMFFSN21xUWM1WVGZhZme 5dwAAAAAAAAAAS fr=hostinvite

Thank you for choosing Zoom.
-The Zoom Team

User Guide for Zoom Meetings
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Section 2: Setting up Online Class

1. How to Schedule meeting for an Online Class

e Start by opening your Zoom desktop app or you may log in to https://zoom.us
with your zoom account.

e Press the Schedule button on desktop app. In case of Web based access you may
press Schedule a Meeting as shown in the below screenshot.

12:18 AM

Saturday, April 4, 2020

-1‘
No upcoming meetings today
are screen v

- User Guide for Zoom Meetings


https://zoom.us/

ICT Department - IBA Karachi

v

=
New Tab X @ Schedule a Meeting - Zoom X NewTab X
,

€ (&

@ zoom.us/meeting/schedule

REQUESTADEMO  1888799.012¢

2 OOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING

Profile My Meetings Schedule a Meeting
Meetings Schedule a Meeting
Webinars
Topic @My Meeting
Recordings
Settings Description (Optional) Enter your meeting description

Account Profile

Reports
When 04/06/2020 m | 300 vl M v
Duration 1 v|he[0 v |min

Attend Live Training

Video Tutorials Time Zone (GMT+5:00) Islamabad. Karachi, Tashkent v

Knowledge Base
Recurring meeting

Registration Required

= Meeﬁni 1D ® Generate /\ulo:nalicalI‘ Personal Meelinﬁ 1D 334-493-6097

e Enter the Topic, Date, Duration and other related details as per your requirement.
You may check or uncheck any of the available check boxes to enable or disable
any configurations.

- User Guide for Zoom Meetings
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X O Schedule a Meeting - Zoom

/meeting/schedule

PLANS & PRICING CONTACT SALES

. Schedule a Meeting
Topic

Description {Optional)

When
Duration

Time Zone

Registration

Meeting ID

Meeting Password

X  New Tab

REQUESTADEMO 18

Lecture 1 - Introduction to Zoom|

Ente \ p
04/06/2020 a5 | 3:00 v PM
1 hr| O v | min

(GMT+5:00) Islamabad, Karachi, Tashkent

Recurring meeting

Required

& Generate Automatically

Personal Meeting ID 334-493-6097

Reguire meeting password

™

o W T ——

SCHEDULE AMEETING JOINAN

e Following options are also available under advance settings that can be

configured upon requirement. Few recommended settings are

o Enable check for Mute Participants upon entry to avoid any unwanted

interruptions

o Enable check for Enable Waiting Room to received joining requests from
Students. This will help you in restricting non-enrolled students to join your

class.

User Guide for Zoom Meetings
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o Enable Record the meeting automatically and select the option In the
Cloud due to several advantages over local computer recording.

o o > R
E Mail - Muhammad Shabbir / Ser X ‘ @ User Profiles X o Edit Meeting - Zoom X  NewTab X rl-
& c 8 zoom.us/meeting/495074530/edit
Zoom SOLUTIONS v+  PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING  JOIN A MEET
Audio Telephone Computer Audio @ Both

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

Breakout Room pre-assign

v Iieccrd the meeting automatically On the local computer§ @ In the cloud

e If you wish to use Breakout Rooms for your class sessions then you can enable the
check box. (In case this option is not available in this window then you can enable
breakout rooms from Zoom settings. Enabling Breakout rooms is explained in
Section 3 of this user guide )

e On saving settings, you will be able to start your meeting by pressing start button.

2. How to Invite / Add / communicate students about online class

e Once the meeting is started, click on invite option and click the Copy URL /
Invitation link. You can send this link to your students by using Announcement
tool of LMS or your may also send this link through email or any other online
platform.

User Guide for Zoom Meetings
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e~ at '’ ~ B @ as -]

Start Video Invite Aanage Participants Share Screen Chat Record Breakout Rooms Reactions

e You can Pause or Stop the recording in between your lecture by using the option
as shown in the image below. (Refer Section 4 to upload recordings on One Drive)

& ~ W o a’ o = mo

Start Video Invite Manage Participants Polls Share Screen Chat Pause/Stop Recording

3. Commonly used Controls in Zoom
e Managing Participants
= As the host of this Meeting, you can Manage Participants such as muting
mic, stopping video and various other controls. You can also use more
option in manage participants window to make your TA as your Host/Co-
Host to enable him/her to control waiting room and other meeting options.

v Participants (2)
e, Nestip@Eeasn (Host, me) ) me

3, Tetneomss [T S

Chat
Stop Video

W AR e )
Make Co-Host
ssidl :'-'f [a} ils
Allow Record
Rename
Put on hold

Remove

e Video ON/OFF

User Guide for Zoom Meetings
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= Once in a meeting, you can turn your video on by clicking the “Start Video”
icon on the bottom left of your screen. To turn it off, click the “Stop Video”
icon.
e Muting
®" To ensure minimal background noise during your Zoom meeting, it is
recommended that you mute everyone on the call when they’re not
talking. To do this, click on the Participants icon at the bottom.

e Chatin a Class / Meeting
= Meeting participants can ask questions during a Zoom Meeting via the
meeting chat. Start by clicking the “Chat” icon on the bottom right of your
screen.
= Once the chat panel will open up on the right, you can view and respond to
all public chats.
= Use the settings (three dots button) to choose whether you want to send
messages to all meeting attendees or the host privately.
e Sharing Screens
= Click the “Share Screen” icon at the bottom of your screen to share your
desktop.
= |[f you’d like to share specific windows or applications, you can choose to do
so from the dialog box.

[ ZUBPN at b’ ~ W @ s o

Start Video Invite Manage Participants  Share Screen Chat Record Breakout Rooms Reactions

= Once you started sharing your screen, you can open any pdf, word
document, presentations or excel worksheets on your desktop. Your
participants will be able to see all such files on your desktop.

=  While sharing your screen your participants are allowed to write anything
on your meeting screen. To restrict your participants from writing
anything on meeting screen, you can hover your mouse to the top of the

User Guide for Zoom Meetings
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screen and then go to more settings and select Disable participants
annotation as shown in the screenshot below.

- -’ * I Va

Start Video Manage Particpants New Share Parie Share Annotate More

8 Stop Shase Chat

Breakout Rooms

""""" 2pwd MM TTZ 3MNdBZ IVGASNIQXAYZTUW 289

Irwite

Join Zocm Meeting Recoed
https://z00m,us/f/eoreesnns Powd=MaM2TTZ INWAB 2 IVGAONIQXAYZ TUnd 209 e

Dinable participants annotation
v, g 1D: 123 123
weting ID: 123 123 123 D R T

Password: ssessess 1

Hide Floating Meeting Controls  Ctrf« A« Shift« )

Share computes sound
Optimize Shace for Full-screen Video Clp

he left-hand-side

Windows (CRLF) In7, Cal 19 100%

User Guide for Zoom Meetings
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Section 3: Zoom Breakout Rooms

1. Zoom Breakout Room

Video Breakout Rooms allow you to split your Zoom meeting in up to 50 separate sessions.
The meeting host can choose to split the participants of the meeting into these separate
sessions automatically or manually, and can switch between sessions at any time.

e Upto 50 breakout sessions can be created
e Max 200 participants in a session (requires Large Meeting 200 add-on)
e Breakout session participants have full audio, video and screen share capabilities

2. Enable Zoom Breakout

To enable zoom breakout rooms, log into your online Zoom Account >> Click on My
Account >> Click Settings >> Select In Meeting (Advanced) and then enable Breakout
Room and check the box for Allow host to assign participants to breakout rooms when

scheduling.

In Meeting (Advanced)

Breakout room O Modified

Allow host to split meeting participants into separate, smaller rooms

O Allow host to assign participants to breakout rooms when scheduling [

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

User Guide for Zoom Meetings
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3. How to create Breakout Rooms

On restarting your Zoom application, you will be able to view breakout rooms option.

To start using breakout rooms, click on “Breakout Rooms” in the lower right tools corner:

| /(I at a’ ~ @® as -]

Start Video Invite Manage Participants Share Screen Chat Record Breakout Rooms Reactions

Zoom will open a pop-up window where you can set breakout arbitrary by the number of
rooms or drop students in breakout rooms manually then click “Create Breakout Rooms”.

o Breakout Rooms
Assign 7 participants into 2 .| Rooms:
© Automatically T Manually

3-4 participants per room

Create Breakout Rooms

If you chose a Manual option you can assign participants to different rooms click on Assign link
on the right and then select participant’s name:

Bill
Mick

Assign

User Guide for Zoom Meetings
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Once participants are assigned to Breakout Rooms, click “Start All Sessions” button:

&) Breakout Session - Mot Started >
* Breakout Session 1 2

Danny Mariscal

John 3] Move to £ Exchange
* Breakout Session 2 2

Brandon

Kirn

Recreate ~ Add a Session

Once you click “Start All Sessions” the pop-up window will change to display all rooms with the
button “Join” for you to enter any room you like. This is also where you will end breakout
session:

(& Breakout Session - In Progress >
* Breakout Session 1 Join
® Danny Mariscal
® John

* Breakout Session 2 Join

® Kim

Stop All Sessions

User Guide for Zoom Meetings
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Additionally, there will be a button to Broadcast message to all which you can use, for
example,” to give a warning of how much time is left for the session:

® Breakout Rooms - In Progress
~ Breakout Room 1 Join
Ann
Molly
~ Breakout Room 2 Join
Bob
John

Broadcast a message to all ~ Close All Rooms

User Guide for Zoom Meetings
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Section 4: Record Lectures directly on OneDrive

Zoom application allows you to record lectures directly on OneDrive and then you may
also share the link through LMS or any other tools. Follow the below given steps to
configure OneDrive with your Zoom Application

Step 1: Install & Setup OneDrive on your local computer (Skip this step if you have already
configured OneDrive to Sync with your Computer)

e Go to https://login.microsoftonline.com/ and log into IBA email account.

e Click the Applications button at the top left corner and then click on OneDrive.

' G Mail - Muhammad SIh X ) Edit Meeting - Zoom X |
— (& @ Not secure | outlook.office365.com/m|
EEmTs——
Office 365 —
AT A oAl
= Archive
Apps
L3
& Outlook @ OneDrive
h Kgnal / Datab
w0t report.
il word Excel 1. I have not rece]
l‘ PowerPoint l‘ OneNote -
@ SharePoint w Teams Haider / Senior 7|
dents Requests
m° Class Notebook ﬁ Sway dr. Shabbir, As y¢
) 65 Message Cef
Forms u} Admin digest: Office 3
.3 summary of y
All apps —
reb Feroze Khan

e A new window will appear where you can find the option “Get the OneDrive

Apps” at the bottom left side.

Get the OneDrive apps

Return to classic OneDrive

User Guide for Zoom Meetings
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e Once you click this option, a new window will appear where you can click the

download button to get the OneDrive on your Computer.

=. Microsoft | Microsoft 365 OneDrive  Business  Plans and pricing ~

OneDrive for
Windows

If you have Windows 10, OneDrive is already installed on your PC.
If you're using another version of Windows, install OneDrive to
get started.

Start OneDrive

Download

Note: OneDrive is already installed on Windows 10 and just needs to be started.

e Once the downloading is complete, double click the installer file to install one

drive on your computer and provide credentials of your IBA email account.

"@ Microsoft OneDrive = s

J Office 365

Work or school account

I mshabbir@iba.edu.pk

Password

Can't access your account?

© 2017 Microsoft B2 Microsoft

Terms of use  Privacy & Cookies

m User Guide for Zoom Meetings
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e Once the installation is complete, you will see the OneDrive icon among other

drives as well as in your file explorer.

Step 2: Create a folder on OneDrive and Link that to Zoom Application
e On your main screen of OneDrive create a folder “Zoom” by clicking on New

button. You may also create subfolders for your other classes.
-+ New ~ T Upload
= Folder

@ Word document

8] Excel workbook

e Now Open your Zoom Application and click the settings button and select
Recordings options as shown in the screenshot below.

@ Q1 Search

Chat Meetings Contacts

General S
Local Recording  Lacation: | C:\Users\Excelsio\Documents\Z| | Open || Change |
Audio [_) Choose a location for recorded files when the meeting ends

Mew Meeting ~ Join || Record a separate audio file for each participant who speaks

Share Screen
| Optimize for 3rd party video editor (@

O Chat (] Add a timestamp to the recording (%)
P &4 Record video during screen sharin
Virtual Background e -~ o o
|| Place video next to the shared screen in the recording

(] Keep temporary recording files (3

Schedule Share screen ~

Profile

Statistics

O Feedback

g Keyboard Shortcuts

Accessibility

User Guide for Zoom Meetings
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e Click Change Button to browse the path of your newly installed OneDrive location.

Settings >
[ General Local Recording:
v Audio
W Video Store my recordings at:
) ChUsers\safertigh\Documents\Zoom Open Change
Virtual Background

17 GB remaining.

@ Recording

2 Advanced Features Choose a location for recorded files when meeting ends
- Statistics Record a separate audio file for each participant who speaks
T Accessibility Optirnize for 3rd party video editor @

& Instant Messaging Add a timestamp to the recording @

= Feedback +' Record video during screen sharing

Place video next to the shared screen in the recording

Cloud Recording:

e Now select your Zoom folder that you have created on your OneDrive .

I} 1/ B remaining.

) Browse For Folder e

Please select the folder where you would like the

recorded files to be saved. bk

_ Desktop -~
@ Onelrive
i OneDrive - Instructor
Attachments
Class Motebooks Hi
Documents
Microseft Teams Chat Files
Motebooks
Outlock
Zoom
2 Fertig, April
[ This PC v
(_ >

I Make Mew Folder I Ok Cancel

Note: It might take 2-3 minutes to show the newly created Zoom Folder.

m User Guide for Zoom Meetings
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Step 3: Create a link of your OneDrive folder and Share with Students

e Access your OneDrive folder through the file explorer

e Right Click your Zoom folder or any other sub-folder and click Share (If you have
created sub-folders for your multiple courses/sections then you may also share
the link of that particular folder with your respective class)

JO [ Facebook -~
e

&2 Dropbox
@ OneDrive

@ OneDrive - Institu

log iin or si

= | OneDrive - Institute of Business Al 4

2 @ ThisPC » Local Disk (C)| 2

o Name

Untitled-1 @ 100% (Layer 1, RGB/8) * %I ﬁ Open

Open in new window
Pin to Quick access

Add to VLC media player's Playlist
Browse in Adobe Bridge CS5

Play with VLC media player

@ Share
View online
Always keep on this device

Free up space

32 Send with Transfer..
Vi Scanforviruses

Give access to

Restore previous versions

Include in library

[ This PC Zoom_recording
i Pin to Start
B 30 Objects B Addto archive...
[ Desktop . B Add to "Zoom_recording.rar*
[£] Documents B Compress and email...
¥ Downloads | B Compress to "Zoom_recording.rar” and email 113KB
D Music Sendto 44K8
& Pictures SEOEKE
8 -
Videos
Copy
‘L., Local Disk ()
; Create shortcut
= Local Disk (D) o
o Delete
16items  2itemsselected  Available on this de Rename
| -
000 | £ Doc: 1.23M/1.23M i Properties

e Now remove the check from allow editing and click Apply

@ Share "Zoom_recording”

Link settings

Zoom_recording

Who would you like this link to work for? Learn more

>

Anyone with the link

~

@ People in Institute

of...dministration with the link

@ People with existing access
Specific people

Other settings
I |:| Allow editing

] Set expiration date

& Set password

Apply

Cancel

e Now click on Copy link button

User Guide for Zoom Meetings
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@ Share "Zoom_recording” X

Send link

Zoom_recording

Anyone with the link can view >

Enter a name or email address

Add a message (optional)

Copy link More apps

e The link will now be available to share it with your students using LMS or any
other social network.

@ Share "Zoom_recording” X

Link to 'Zoom_recording' copied

https://ibacity-my.sharepoint.c Copy

Anyone with the link can view

m User Guide for Zoom Meetings
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Section 5: Download & Upload Recorded Lectures Manually

In order to manage the storage limits on Zooms, it is recommended to download your
recordings from zoom and upload them to One Drive, Dropbox, Google Drive or any
other storage platform. Below given steps can guide you to download your recordings
from Zoom Cloud and upload them to One Drive (MS Office 365 account)

1. Downloading Recorded Lectures from Zoom

To download recordings, log into your online Zoom Account >> Click on My Account >>
Click Recordings.

Click on more button and then select download option to download recorded lectures.

& C & zoom.us/recording Q % © e :
REQUESTADEMO 18887990125  RESOURCES ~  SUPPORT
ZOOI l l SOLUTIONS v PLANS & PRICING ~ CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING  HOSTAMEETING v
Profile Cloud Recordings Local Recordings Settings
Meetings
Webinars From| mm/dd/yyyy |E To| 04/06/2020 |E | AlStatus v
Recordi
Settings
A SPrid Delete All Trash (3)
ccount Profile
Reports Topic D Start Time File Size
LMS Training 718-906-175 Mar31,202012:51 5 Files (118 MB) Share. Mares
PM
Attend Live Training LMS Quiz Training 460-272-129 Mar 19, 2020 01:48 3 Files (93 MB) Share. More v
ttend aining
PM
Video Tutorials Download (3 files)
Knowledge Base Delete

Zoom may provide multiple files for recorded lectures that include Chat logs file,
Separately recorded Audio file and the complete Audio & Video recorded lecture.

Once the files are downloaded completely, you can upload them to One Drive using
your IBA email account.

m User Guide for Zoom Meetings
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2. Uploading Recorded Lectures to One Drive

* To Upload recordings, log into your IBA email account on Office 365 and select
One Drive from app launcher.

" B Mail - Muhammad SI X ) Edit Meeting - Zoom X | ) My Recordings - Zoo© X | S Term

< C @ Not secure | outlook.office365.com/mail/inbox/id/AAQKADBKMDQ1MDM4

Office 365 —

= Archive © Junk ~ < Sweep 53 Moveto
Apps
LS Filter ~ Weekly dig
& outlook @ OneDrive = = - s
h K@mal / Database Administrat [ Getti
= ot report. / -
Il wore a Excel o > e
It PowerPoint ﬂ OneNote mm Offig
 Mon
- = - 2 & Muhg
Q SharePoint w Teams Haider / Senior Team Lead ( < 0 N
dents Requests 3:45 PM
mv} Class Notebook ﬁ Sway Ar. Shabbir, As you know, that our ...
2 5 Message Center
G rorms > admin digest: Office 365... 332 PM
3 summary of your messages fro...
All apps —
zeb Feroze Khan / Assistant Manag.. org

I3 P A

= (Click on Upload and then select file option to select files from your computer
drive that needs to be uploaded to One Drive.

E. ® Documents - OneDri. X (@) EditMeeting-Zoom X | () MyRecordings-Zoo: X | @ Term ActivateaStude X | @ WhatsApp x | @ My Recordings - Zoo

& X @ ibacity-my.sharepoint.com/personal/mshabbir_iba_edu_pk/_layouts/15/onedrive.aspx

OneDrive

/O Search everything ? Upload v T:.’ Sync o~ Flow

Muhammad Shabbir / Senior S e

Folder

E3 My files Files

Q)
O Recent

£ Shared 0 Name Modified Modified By File Size Sharing
& Recycle bin T Attachments March 29, 2017 Muhammad Shabt 1 item Private
Shared libraries _ & Email attachments June 11, 2015 Muhammad Shabk 3 items 8 Shared
Intro. To Computer Ap... T Email attachments 1 February 5,2016  Muhammad Shabt 6 items Private
n Introduction to Al (Spr...
= Notebooks June 12, 2015 Muhammad Shabt 1 item Private
n Intro to Programming ...
Z&  Shared with Everyone June 11, 2015 Muhammad Shabt 0 items # Shared
ﬂ Demo Session MS Tea...
Spring 2019 M Muhammad Shabt 2 items Private
B Demo at Board Room s PGS N
n1n(rodud|on to Micros... [*] 00001.mp4 March 18 Muhammad Shabt 482 MB # Shared
Create shared library [*]  00002.mp4 March 18 Muhammad Shabt 427 MB # Shared
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= To check the progress of uploading, click on uploading item(s) button as shown in
the screenshot below.
point.com/personal/mshabbir_iba_edu_pk/_layouts/15/onedrive.aspx g @ e :
+ Ne 3 5 S ® Flow 2 Uploading 1 item =] Sort = PI’OgI’ESS v
[ Uploading 1 item§Show progress l
Uploading 1 item to Documents
Files -
: e fified ed B File Size
Shared with Everyone
u

the screenshot below.

Once the file is uploaded successfully, you can share it by pressing more settings
icon on your selected file and select the Share option from the menu as shown in

L Search everything & Share @ Copylink + Download [i] Delete =} Rename =1 Moveto [} Copyto 1= Sort X lselected = @
Muhammad Shabbir / Senior S
B3 My files Files
“0) Recent
& Shared 0 Name P By File Size Sharing Activity
§ Recycle bin - Share " o) ,
-+ % B Business Intelligence System (BI) - 2017.x. ad Shabt 17§ K8 # Shared
e 5 Copy link Share the selected item with other people |
sharediibanics (V] [*] ~Complete LMS Trainingmp4 12 SO SHABE 83 2 ME" Phivate
n Intro. To Computer Ap... . Manage access )
Iﬁlj IBA Portal(new) Testing.xlsx ad Shabt 192 KB ' Shared
u Introduction to Al (Spr... Download
o - a
] KPMG Audit 2018-2019.xlsx ad Shabt 12.5K8 £ Shared
ﬂ Intro to Programming ... ul Delete
n Demo Session MS Tea.., [ LMS Quiz Training.mp4 Move to ad Shabt 419 MB ! Shared
ﬂ Demo at Board Room B Migrated Websites Testing.xlsx Copy to ad Shabt 658 KB #* Shared
Rename
u ftroducionoMicros. B] Power BI Testing May, 2019.xIsx ad Shabt 9.11 KB Private
Create shared library Flow i
[ samsung-galaxy-a20s-official-trailer.mp4 ad Shabt 1.68 MB #* Shared
Version history
OneDrive admin . B
' m Society Election System 2016 TESTING.xIsx Details o' Shared
Get the OneDrive apps =
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= Now click on Copy Link button to generate a sharable link and close the window.

~ ~ - +
@ Documents - OneDrive X Mail - Muhammad Shabbir /X Edit Meeting - Zoom X My Recordings - Zoom X WhatsA
9 Y g PP
4
& e & ibacity-my.sharepoint.com/personal/mshabbir_iba_edu_pk/_layouts/15/onedrive.aspx
OneDrive
L Search everything |& Share @ Copylink & Download [i] Delete =p Rename 53 Moveto [ Copyto -*- 1= Sort
Muhammad Shabbir / Senior S 5 o X
Send Link
E31 My files
0)  Recent @ Anyone with the link can edit
£ Shared Modified Modified By File Size Sharing
}Emer a name or email address
=
& Recycle bin a
2 Yoy .2017x.. April5,2017 Muhammad Shabt  17.3 K8 & Shared
Add a message (optional)
Shared libraries 2 Afewseconds.. Muhammad Shabt 85.2 MB Private
n Intro. To Computer Ap... .
Send September 14,...  Muhammad Shabt 19.2 KB % Shared
n Introduction to Al (Spr...
; September13,..  Muhammad Shabt 1258 # Shared
nlntro to Programming ... @ @
u Demo Session MS Tea March 20 Muhammad Shabt 41.9 MB & Shared
Copy Link Outiook
ﬂ Demo at Board Room Iy October 24, 20..  Muhammad Shabt 65.8 KB £ Shared
B rrtroduction to Micros.. @)  Power Bl Testing May, 2019.xisx Muhammad Shabt 911 KB Private

= Once the link has been copied, it can now be shared with your students through
Resources/Announcement tool of LMS or through an email.

@& Documents-Or X ﬁ Mail - Muhamm:= X | ) Edit Meeting-2Z X | ) My Recordings - X | ® WhatsApp X | New Tab
& (& @ ibacity-my.sharepoint.com/personal/mshabbir_iba_edu_pk/_layouts/15/onedrive.aspx
OneDrive
£ Search everything |2 Share @ Copylink 4 Download [i] Delete =} Rename Z3J Moveto [3 Copyto
Muhammad Shabbir / Senior S X
E1 My files Q
€0 Recent Link copied

oS
& Shared I e R O Modified Modified 8y f
- 201/ X%... Aprii 3, ZUL/ viunammaao >haot

& Recycle bin

Anyone with the link can edit = 29 minutes ago Muhammad Shabt  §
Shared libraries
September 14, ... Muhammad Shabt 1
| sUm UrennSYYg S yaATSA
Intro. To Computer Ap... =
B introduction to Al (spr B KPMG Audit 2018-2019.xIsx September13,..  Muhammad Shabt 1
n Intro to Programming ... [*] LMms Quiz Training.mp4 March 20 Muhammad Shabt 4

m User Guide for Zoom Meetings



ICT Department - IBA Karachi

Section 6: Tips and Tricks

1. Tips & Tricks for virtual lesson

For your first class, set aside some time to introduce your students to Zoom and
ensure that they’re able to connect their audio and video.

Give an agenda or plan for each class by Screen Sharing a document or slide at the
beginning of class. This gives students a clear idea of how the class will progress,
what will be covered, and the activities they’ll engage in.

Discuss online etiquette and expectations of the students in your first virtual class
and periodically revisit the topics.

Utilize the Whiteboard or annotate a shared document and let your students
engage as well. When sharing a whiteboard, document, screen, or image, try
white boarding math problems or have a student use annotation to highlight
items such as grammar mistakes in a paper you’re sharing.

Take time to promote questions, comments, and reactions from your class. Give
a minute to allow your students to utilize reactions, write their questions in chat,
or be unmuted to ask their questions live.

Divide into smaller groups for a discussion on a certain topic. You can use Zoom'’s
Breakout Room feature to either pre-assign or auto-assign students into groups
for a short period of time so they may discuss things together.

Have students be the presenter and share projects with the class. This allows your
students to show what they’re working on while practicing their presentation
skills. It also allows students to hear from one another.
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2. Tips & Tricks for Delivery

e Pre-set your meeting to mute participant’s microphones upon entry. This helps to
avoid background noise and allow your students to focus on your lesson.

e Look at the camera to create eye contact with your students. This helps to create
a more personal connection while teaching over video.

e Take a second to check chat or your student’s video (if on camera) to check-in
with your students and get feedback.

e Speak as if you’re face-to-face with the class while ensuring you're at the
appropriate distance from the microphone for the best audio experience.

e When delivering a presentation, sharing images, files or video, give your students
a moment to open or take in what you’ve shared.

e Embrace the pause. Take a moment after the end of your comments and allow for
students to engage before continuing on.
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Section 7: Prevent Zoom Bombing

Zoom bombing is when an uninvited person joins a Zoom meeting. This is usually done
in an attempt to gain a few cheap laughs at the expense of the participants. There are a
few steps that you can do to make your meetings more secure.

Zoom has a settings menu you should visit before you start a meeting. After you log in
on Zoom app, click the “Settings” tab in the pane on the left.

PERSOMAL
Profile
Meetings
Webinars

Recordings

You're now in the “Meeting” tab of the settings menu.

Features You Should Disable

There are many useful features here, but we recommend you disable the following to
protect your meeting:

o “Embed Password in Meeting Link for One-Click Join”: This encrypts the
password in the “join meeting” link. To join a meeting, all anyone has to do is click
the link, which completely defeats the purpose of requiring a password. Turn off
this feature for security.

Embed password in meeting link for one-click join ()
Meeting password will be encrypted and included in the join meeting link to allow
participants to join with just one click without having to enter the password.
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e “Screen Sharing”: This allows the host and participants to share their screens during the
meeting. You can either completely disable this or allow only the host of the meeting to
share his screen. Disabling this prevents people from sharing inappropriate content
during the meeting. They’d have to actually hold an image up to the webcam, rather
than simply pull it up on their desktop.

Screen sharing O

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

Who can share?

Host Only O All Participants (%)

Who can start sharing when someone else is sharing?

© Host Only All Participants (%)

e “Remote Control”: This allows someone who is sharing her screen to let other

participants take remote control of her system. Disable this feature if you don’t need it.

Remote control O

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

e “File Transfer”: Allows meeting participants to share files in the meeting chatroom.

Disable this if you don’t want files to be shared. Alternatively, you can select the “Only

Allow Specified File Types” option to ensure that people can only share certain types of

files.

File transfer ()

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

Only allow specified file types [+
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o “Allow Participants to Rename Themselves”: If a Zoombomber doesn’t have access to
the chatroom, they can get their message across by typing it as their name. Disable this
to remove that option.

Allow participants to rename themselves ()

Allow meeting participants and webinar panelists to rename themselves. fr

e “Join Before Host”: This allows people to join a meeting before the host arrives. Don’t
let Zoombombers beat you to your own meeting. It’s disabled by default.

Join before host ()

Allow participants to join the meeting before the host arrives

o “Allow Removed Participants to Rejoin”: If this is enabled, participants you kick out of a
meeting can rejoin. Disabled so that once a Zoombomber is gone, he’s gone for good.
It’s disabled by default.

Allow removed participants to rejoin ()

Allows previously removed meeting participants and webinar panelists to rejoin {7
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Features You Should Enable

The following are some features we recommend you enable to improve your security:

e “Mute Participants Upon Entry”: If someone does Zoombomb your meeting, you can
shut them up before they even have a chance to speak. You can decide later who gets to

talk.
Mute participants upon entry ()
Automatically mute all participants when they join the meeting. The host controls
whether participants can unmute themselves. [

e “Always Show Meeting Control Toolbar”: Turning this on means you’ll have quick
access to the controls during a meeting.

Always show meeting control toolbar ()

Always show meeting controls during a meeting [

e “Identify Guest Participants in the Meeting/Webinar”: This identifies who belongs in
your group, as well as any attendees who join as guests.

Identify guest participants in the meeting/webinar ()
Participants who belong to your account can see that a2 guest (someone 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. ()

o “Waiting Room”: Force all attendees to experience Zoom despair by placing them in a
waiting room before they’re able to join the meeting. The host can then decide if they
can join or not.
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Waiting room O

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. )

e “Require a Password When Scheduling New Meetings”: Force people to type a
password before they can join a meeting. This way, even if someone finds the link, they
can’t join without the password. This is also now enabled by default.

Require a password when scheduling new meetings ()
A password will be generated when scheduling a meeting and participants reguire the
password to join the meeting. The Personal Meeting 1D (PMI) meetings are not

included.

Require a password for instant meetings

B

A random password will be generated when starting an instant meeting

Require a password for Personal Meeting ID (PMI) ()

Only meetings with Join Before Host enabled

© All meetings using PMI

It’s up to you to protect yourself and your meetings. While these options aren’t necessarily
bulletproof—if someone shares a link and password publicly, you might still get a
Zoombomber in the waiting room—they provide a lot of protection.

Always be proactive, and make security and privacy your top priority whenever you use Zoom.
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