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Sharing your screen in ZOOM

1. Click the Share Screen button located in your meeting controls.

+

Reactions

2. Select one of these screen share options:
Basic: Share your entire desktop, specific application window, whiteboard,
or iPhone/iPad screen.

Whiteboard iPhone/iPad

Share computer sound Optimize for full screen video clip m

3. Click Share.

=  Zoom will automatically switch to full screen to optimise the shared screen view.
To exit full-screen, click Exit Full Screen in the top-right corner or press
the Esc key.

* To disable automatic full screen when viewing a shared screen, disable this
option in your desktop client settings: Enter full screen automatically when a
participant shares the screen.

= |f you selected a Portion of Screen, customise the screen portion by dragging or
resizing the green border.

= |f you selected Content from 2nd Camera, click Switch Camera in the top-left
corner to switch the shared camera.

Share screen menu

When you start sharing your screen, the meeting controls will move into a menu that
you can drag around your screen.
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https://support.zoom.us/hc/en-us/articles/205677665-Share-a-Whiteboard
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https://support.zoom.us/hc/en-us/articles/201362623

(i I Vi

Polis New Share Pause Share Annotate More

'f":‘_. . [<] W Stop Share

« Mute/Unmute: Mute or unmute your microphone.

. Start/Stop Video: Start or stop your in-meeting video.

. Participants/Manage Participants: View or manage the participants (if the host).

« New Share: Start a new screen share. You will be prompted to select which screen
you want to share again.

. Pause Share: Pause your current shared screen.
. Annotate / Whiteboard: Display annotation tools for drawing, adding text, etc.
. More: Hover over more for additional options.

. Chat: Open the chat window.

. Invite: Invite others to join the meeting.

. Record: Start recording locally or to the cloud.

. Allow/Disable participants annotation: Allow or prevent the participants
from annotating on your shared screen.

. Show/Hide Names of Annotators: Show or hide the participants' name when

they are annotating on a screen share. If set to show, the participant's name will briefly

display beside their annotation.

/ CEIEES
. Live on Workplace by Facebook: Share your meeting or webinar on Workplace

by Facebook. Learn more about live-streaming a webinar. Learn more about live-
streaming a meeting.

. Optimize Share for Full-screen Video Clip: Start optimizing for a video clip in full
screen mode.
Note: Do not enable this setting if you are not sharing a full screen video clip, as it will
blur your screen share.

. End Meeting: Leave the meeting or end the meeting for all participants.

Starting a local recording

The host must record the meeting or grant the ability to record to a participant.
1. Start a Zoom meeting as the host.
2. CEI)i]ck the option to Record.
3. If there is a menu, select Record on this Computer.
Hosts will see the following recording indicator in the top-left corner while
recording is active.
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https://support.zoom.us/hc/en-us/articles/115005759423-Managing-Participants-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/115005706806
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https://support.zoom.us/hc/en-us/articles/115005706806-Annotation-as-a-Viewer
https://support.zoom.us/hc/en-us/articles/115004793783-Streaming-a-Webinar-on-Facebook-Workplace
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Participants will see the following indicator in the top-left corner while the
recording is active.

9 Recording

4. Click Participants to see which participants are currently recording.

~ Participants (2)

@ Danny Mariscal (Host, me) g%
o Participant 4- ! %

Note: Dial-in participants will hear a message informing them that the meeting is
now being recorded unless disabled by the host.
5. After the meeting has ended, Zoom will convert the recording so you can
access the files.

) Zoom - Converting the meeting recording >

You have a recording that needs to be converted before viewing

13%

You may convert your recording later by double clicking .zoom file
located in the recording folder.

6. Once the conversion process is complete, the folder containing the recording
files will open.

Note: By default, the audio/video file (MP4) will be named Zoom_0.mp4. The audio-
only file (M4A) is named audio_only.m4a.
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https://support.zoom.us/hc/en-us/articles/201362663-Join-by-Telephone

