Event Presentations in Zoom

*If you have not claimed your Kenan-Flagler Zoom Pro account or installed zoom, please use the instructions
on the Zoom Video Conferencing IT page to do so*

Event

This guide will walk you through creating and hosting an event on Zoom. If you do not have a designated

faculty or staff member for an event, program staff or a team account should be identified and utilized as the
host.

Scheduling an Event in Zoom

1. Click on the Schedule icon in the Zoom client (this will open the scheduler window)

Schedule

2. Select your settings (Make sure “Other Calendars” is selected as the calendar type)

.
Schedule Meeting

Topic

[ Eric Thomas' Zoom Meeting ]
Date

| 3 a/2020 ~ || s:30pPM ~ | to | 37 4/2020 v || 600PM ~ |

[:I Recurring meeting Time Zene: Eastern Time (US and Canada) ~
Meeting ID

O Generate Automatically Personal Meeting ID 216-595-2937

Password

[:I Require meeting password

Video

Host () on @ off Participants () on © off

Audio

Telephone Computer Audio o Telephone and Computer Audio 2

Dial in from United States Edit l
Calendar

() ical () Google Calendar () Outlook © Other Calendars |
Advanced Options ~ 3

=

3. Click Schedule to finish, this will provide a link to your Zoom session
4. Click Copy Invitation to copy the link to your clipboard; you can copy just the link if preferred:



https://tech.kenan-flagler.unc.edu/it/general-information/zoom/

Testing Audio and Video when Joining/Starting an Event:

When joining, if you haven't selected to always join audio by computer a prompt will appear.

1. Totestyour spe

® Choose

r and microphone, click Test Computer Mic & Speakers.

e audio conference options

 Phone Call & Computer Audio < call Me

join audio by when joining a meeting

2. This will walk through testing the microphone and speakers on your computer

3. You can find additional audio/video settings once you have joined the event audio by clicking the arrow to the right of
the Microphone and Video icons at the bottom left of the Zoom window. This will allow you to set your Audio input
and Output devices (Computer Audio Only) or the video device (If multiple webcams).

Select a Microphone
Same as System
v Plantronics Savi 7xx Select a Camera (380N to switch)
Built-in Microphone (Internal Microphone)
e v FaceTime HD Camera
Select a Speaker HD Pro Webcam C920

Same as System

' Plantronics Savi 7xx Video Settings...
Built-in Output (Internal Speakers)

Choose a virtual background...
Leave Computer Audio

Audio Options...

- A 2o !

Stop Video Stop Video Invite Manage Particip:

Use the “Audio Options” selection on this menu to find additional settings and tests for your audio configuration; and
the “Video Settings” selection to find additional video



Sharing Your Presentation in Zoom:

1. Open your PowerPoint presentation on your computer
2. Join the zoom
3. Click the Share Screen button located in your tool bar.
7 I 2 e I ) cc] ==
Stant Vidoo Frvite Weirdgt Pacticpants | Shisn S Raosard Closad Caption Broakout Rooms
4. Select your PowerPoint presentation in the prompt, and click the Share button to start sharing:
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zoom.us - Zoom - Pro Acco... Safari - Login with $SO - Zo... Microsoft PowerPoint - Pres... Microsoft Word - Zoom Stud...
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Share
Share computer sound Optimize for full-screen video clip

5. Use the Slide Show button in PowerPoint to begin presenting

Recording your Presentation

1. Inthe main window, click the Record button and select Record in the Cloud (Zoom will immediately begin recording)

Zoom Participant ID: 18 Meeting ID: 315-074-6095

Meeting Topic: Steven Williamson's Personal Meeting Room

Host Name: Steven Williamson

Invitation URL: https:/ /kenan-flagler.zoom.us /j/3150746095
Copy URI

Participant ID: 18

@

Join Audio Share Invite Others

Record on this Computer

Record to the Cloud
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Join Audio Start Video Invite Manage Pt ints Poling Share Chat Reca;d Breakout Rooms
2. Once you are done presenting, you can close Zoom. You will be notified via email when your recording has finished
processing




Retrieving link for Cloud Recordings

1. Loginto the Kenan-Flagler Zoom Web Portal and Navigate to My Recordings
2. Locate the topic and click Share in the last column of the recording you want to share

Topic [+ Start Time File Size

Personal Meeting Room May 10, 2019 11:35 2Files(713 KB) \ Share... More~
Personal Meeting Room Apr 04, 2019 14:19 4 Files(996 KB) Share... More~
Personal Meeting Room May 17, 2018 20:16 2 Files(822 MB) Share... More~

3. Click Copy to Clipboard to copy the text, highlight the URL and copy it if Topic and Start Time are not needed (Leave
this window open in case)
4. Share this URL to provide access to your recording

Additional Share Options

Share this cloud recording

Share this recording ()

Publicly

O Only authenticated users can view: 1
Signed-in users in my account

| Viewers can download | 2

On-demandiRegistration Required)@

v ¥

Password protect

Recording Link Information

Topic: Eric Thomas' Personal Meeting Room
Date: Nov 22, 2019 03:23 PM Eastern Time (U5 and Canada)

Meeting Recording:

https:fkenan-
flaglerzoom.us/rec/share/38Ztdg_-OlHI3gyl_yWat50D%m_eaaBhy
AZrviMmhg-OnwAZ__VEXhRPHYTzLXG

Copied! Copy To Clipboard Close

- |

1. Share This Recording
e  Publicly: This will allow anyone with the link to view the recording
e  Only Authenticated users can view: This option will require a Kenan-Flagler login to see the recording.

2. Viewers can Download: This setting enables users to download the recording

3. Password Protect: This sets a password that must be entered to view the recording, it could be distributed via email or
Canvas announcement. Those who have the password would be able to access the video.

Additional Cloud Recording settings can be found in this article: Managing Cloud Recordings



https://kenan-flagler.zoom.us/recording
https://support.zoom.us/hc/en-us/articles/205347605#h_56b1e499-33e4-4618-b09f-dced4aa37b64

