Zoom In-meeting Controls - Windows & Mac

Example of Zoom In-meeting screen:

Microphone (you talking) can be unmuted or muted, Video (of you) started or stopped, by selecting
icons at bottom left of screen.

Select “M” to right of Microphone icon. When it opens, select Audio Settings
Select a Microphone
v Microphone (High Definition Audio Device)

Same as System

Select a Speaker
Digital Audio (S/PDIF) (High Definition Audio Device)
Speakers (High Definition Audio Device)

Same as System

Test Speaker & Microphone...
Switch to Phone Audio...

Leave Computer Audio

Audio Settings... [\
6\

7 Gary

Unmute : Start Video
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From Audio:
e Test and adjust speaker as needed
o Select “automatically join audio by computer when joining a meeting”

Select Accessibility from left margin:

(=]

General

Video Speaker | Test Speaker ) | Speakers (High Definition Audio D.. »

Share Screen

Volume: f — @ —— )
™
ko) Chat
Virtual Background Microphone Test Mic | Microphone (High Definition Audio.. v
Recording Input Level: m—
Profile Volume: @ <)
Statistics () Automatically adjust volume
O Keyboard Shortcuts _J Use separate audio device to play ringtone simultaneously

Automatically join audio by computer when joining a meeting
Mute my microphone when joining a meeting

Enable Stereo sound
Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

Advanced

From Accessibility:

o Select “always show meeting controls” so controls don’t hide if not hovering over bottom of screen

) Settings X

General
Closed Caption

Video Closed Caption Font Size: L J
Normal Medium Large

Audio
Share Screen
[f;"; Chat These are default (small) sized subtitles.

Virtual Background

Recording .
Meeting Controls
Profile Always Show Meeting Controls
You can also use the Alt key to show/hide meeting controls
Statistics

Chat Display Size (Ctrl+/-)
O Keyboard Shortcuts 100% v
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Select “N” to right of Video icon to see options for video.

To change or set your background select “Choose Virtual Background”.

Select a Camera

v Logitech QuickCam Pro 9000

Choose Virtual Background...

Choose Video Filter...

Video Settings...

Pzt

Start Video

Select a ‘stock’ photo or select “+” to search and add a photo from your computer.

©) Settings
Video - ; -
Audio

[\I\\ Share Screen
Q Chat
B Background & Filters

Recording
Profile A solid color video background is required. Green color is preferred. @
f{:ﬁ» Statistics I
o Virtual Backgrounds Video Filters (+)

None

Manually pick the color of the background if the detected color is not accurate. (2)

O Keyboard Shortcuts

Accessibility

]

I have a green screen (D Mirror my video

Zoom Help Center for more information:

https://support.zoom.us/hc/en-us/categories/200101697-Getting-Started
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