How to Access Your Zoom Account

Follow the steps below to access your Zoom account. You will use these steps EVERY time you
want to jump into a Zoom meeting. Most Zoom accounts are using the free version of Zoom
which means each session lasts only 40 minutes. You will get a countdown as the 40 minutes
comes to an end. If you are still meeting with students have them leave the session and click
“end meeting for all” and restart the session.

If you will need to host meetings that last longer than 40 minutes, you can request a Zoom Pro
account from the IT Helpdesk: helpdesk@otc.edu
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Go to = otc.zoom.us

Click "Sign In" in the upper right-hand corner

Click meetings from the left-hand menu

Click Personal Meeting Room from the top menu

Click Start Meeting

Post your Zoom link (see image below) in your course or wherever students will have
easy access.

Video tutorial for students to Join a Zoom Meeting

How to Join a Zoom Meeting for the First Time (Zoom: The Basics)

Longish, but covers the very basics... how to download the app on phone or computer; how
to log in from an invite; how to log in without an invite; how to join with audio; camera
controls; Zoom Test
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The NEVERS of Zoom

e NEVER - JOIN OR HOST A MEETING IN ZOOM - INSTEAD USE THE STEPS LISTED ABOVE
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How to Record & Share Recording

Recording Zoom Session

Record your Zoom meeting to create tutorials for students. Choosing Record to the Cloud
means that your recording will be saved in your Zoom account. When you are finished
recording, end the meeting.
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Sharing Link

Zoom will send you a link via email to your recording. You can then forward this link to your

students or post the link in an announcement Canvas.
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Cloud Recording - AMY SCHNEIDER's Personal Meeting Room is now available

e

SCHNEIDER, AMY M.

©@ YouTube [ Dept. Projects

Polling
Chat

Record on this Computer 3R
Record to the Cloud ©¥C

Breakout Rooms

Thank you, Amy Schneider MEd. Instructional Designer Ozarks Technical Community College 1001 E. Chestnut Expressway Springfield, MO 65802 (417) 447

Getting too much email? Unsubscribe
You forwarded this message on Wed 3/18/2020 8:40 AM
Label: Inbox 1 Year Retain (1 year) Expires: Tue 3/16/2021 3:00 PM

Zoom <no-reply@zoom.us>

Mon 3/16/2020

00 PM

SCHNEIDER, AMY M.

Hi AMY SCHNEIDER,
Your cloud recording is now available.

Topic: AMY SCHNEIDER's Personal Meeting Room
Date: Mar 16, 2020 07:35 AM Central Time (US and Canada)

For host only, click here to view your recording detail (viewers cannot access this page):
https://otczoom.us/recording/detail?meeting_id=yXYQdo8QSkSbe4gL9¥yQ%2Bg%3D%3D

Share recording with viewers:

https://otc.zoom.us/rec/share/9PxEFr33plpJQbfH5R3QVBQD72meaad0SkW-gdnhvdvbZGzZgayyarOEcS830-

Thank you for choosing Zoom.[¥
-The Zoom Team



Troubleshooting Your Webcam

Webcam not working when you’re in a Zoom meeting?

Try this - In your computer settings, make sure that your privacy settings are set so that your
camera is accessible.

‘ 5 Settings = O

§53  PRIVACY Find a setting

General
Camera

Location
Let apps use my camera

Camera @ o 4

Privacy Statement
Microphone

Learn more about camera privacy settings

Speech, inking, & typing

U— Choose apps that can use your camera

Some apps need access to your camera to work as intended.

Contacts Turning off an app here might limit what it can do.

Calendar Apps that need your permission to use your camera will appear
here. Go to the Store to get apps.

Messaging

Radios

Other devices

Feedback & diagnostics

Background apps

Zoom Tutorials

e Zoom 101: Polling (In-meeting)
e How to use Breakout Rooms

e Zoom EDU: Share Screen & Annotation
e How to use Waiting Rooms to Manage Office Hours & Drop-In Visitor Times
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