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Zoom Integration

Suggested process to manage meetings

There are a number of aspects to a session that can be easily managed from within Zoom. You can use
a combination of Chat, Reactions, and Audio and Video to increase engagement in your sessions.

Chat

To view the Chat panel, click on the Chat icon in the bottom-middle of the Zoom screen.

% a4 - 1 O] cc] as (]

Security Participants Record Live Transcript Breakout Rooms Reactions

From this menu you can set the scope for student chat. You can select whether students can chat
with:

e Noone

e Hostonly

e Everyone publicly

e Everyone publicly and directly

Se Who can see your messages?

Y veryone -+ ()

Type message here...

If permitted, users can select who they wish to send a chat message to: i.e. Everyone, the host, or
another named user.

Se Who can see your messages?

To:

v Everyone (in Meeting)

TV Student 1
1 Student 2 r ( (
———  Student 3 — >
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Files can be shared via Chat, click on the File button, then select the service from which to share a
file.

44
%

Dropbox

@ Microsoft OneDrive
& Google Drive

box Box

S Who can se HJ> Microsoft SharePoint

=

Type message here...

Click on Google Drive to share a file from your UCD Connect Google Drive account. You will be
temporarily redirected to a webpage where you can click Connect to agree to allow Zoom to connect
to your Google Drive account.

L

Connect to Google Drive

200Mm

Select the Sign in with Google option to use your UCD Connect single sign on (SSO) to complete the
set up securely.
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Zoom OAuth Login

200m

SignIn

niall.flaherty@ucd.ie

@, | Signin with SSO

seseesee

G | signin with Google

pr

\j I'm not a robot e f

reCAPTCHA
Privacy - Terms

Sign in with Facebook

@& zoom.us/oauth2/login?client_id=k19WDD3IRHKwSU2jpHNtrw&response_type=code&redirect_uri=https%3A%...

Sign Up Free

Then click Authorize.

ece

Zoom Authorization

200m

@& marketplace.zoom.us/authorize?client_id=k19WDD3IRHKwSU2jpHNtrw&response_type=code&redirect_uri=https...

Sign Out

&L -

You are about to install Google Drive

© Use of this app during a Zoom Meeting may be shared with other participants

This app may be able to view the foll

for all partici who join Zoom
or calls with a user who has authorized the app. The app can
view this information at any time, including outside a Zoom experience. Learn more

Product Usage

This app can view the

g

for the

or user that authorizes the app,

O
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And select the file you want to share via Chat.

‘ Google Drive

Files

working-collaboratively-event.pdf

DesktopRecord.pdf

ir hrm assignment.gdoc

L) document.pdf

) Essay - Sample of a Good Layout.pdf

Producing Toys Childs Play Crane and Matten -

Library_Information.pdf

Posters_Preparation_Tips.pdf

I~
Project Doc

) Project doc
Project Doc

/) Media Suite v3

me

me

me

me

me

me

me

me

me

me

me

2018-02-20 08:59:34

2018-03-02 13:00:54

2018-11-28 11:39:04

2019-10-08 16:41:06

2019-10-29 10:35:43

2019-10-29 11:12:30

2019-10-29 15:17:26

2019-10-29 15:19:55

2017-07-27 12:02:51

2017-07-27 12:05:57

2017-07-27 12:33:30

2019-05-14 16:19:30

19.2MB

32MB

1253 KB

10.1 MB

252.1 KB

225KB

10.5MB

609.9 KB

Shared

Private

Private

Shared

Shared

Shared

Shared

Shared

Shared

Shared

Shared

Shared

e Sign out

The file then appears in the Chat panel as a downloadable link.

Student 2

Student 1

Student 3

DesktopRecord. pdf

To access additional setting for Chat, click on the Video Settings option on the bottom-left of
the Zoom screen.

Unmute

Select a Camera

v FaceTime HD Camera

A

StOp Videu

Choose Virtual Background...

Choose Video Filter...

Video Settings...

&

Security

o0
-)4

Participants
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Click on the Chat settings half way down the left-hand side to reveal the additional options.

o Settings to Ev
General ) A
enera Chat Settings
Video Show Audio Message button
Show Code Snippet button
Audio
Include link preview
[ Share Screen Change my status to Away when | am inactive for 15 minutes &

® Chat Bounce application icon when receiving a new message Once o3
Left sidebar theme: @ ‘

Background & Filters .
Blocked users Manage blocked users... /\

Recording
Unread Messages
Profile () Keep all unread messages on top
() Show unread message count(ﬂ) for channels
1) Statistics
- _J Move messages with new replies to the bottom of the chat
Feedback L. )
When viewing unread messages in a channel:
i Q Keyboard Shortcuts O start at the first unread
- ) Start at the latest
Accessibility

Push Notifications
O All messages

() Only private messages or mentions
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Reactions

Emojis and icons can be used to quickly communicate while in a Zoom session. The Reactions icon is
available in the bottom-right of the Zoom window. Click on Reactions to access the emojis you can
use to communicate quickly.

% &84 - + cc | as (]

Security Participants Share Screen Record Live Transcript Breakout Rooms REETR{

The initial list of emojis includes a number of icons which are most typically useful within
virtual classrooms presentations.

¥ Raise Hand

cc. ®

Live Transcript Reactions

Perhaps the most useful is the Raised Hand icon. Students should be encouraged to use this
icon to alert the instructor that they wish to contribute directly, either by asking a question
via Chat, or more likely by asking a question directly, using a microphone or camera. The
instructor could choose to take the question, or ignore until later.



(1Y
i3] Business eLearning
D:i}“ UCD College of Business

The icon will display on the top-right of the student’s profile tile.

Student 1

Student 2

Participants (4)

@ Niall Flaherty (Host, me) £ o
@ Student 1 (Guest) % A
@ Student 2 (Guest) Y o

@ Student 3 (Guest)
Student 1

Student 2 Student 3

Invite Mute Al Morev

By clicking on the student’s Raised Hand icon the instructor can select from a number of
common responses, including Lower Hand, Chat directly with the student, or invite the
student to unmute their mic to ask a question out loud.
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Ask to Unmute  »=+

Lower Hand
Ask to Unmute

Ask to Start Video
Chat

Pin

Hide Non-video Participants

Make Host
Make Co-host

Rename

Put in Waiting Room
Remove

Report

Student 2 Student 3

Additional icons allow other quick communication options. Including Clap, thumbs up, heart,
etc for showing approval or support to a presenter or speaker. These icons don’t stay on
screen permanently and will disappear after a short period of time.

Quick polls can be run where the instructor asks students for their agreement with a
statement, student can select the Yes or No icons. There are also icons to ask the instructor
to speed up or slow down.

Quick poll icons do remain on screen for the instructor to see in a number of locations, until
cleared. They can be seen on the top-left of the student tile, on the participants menu
beside the student’s name, and also summarised at the bottom of the Participants panel.

Participants (4)

() ot panry s, mo
@ Student 1 (Guest)
e Student 2 (Guest)
@ Student 3 (Guest)
Student 1
Student 2 Student 3
Q1 O

Invite Mute All Morev
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Polls can be cleared by clicking on the More menu, on the bottom-right of the Participants
panel, and clicking Clear all Feedback.

Ask All to Unmute

Clear All Feedback

Mute All Upon Entry

v Play Join and Leave Sound
Lock Meeting
Enable Waiting Room

" Allow Participants to:
1 1
© o v Unmute Themselves
v Rename
Invite V Start Video

Additional icons are available via the more options menu (3-dots)

Q Search
Frequently Used

Live Transcript = Reactions
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Audio and Video

If the instructors wish, they can allow students to use their cameras and mics to communicate
directly in a session. They can also invite students to unmute, and to turn on the their camera, but
for privacy reasons instructors cannot switch cameras and mics on for students.

E.g. when a student has a Raised hand icon displayed, an instructor can Ask to Unmute the student.
The Ask to Unmute option is available in the top-right of the student’s tile.

Ask to Unmute  »=+

Student 1

X Niall Flaherty

Student 2

Student 1 raised hand

If clicked, the student has the option presented to them onscreen to unmute their mic. Click on the
Participants panel to view which students have their camera and mic active currently.

10
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8 View v Participants (4)
@ Niall Flaherty (Host, me)
g Student 1 (Guest) 0 A
@ Student 2 (Guest) 2 A
@ Student 3 (Guest) % A

Student 1

X Niall Flaherty

Student 2 Student 3

Invite Mute All Morev

The student with the enabled mic can now speak to the class. When the student has
finished speaking the instructor can mute their mic again by clicking on the top-right on the
student’s tile, or by clicking on the student’s name in the Participant’s panel, and selecting
Mute.

v Participants (4)

@ Niall Flaherty (Host, me) 2 ™
B sue.. uesy [ wute |
@ Student 2 (Guest) X A
@ Student 3 (Guest) ¥ A

11
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Additionally the instructor can click Mute All on the bottom of the Participants panel to
mute all students at once.

@ [ ) Participants (4)
Niall Flaherty (Host, me) #
a
. @ Student 1 (Guest) 9 oA
@ Student 2 (Guest) A
@ Student 3 (Guest) A

Invite Mute All Merge to Meeting Window  More v

Along with audio, Instructors can ask students to turn on their video in session. Students can
then turn on their video cameras if they wish.

Click the top-right of a student’s tile and select Ask to Start Video.

Mute

Ask to Start Video
Chat

Pin

f ;| dent 1 Hide Non-video Participants
Make Host

Make Co-host

Rename

Put in Waiting Room
Remove

Report

Student 2 Student 3

The student will be presented with an option on screen to turn on their video camera, if
they accept their camera will appear over their student tile.

12
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v Participants (4)

@ Niall Flaherty (Host, me) ¥ ™

@ Student 1 (Guest) 0 =

e Student 2 (Guest) & A

@ Student 3 (Guest) # o

Student 2 Student 3

Invite Mute All More v

The Instructor can Stop Video for a student by clicking on the menu on the top-right of the
student tile...

Ask to Unmute  »= sy Student 1 (Guest)

Ask to Unmute

Stop Video

Chat

Pin
Or by clicking on the student’s name in the Participant’s panel and selecting More and then
Stop Video.

v Participants (4)

@ Niall Flaherty (Host, me) Z (Y

@ Student 1 (Guest)
Chat

@ Student 2 (Guest) Stop Video
Add Spotlight
@ Student 3 (Guest) Replace Spotlight

Make Host
Make Co-host
Rename

Put in Waiting Room
Remove
Report

To access additional setting for Audio and Video, click on the Video Settings option on the
bottom-left of the Zoom screen.

13
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Select a Camera

v FaceTime HD Camera

Choose Virtual Background...

Choose Video Filter...

Video Settings...

Y ~ @ % a2

Unmute Stop Videu Security Participants

Engagement

The careful use of chat, reactions and audio and video can be a source of engagement within a
virtual class, and elevate classes from one-to-many presentations to far more interactive events.
Becoming comfortable with the settings that allow an instructor to permit or refuse access to tools
for interaction allows the instructor to feel more confident in their use and know they can ensure
the integrity of each session in terms of privacy and security for all participants.

14



