Getting Started with Zoom Conference Rooms

This guide will provide information on using Zoom Rooms in conference rooms

such as how to start and join meetings, use the in-meeting controls, share
content, and make calls.

¢ Your Zoom Conference Room consists of:

* Neat Pad - touch screen device from which you can control the meeting
* Neat Bar - contains the speaker, microphone, and camera

To use the Zoom Conference Room, you will only need to interact with the
Neat Pad or a connected device such as a laptop, tablet, or mobile phone.

@© Mute your speaker and microphone to avoid feedback if you will be

joining a meeting on your device while also being in a Zoom Room
conference space.

What would you like to do?

Join an existing meeting

Start a new meeting

Share content (e.g. Powerpoint) from your device

Use the in-meeting controls (e.g. Mute, Manage Participants, Record, Change View, Camera
Controls)

Make a phone call or dial in to audio only conference call
Did you already invite the Zoom Conference Room to the meeting?

Yes
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Do you see the upcoming meeting alert?

Yes J
No

1. Click Join to join the meeting.

¢ If the Zoom Conference Room is the meeting host, you may see Start instead
of Join. If this is the case, you can tap Start to begin the meeting.

Test Meeting

1:45 PM
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1. Go to the Home page by tapping on the home icon.

Settings
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Zoom Room Test

5:00 PM - 5:30 PM
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3. Tap Join to begin the meeting.

44'PM
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Zoom Room Test
5:00 PM - 5:30 PM
Host: Johnson, Camille

Join
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1. Go to the Home page by tapping on the home icon.

Settings
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2. Tap Join.
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3. Use the keypad to enter the Zoom Meeting ID when prompted. Then,
tap Join.

¢ Refer to the meeting invite in your email for the Meeting ID (and Passcode, if

applicable).
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A. Enter the Meeting ID.
B. Tap Join.
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4. If the meeting has a passcode, another window will appear. Use the
keypad to enter the passcode. Then, tap OK.

A. Enter the passcode.
B. Tap OK.

Getting Started with Zoom Conference Rooms // Downloaded: 08-12-2023 // Disclaimer: This document is Page 9
only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



1. Go to the Home page by tapping on the home icon.

Settings
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2. Check the meeting list to see if you can find the meeting that you
want to join.

4:41PM Wednesday, Jan 18

Instant Meeting
4:37 PM - 5:07 PM
Host: IT Admin Conference Room, LH-702

‘- Zoom Room Test
Phckn 5:00 PM - 5:30 PM

Contacts k ;
New Meeting v Share Content

O

Did you find the meeting?

YesJ
No
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1. Tap Join to begin the meeting.

44'PM
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Zoom Room Test
5:00 PM - 5:30 PM
Host: Johnson, Camille

Join
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1. Go to the Home page by tapping on the home icon.

Settings

Getting Started with Zoom Conference Rooms // Downloaded: 08-12-2023 // Disclaimer: This document is Page 13
only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



BIFGLLERTON

uuuuuu (ATION TECHNOLOGY.

2. Tap Join.
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3. Use the keypad to enter the Zoom Meeting ID when prompted. Then,
tap Join.

¢ Refer to the meeting invite in your email for the Meeting ID (and Passcode, if

applicable).
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A. Enter the Meeting ID.
B. Tap Join.
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4. If the meeting has a passcode, another window will appear. Use the
keypad to enter the passcode. Then, tap OK.

A. Enter the passcode.
B. Tap OK.

Getting Started with Zoom Conference Rooms // Downloaded: 08-12-2023 // Disclaimer: This document is Page 16
only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



1. Go to the Home page by tapping on the home icon.

Settings
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3. To invite participants to the meeting, select Invite from the in-
meeting controls.

LH702's Zoom Meeting

Oo-n
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4. Select whether you would like to invite participants by Contacts or
Email.

Q) search

Contacts

o (Julie) Ngan Nguyen

A. Tap Contacts to invite participants from your contacts list.
B. Tap Email to enter in the emails of the participants that you want to invite.

Do you want to Invite by Contacts or Email?

Contacﬂ

Email
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1. Search by name or scroll to find rooms or contacts. Tap the radio
buttons to add contacts to the Selected list. Then, tap Invite.

_- e Emaid SIPM323

Cance]  _MSelected

| Camille Johnson (IT CSUF)

A. Enter the name of the person or room you want added to the meeting.
B. Tap the radio button(s) next to the participant(s) that you want to invite.
C. The participant(s) will be added to the Selected list.

D. Tap Invite.
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1. Enter the email of the participant you want to invite. To invite
multiple participants, put a space between email addresses. Tap Send
to send an email invite to the intended participants.

Subject:
Please join Zoom meeting In progress

Content:

Join Zoom Meeting
https://fullerton.zoom.us/}/87916124448

Meeting ID: 870 1612 4448
One tap moblle

A. Enter the email address(es) to which you want to email the meeting invite.
B. Press Send.

Make sure that screen sharing is enabled for participants!

Does the user sharing their screen have a Zoom account?

Yes J

No
Is the meeting online or in-person?

Online / Hybrid online and in-person

In-person only
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¢ Join the Zoom meeting on the device that will be sharing content before
following these steps!

1. On the Neat Pad, tap Share Content.

Share Content

2. Confirm that the Meeting ID matches the meeting you've joined or
will join on your device. Make note of the Sharing Key in case you need
it later.

¢ This information will show up on the Neat Pad and Zoom Room screen!
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In most cases, the Zoom Room should be able to detect your signal. If it
doesn't, that's when you'll need the Sharing Key.

Share Content

Desktop | iPhonefiPad

Use Zoom App

Click Share Scraen
Sharing Key MBAMNZF

Use Browser

Go to share.zoom.us

MeetingID 893 2378 3290

e
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3. On the device that will be sharing content, click or tap Share Screen.

4. If prompted, enter the Sharing Key. Then, click or tap Share.

) Share screen *

Share Screen

' R

Meeting ID or Sharing Key

. A

o Cancel

A. Enter the Sharing Key in the data field.
B. Click or tap Share.
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5. Select what content to share. Then, click or tap Share.

¢ Sharing your screen will allow users to see anything on that screen, so if you
need to switch back and forth between different content (e.g. if you begin a
presentation with a Powerpoint but will switch to a software demo), you may
want to share your screen instead of a particular application.

== Select a window or an application that you want to share

Basic Advanced les
A /7 =
Whiteboard iPhone/iPad
e 0
E ta—— e S| e request
—_— - - [

~~ I o]

Snagit Capture E COMING S00N! @ *Untitled - Notepad - 1 Submit a request — Zoom Suppaor.. "j_

ZR_User-Guide.pdf - Gooagle Ch'-J..‘.:. Report a Problem - Zoom Mobile

A. Click or tap the window or application you want to share.

B. If you would like to share a video, check Share sound to enable audio sharing.
C. Click or tap Share to share your screen.

What device are you sharing content from?

Desktop/laptop
iPhone/iPad
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1. On the Neat Pad, tap Share Content.

n

Share Content

>

2. Make note of the Meeting ID and Sharing Key.

¢ This information will show up on the Neat Pad and Zoom Room screen.

In most cases, the Zoom Room should be able to detect your signal. If it
doesn't, you will be prompted to enter the Sharing Key.
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Share Content

Desktop IPhone/iFad
Use Zoom App

Click Share Scraen
Sharing Key MBAMNZF

Use Browsear

Go to share.zoom.us

MeetingID 893 2378 3290

3. Open Zoom on the device that will be sharing content. Click the Join
tile. Then, enter the Meeting ID. Click Join.

(4] ) (84 (] @ 65 0 = “

C Seach  Cul+F
Home Team Chat Phone Meetings Contacts Apps ‘Whiteboards

e

03:33 PM

023

Thursday ary 1

New Meeting  ~ Jain . .
Join Meeting

893 2378 3290 v ¢

Camille Johnson

Schedule Share Screen .
|_| Don't connect to audio

() Turn off my video
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A. On the Zoom home screen, click or tap Join to open the Join Meeting prompt.
B. Enter the Meeting ID from the Neat Pad/Zoom Room screen.
C. Click or tap Join.

4. Click Share Screen.

5. If prompted, enter the Sharing Key. Then, click Share.

) Share screen

Share Screen

'

Meeting ID or Sharing Key

o Cancel

%,
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A. Enter the Sharing Key in the data field.
B. Click or tap Share.

6. Select what content to share. Then, click Share.

¢ Sharing your screen will allow users to see anything on that screen, so if you
need to switch back and forth between different content (e.g. if you begin a
presentation with a Powerpoint but will switch to a software demo), you may
want to share your screen instead of only a particular application.

== Select a window or an application that you want to share

Basic Advanced les
A 4 =
Whiteboard iPhone/iPad
e 0
E t—— R e
—_— - . [

~ ~ K ©

Snagit Capture E COMING SOON! @ *Untitled - Notepad - 1 Submit a request - Zoom Suppor... @
ch

ZR_User-Guide.pdf - Google Ch'-J..‘.g Report a Problem - Zoom Mobile
L.

A. Click or tap the window or application you want to share.

B. If you would like to share a video, check Share sound to enable audio sharing.
C. Click or tap Share to share your screen.
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7. To stop screen sharing, tap Stop Sharing on the Neat Pad or click Stop
Share on the device that's sharing content.

Share Content

Desktop IPhonefiPad
Use Zoom App
Click Share Screen

SharingKey MBANZF

Use Browser

Goto share,zoom.us

MeetingID 893 2378 3290

¢ Connect to the same network (eduroam) as the Zoom Room before starting!

View the CSUF Wireless Internet Access page for more information on

connecting to eduroam.
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Share Content

Getting Started with Zoom Conference Rooms // Downloaded: 08-12-2023 // Disclaimer: This document is Page 32
only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



BIFGLLERTON

uuuuuu (ATION TECHNOLOGY.

2. Tap iPhone/iPad.

Share Content

Desktop iPhone/iPad

3. Scroll down until you find the passcode.

¢ The passcode will also appear on the Zoom Room screen.
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Step 4

Enter passcode 3962

You can also use Airplay to share your Mac screen

4. On the device you want to share from, open Control Center and tap
the Screen Mirroring icon.

¢ To open Control Center, swipe down from the top right corner of the screen.
On iOS 11 and earlier, swipe up from the bottom of the screen. The Screen
Mirroring icon is the two overlapping rectangles.
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5. Tap the Zoom Room you want to connect to.

(5

Screen Mirroring

LH-700D Apple TV

m LH-702 Conference Room
Apple TV

@ LH-801A
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6. Enter the passcode. Then tap OK.

AirPlay Code

Enter the on-screen code for
“LH-702 Conference Room Apple
TV"

A. Enter the passcode from the Neat Pad/Zoom Room screen.
B. Tap OK.
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7. To stop content sharing, tap Stop Sharing on the Neat Pad. Or, if you
want to stop screen sharing from the iOS device, go back to the Control
Center, tap Screen Mirroring, then tap Stop Mirroring.

Step 3

Choose "LH702*
Don't see it? Restart your device

Step 4
Enter passcode 3882

You can alse use Airplay to share your Mac screen

Mirrornd

SLop

1. On the device you want to share from, open the Present to a Zoom
Room website.

Present to a Zoom Room website

2. Enter the Meeting ID. Then, click or Tap Share Screen.

¢ If you have the Sharing Key available, you could also choose Enter a Sharing
Key to present, then provide the Sharing Key that is shown on the Zoom
Room screen and Neat Pad.
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zoom K Contact Sales J:I —

Present to a Zoom Room

Meeting ID or Personal Link Name o

BT o

Enter a Sharing Key to present

A. Enter the Meeting ID into the data field.
B. Click or tap Share Screen.
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3. Select what content to share. Then, click or tap Share.

o Basic Advanced Files

/7 2
Desktop 2 Whiteboard Phon/iPad via AlrPlay
‘ Y e °
iPhone/iPad via Cable Google Chrome - Video Conferenc..  Camtaszia 2021 - TechSmith Camta...

o Share sound - Optimize for vidoo clip o

A. Click or tap the window or application you want to share.
B. If you would like to share a video, check Share sound to enable audio sharing.
C. Click or tap Share to share your screen.

¢ These controls will appear on the Neat Pad after you've joined a meeting.
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Mute/Unmute
Start/Stop Video
Share Content

UnNnwx>

content)

Participants
Invite

—IOmm

LH702's Zoom Meeting

A
$

Camera
Control

recording(s) from the meeting.)

—

K. Leave/End
L. Volume slider
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Start Video Share Content

s
= &) @

Participants Invite Record

«—— !

Security (Lock Meeting, Enable Waiting Room, Allow Participants to: share
screen, chat, rename themselves, unmute themselves, annotate on shared

View (Change video layout, i.e. Speaker, Thumbnail, Gallery view)
Camera Control (Manual, Auto-Framing, Multi-Stream, Mirror Effect)
Record (Note: the meeting host will receive an email with a link to the

More (Chat, Reactions, Polls, Captions, Breakout Rooms)
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Camera Control settings

View the available camera control settings and how to change
them

Manual

In Manual mode, the camera is in a fixed position throughout the meeting,
This is the default setting.

Auto-Framing

Auto-framing groups meeting participants in a single frame.

¢ You can toggle on Multi-focus framing which will combine individuals into a
single frame but with partitions between each individual.
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A. Regular auto-framing
B. Multi-focus framing

s

Multi-Stream

Multi-stream enables multiple video streams to show the view of the entire
room plus frame(s) of individual participants.

¢ Multi-stream is best viewed in Gallery mode. In Speaker mode, Zoom will
only select the full room view as the speaker instead of the individual person
speaking.

If there are too many people in the room or if people are too close together,
Zoom may not be able to put everyone in an individual frame.
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Mirror View

€» Mirror View flips the video horizontally so you are viewing participants
(including yourself) the way you would if you were looking in a mirror.

Enabling this feature does not change the way participants in the Zoom
meeting see your video.
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A. Original view
B. Mirror view

1. On the Neat Pad, tap Phone.

Contacts

o
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2. Use the number pad to dial the number you want to call. Tap the Call
button to initiate the call.

¢ You can dial the four-digit extension for internal callers. To add an external
caller, dial 1 + the ten-digit phone number.

Phone Number

2

4 5

&) ¢

No History
Contacts Y b
o |

Settings . B / \ k B

+ o)

Caller ID: +1 (657) 278-1608

A. Tap the keys on the number pad to dial the phone number.
B. Tap the Call button.
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4. Use the in-call controls on the Neat Pad.

The in-call controls are similar to the ones on the Zoom Phone apps! View guides on
the Zoom Phone desktop app and Zoom Phone mobile app for more information.
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Phone

7160 (=

Calling...

g B &RC

Mute Keypad Add Call

kD E P F

i, (C6, @l

Hold Transfer Meet

‘+G

@

A. Mute/Unmute

B. Keypad

C. Add Call (use this to create a new conference call or add callers to conference
call)

D. Hold/Unhold

E. Transfer

F. Meet (use this to convert a call to a Zoom meeting)

G. Volume slider

H. End Call

Need More Help?

Contact the Helpdesk at helpdesk@fullerton.edu or 657-278-7777 for assistance.

Zoom Support - Zoom Room Quick Start Guide

Zoom Support - Zoom Rooms User Guide

Congratulations, you are done!
Copy Progress to Clipboard
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	1. On the Neat Pad, tap Share Content.
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	3. On the device that will be sharing content, click or tap Share Screen.
	4. If prompted, enter the Sharing Key. Then, click or tap Share.
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	2. Tap iPhone/iPad.
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	1. On the device you want to share from, open the Present to a Zoom Room website.
	2. Enter the Meeting ID. Then, click or Tap Share Screen.
	3. Select what content to share. Then, click or tap Share.

	Camera Control settings
	Manual
	Auto-Framing
	Multi-Stream
	Mirror VIew

	1. On the Neat Pad, tap Phone.
	2. Use the number pad to dial the number you want to call. Tap the Call button to initiate the call.
	3. The call will appear on the Neat Pad and Zoom Room screen.
	4. Use the in-call controls on the Neat Pad.
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