Advanced
Zoom Resources

LEE Q UNIVERSITY
Online




Advanced Zoom Resources

Table of Contents

Downloading Zoom
Logging In

Adding Zoom Link to Moodle
Scheduling Meetings
Starting a Meeting
Virtual Background
Viewing Participants
Share Screen
Whiteboard
Breakout Rooms
Spotlight Speaker
Remove Participant

Lock Meeting

03
06
09
15
20
22
25
20
28

L1
38
41



Downloading Zoom

— X

(& Video Conferencing, Web Con X

o C @ © # https:;//leeuniversity.zoom.us

nes ‘ﬁ? Search N GO @"

REQUEST A DEMO 1.888.799.9666 RESOURCES SUPPORT

SOLUTIONS PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING « SIGN IN SIGN UP, IT'S FREE
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Register Now
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One Consistent Enterprise Experience.

Open a web browser and navigate to
www.leeuniversity.zoom.us



Downloading Zoom

(& Video Conferencing, Web Con X e X

& C @ © § https:;//leeuniversity.zoom.us ooe w | | Q Search in @ ©

REQUEST A DEMO 1.888.799.9666 RESOURCES = SUPPORT

SOLUTIONS = PLANS & PRICING CONTACT SALES JOIN AMEETING HOST A MEETING « SIGN IN SIGN UP, IT'S FREE
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Request a Demo | Buy Now

About Download Sales Support
Zoom Blog Meetings Client 1.888.799.9666 Account
Customers Zoom Rooms Client Contact Sales Support Center
Our Team Zoom Rooms Controller Plans & Pricing Feedback

Why Zoom Browser Extension Request a Demo Contact Us

Features Outlook Plug-in Webinars and Events

Careers iPhone/iPad App
Partners Android App
Brand Guidelines

Win@®eo g

Copyright ©2016 Zoom Video Communications, Inc. All rights reserved. Privacy Policy || Terms || Lee University

L 0 2 9

croll to the bottom of the page. Under the Download
column, click Meetings Client.



Downloading Zoom

Q) Download Center - Zoom X e X

@—/} - C ® © & https:;//leeuniversity.zoom.us/download#client_4meeting ees Y ﬁ‘ O\ Search . n @ @

REQUEST A DEMO 1.888.799.9666 RESOURCES = SUPPORT

SOLUTIONS « PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING « SIGN IN SIGN UP, IT'S FREE

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Download Version 4.6.7 (18176.0301)

Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Outlook installs a button on the Microsoft Outlook tool bar to enable
you to start or schedule a meeting with one-click.

Download Version 4.8.17303.0117

Add Zoom as an Add-in for Outlook on the web

Zoom Plugin for IBM Notes

The Zoom Plugin for IBM Notes installs a button on the IBM Notes meeting schedule
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Logging In

Sign In X Bee
€ > C @ ‘@ @ https:;//adfs.leeuniversity.edu/adfs/Is/?SAMLRequest=IVLPa8MgFP5XgvdE06 TtKmmc vee ﬂ‘ | Q, Search | n @ & =
Sign In

adfs.leeuniversity.edu

Type your user name and password.

User name: Example: Domain\username

Password:

Sign In

3/16/2020 z




Logging In

-

s |

Recycle Bin
m.‘ O Q, Search
Meetings Contacts
Zoom
Monday, March 16, 2020
New Meeting ~
v v
19
No upcoming meetings today
Schedule Share screen v
L 9:09 AM
m ° O B M 9 o & AN o 7 I P S

3/16/2020



dding Zoom Link to Moodle

@ Course: 85244 - College Writir X e

@—/} - C ® ‘@ @ https;//moodle.leeuniversity.edu/course/view.php?id=48268&notifyeditingon=1 cee ¥ 1:{‘ ‘O\ Search n MO @ =
b Edit + L
B8 Calendar
‘*’ CHAPEL . .- o
S http://livestream.com/leeu < March 2020 >
Lee University Chapel every Tuesday SUnSSMon Shive SRS LS En S Sat
and Thursday at 10:40AM Eastern i 2 3 4 5 6 7
Time during the academic year. 8 g 16 4t 12 13 14
15 16 8 ¥ 18 19 20: 21
$ Edit v

22 23 24 25 26 27 28

Hidden from students 29 30 31

Hide site events

== Add an activity or resource

Hide category events

Hide group events

| START HERE: Check-In Process -

® @
@ =
¢ 1= Hide course events
® 2
® 2

Hide user events

< Click the Course Check-In activity below to complete the Check-In Process. Edit ~

X o ﬁﬁ Course Check-In v Edit v 8

Recent activit
== Add an activity or resource o y

P B
Activity since Wednesday,

| NEXT STEP: Course Syllabus/Tutorials/Resources March 18, 2020, 11:44 AM

Edit ~ Full report of recent activity...

k> Edit - No recent activity

Course Syllabus/Tutorials/Resources
X o ‘i ENGL-106 Course Syllabus -
3 i ENGL-106 Course Introduction sk * Attendance
_ Edit + 1
% ,. ENGL-106 Course Assignment Summary l This block can work only with v
lI v ROt = an attendance activity. Please add the | | v

m 9




Adding Zoom Link to Moodle

@ Course: 85244 - College Writin X ew

e —
((—f, - C ® ‘ © & https:;//moodle.leeuniversity.edu/course/view.php?id=48268&notifyeditingon=1 ee @ ¥ ‘ ‘ Q Search I\ CGD @- —
Edit v
Add an activity or resource =) B Calendar
P CHAPEL o : o
ACTIVITIES - —
) Select an activity or resource to view its help. < March 2020 >
O L] Assignment Double-click on an activity or resource name San Mon Tie wWed thul Ea sat
to quickly add it.
O Attendance 1 2 3 4 5 6 7
O —_— 8 g 10 11 12 13 14
15 16 17 18 19 20 21
'1" O Choice
22 23 24 25 26 27 28
Hidden from students 23 30 31
@ (D Hide site events
&0  T= Hide category events
@& 7= Hide course events
4| START HERE: Check-In Process O Forum S & Hide group events
@ 1§ Hide user events
- a = O GI
& Click the Course Check-In activi e
O Group self-selection
o lfﬁ Course Check-In
O Interactive Content o Recent activity
O B
~esson Activity since Wednesday,
: O (=] openF March 18, 2020, 11:44 AM
Q'l NEXT STEP: Course Syllabus/Tutori ot
Full report of recent activity...
O | Pearson MyLab &
e Mastering Link No recent activity
| Course Syllab , . .
¢ i ENGL-106 Course Syllabus O | SCORM package

P i ENGL-106 Course Introduction :l: Attendance oy
ance ' o Y
+ P 1 (A ]

¢ ENGL-106 Course Assignment Summary _— This block can work only with @
o Edit + o
an attendance activity. Please add the _

=T -




@ Editing External tool X e

dding Zoom Link to Moodle

General

* Activity name

@ Preconfigured tool

@—/} - C ® ‘ © & https:;//moodle.leeuniversity.edu/course/modedit.php?add=Iti&type=&course=482: e M ¥ ‘ ‘ Q_ Search
s:Adding a new External tool e O Main menu
$ Lk~
Expand all
[E Site news
[T
¢) | Student Hub
[
i -aculty Hub
Pathbrite ePortfolio
Zoom Class Meeting Link & _ee University Website
Automatic, based on tool URL ﬁ Calandan
Automatic, based on tool URL
$ L~
Blackboard Open Content
< March 2020 >

) Tool URL

Privacy

Grade

Commercial content

ETS - SuccessNavigator

Vericite Plagiarism Checker
McGraw Hill Campus
Macmillan Learning Tools
RedShelf

Follett Discover

Discovery Service — Curriculum Builder

Common module settings

Restrict access

O & M © ©

Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 9 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 31

@ (M Hide site events

@& T=Hide category events
& 7= Hide course events
@ S0 Hide group events
@ A Hide user events

& Library Databases

o L~
To login to the library’s




ing Zoom Link to Moodle

@ Course: 85244 - College Writin X e
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Time during the academic year. 8 8 16 11 12 13 14

15 16 17 18 19 20 217

g Edit
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TTIIUUISIE IRV DLUUTIILD 29 30 31
P eﬁ Zoom Class Meeting Link v Edit ~ @ (M Hide site events
W @& T=Hide category events
== Add an activity or resource T —
@ M0 Hide group events
@ % Hide user events
| START HERE: Check-In Process -
< Click the Course Check-In activity below to complete the Check-In Process. Edit ~
X gﬁl Course Check-In v Edit v 3, o Recant acthinty
. b B
== Add an activity or resource Activity since Wednesday,
March 18, 2020, 11:44 AM
Full report of recent activity...
<$'| NEXT STEP: Course Syllabus/Tutorials/Resources Eai
i COURSE UPDATES:
Edit »
: Course Syllabus/Tutorials/Resources B
y Zoom Class Meeting Link
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Adding Zoom Link to Moodle

@ 85244: Zoom Class Meeting Lii X g

((_j - C @® ‘@ @ https;//moodle.leeuniversity.edu/mod/Iti/view.php?id=1244589 vee V) ﬁf‘ ‘O\ Search i\ CGD @- =

~

Portico LeeU Email ~ Search Engines ~ My courses ¥ English - United States (en_us) ~

Home > Courses » 2020ID » Lee Online > College of Arts & Sciences » Language and Literature > 85244 - College Writing (2020/ID:ENGL-106-DOL1) > > Zoom Class Meeting Link

Zoom Class Meeting Link Add a block

2 Add... >

Join a Meeting

Please click button below to join the meeting

@ By using this site, you agree with our use of cookies. Want to know more? X
Jump to... ¥ Course Check-In »
l‘.:
Connect with Lee | Campus Alerts | Emergency Info | Technology Acceptable Use Policy | Social Media Guidelines (1) Moodle Docs for this page
https://leeuniversity.zoom.us/s/951103326 | v

= ©° O & m 6 ©




Adding Zoom Link to Moodle

@ 85244: Zoom Class Meeting Lii X g

((_j - C @® ‘@ @ https;//moodle.leeuniversity.edu/mod/Iti/view.php?id=1244589 vee V) ﬁf‘ ‘O\ Search i\ CGD @- =
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Portico LeeU Email ~ Search Engines ~ My courses ¥ English - United States (en_us) ~

Home > Courses » 2020ID » Lee Online > College of Arts & Sciences » Language and Literature > 85244 - College Writing (2020/ID:ENGL-106-DOL1) > > Zoom Class Meeting Link

Zoom Class Meeting Link Add a block

2 Add... >

Join a Meeting

Please click button below to join the meeting

@ By using this site, you agree with our use of cookies. Want to know more? X
Jump to... ¥ Course Check-In »
l‘.:
Connect with Lee | Campus Alerts | Emergency Info | Technology Acceptable Use Policy | Social Media Guidelines (1) Moodle Docs for this page
https://leeuniversity.zoom.us/s/951103326 | v
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cheduling Meetings

Q) My Profile - Zoom X X

!.K'F\\\
(S ] = © ‘ ©U £ https://leeuniversity.zoom.us/profile v [V ﬁf‘ | Q_ Search | N G0 @.

REQUEST A DEMO 1.888.7/99.0125 RESOURCES SUPPORT

SOLUTIONS PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING « &% SIGN OUT

a

Profile
o R . Edit
Lee University Online
Meetings
Department DAL
Webinars Company Lee University Online
_ - Account No. = @
Recordings Change Delete
Settings
Personal Meeting ID : — - Edit
Account Profile
Reports ; : ,
» Use this ID for instant meetings
Personal Link - | \ R —— Customize
Attend Live Training
Sign-In Email e ot e . sl Edit
Video Tutorials Linkad scepunte: e
Knowledge Base
User Type Licensed @
Features Webinar100 @
Capacity Meeting 300 @

Webinar 100 ©



cheduling Meetings

Q) My Meetings - Zoom X Ban X

@) - C ® ‘@ ¥\ https://leeuniversity.zoom.us/meeting e M ﬁf‘ ‘O\ Search N @ &

REQUEST A DEMO 1.888.799.0125 RESOURCES = SUPPORT

SOLUTIONS PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~ QS SIGN OUT

b )

Profile Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates B Get Training

Schedule a New Meeting Recently Deleted

Webinars

Recordings
Start Time 32 Topic 2 Meeting ID
Settings

Account Profile

Reports

Attend Live Training

Video Tutorials Save time by scheduling your meetings directly from your calendar.

>
=

Knowledge Base

Microsoft Outlook Plugin w Firefox Add-on

Download Download




cheduling Meetings

@) Schedule a Meeting - Zoom X HEeg X

((—\} - G ® ‘@ #. https://leeuniversity.zoom.us/meeting/schedule cee J i:f‘ ‘O\ Search [\ &R ®.

REQUEST A DEMO 1.888.799.0125 RESOURCES = SUPPORT

SOLUTIONS PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING « KS SIGN OUT

b )

Reports
When | 03/16/2020 | @@ | 11:00 v | AM v
Duration 1~ hr 0 v \ min

Attend Live Training

Video Tutorials Time Zone |I' (GMT-4:00) Eastern Time (US and Canada) v \

Knowledge Base

v|] Recurring meeting Every week on Mon, Wed, Fri, until Apr 3, 2020, 9 occurrence(s)

Recurrence ' Weekly v

Repeat every i o el

Occurs on Sun [ Mon Tue [ Wed Thu M Fri Sat
End date ® By 04/03/2020 | @  OAfter, 7 ~ |occurrences
Registration | Required

Meeting Password Require meeting password




Scheduling Meetings

Q) Schedule a Meeting - Zoom X e X

Qéj - C '(g #, https:;//leeuniversity.zoom.us/meeting/schedule eee @ ﬁ ‘ Q) Seurch - mn @ &

REQUEST ADEMO 1.888.7/99.0125 RESOURCES SUPPORT

SOLUTIONS PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING « &S SIGN OUT

e

Audio O Telephone (O Computer Audio (@ Both

Dial from United States of America Edit

Meeting Options Enable join before host

= ."“.!_

Mute participants upon entry ' =

Enable waiting room

Only authenticated users can join

Record the meeting automatically on the local computer

Alternative Hosts . Example: mary@company.com, peter@school.edu

Cancel

About Download Sales Support

Zoom Blog Meetings Client 1.888.799.9666 Account
Customers Zoom Rooms Client Contact Sales Support Center
Our Team Zoom Rooms Controller Plans & Pricing Feedback

Why Zoom Browser Extension Request a Demo Contact Us



cheduling Meetings

@) Meeting Information - Zoom X Eeg X

@—/} - C ® ‘@ #\ https://leeuniversity.zoom.us/meeting/198160146 eee M ?:f‘ ‘O\ Search N @ ©

REQUEST A DEMO 1.888.799.0125 RESOURCES = SUPPORT

SOLUTIONS PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~ QS SIGN OUT

b )

Profile My Meetings - Manage "ENGL-110 MWF"

Start this Meeting
Meetings
Topic ENGL-110 MWF

Webinars
Description 11:00 Monday, Wednesday, Friday class.
Recordings
Settings Time Mar 16, 2020 11:00 AM Eastern Time (US and Canada)

Every week on Mon, Wed, Fri, until Apr 3, 2020, 2 occurrence(s)  Show all occurrences
Account Profile

v & :
Reports Add to L Google CalendarJ [ ﬂ.‘ Outlook Calendar (.ics) ] [ @ Yahoo Calendar ]
Meeting ID 198-160-146

Attend Live Training

: . Meeting Password x Require meeting password
Video Tutorials
Knowledge Base
Invite Attendees Join URL: https://leeuniversity.zoom.us/j/198160146 (2 Copy the invitation
Video Host On
Participant On

Telephone and Computer Audio @ Help



tarting a Meeting
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Chat Meetings Contacts
ZOom

Upcoming Recorded

ENGL-110 MWF

My Personal Meeting ID (PMI) Recurring

- y Meeting ID: 198-160-146
Recurring meeting

n e :
ENGL-110 MWF ® Copy Invitation Join from a Room

Meeting ID: 198-160-146

Show Meeting Invitation
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Starting a Meeting

e e e s e e —

.E-E""'"_ - f Al
i g‘; J P W Zoom Meeting ID: 198-160-146 — X

Recycle Bin 0o F 3 Enter Full Screen

I| I o Ithﬂ.:l.}..a.u..:hl ﬁuﬁl:ﬁl..n.

L S
=

$ [N - - L

Stop Video | Invite Manage Participants Polls Share Screen Record Breakout Rooms Reactions

- - 'r:.- = 'I-'-|-- -
End Meetn 1

Meeting ID: 198-160-146

When the meeting starts your camera and audio
should come on. You can mute your audio and turn
off your camera using the two buttons on the far
left.



Virtual Backgrounad

X

L 1 Enter Full Screen

W Zoom Meeting ID: 198-160-146 -

Recycle Bin | o

Select a Camera (Alt+N to switch)
Microsoft Camera Rear

¥ v Microsoft Camera Front

¥-
]
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F
) _Viden Settinas
;J i ._"'i = fr- AL ES P o

o
Lo
Lee"University QRling et

§ ~ @ A & -

Stop Video Invite Manage Participants Polls Share Screen Record Breakout Rooms Reactions

Choose Virtual Background

End Meeting

Meeting ID: 198-160-146

10 use a virtual background, click on the arrow
to the right of the video camera button then click
Choose Virtual Background.



Virtual Background
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Virtual Backgrounad

| $A JJ W Zoom Meeting ID: 198-160-146 X
- i — -
Recycle Bin t 7 Enter Full Screen
I

g
i

"

‘i\':-':j_u— -#ﬁ?".!#""'#,'*_i.;_

—— =

. - """... F
_.lf.?hd}if:.‘-_t i g h e

B L R
Ty TSR

= End Meeting

Stop Video Invite Manage Participants Polls Share Screen Record Breakout Rooms Reactions

— = = = - m = wm =

Meeting ID: 198-160-146

the package is installed, select one of the
backgrounds or upload an image, then close
the Virtual Background window. It's best to have
a blank wall behind you when using a Virtual
Background.




Viewing Participants

_-""‘r.-::"-._
0 Zoom Meeting ID: 198-160-146 = [] X
o

=

e - ra
R @ - g L2 Enter Full Screen Participants (1)

KS Lee University Online (Host, me) O ™

Lee University Online

@ Qe 1 o T
\!} /N -‘ -+ i Ill R BES

Stop Video Invite Manage Participants Polls Share Screen Record Breakout Rooms Reactions

e L ETE W F §

Unmute All

Meeting ID: 198-160-146




Share Screen

W Zoom Meeting ID: 198-160-146 - X

L 1 Enter Full Screen

......

Lee University Online

& ~ W -~

Stop Video Invite Manage Participants Share Screen Record Breakout Rooms Reactions
B —

Meeting ID: 198-160-146

10 share your screen with the meeting
participants, click on Share Screen.



Share Screen

0 Zoom

Participants (1)

&S Lee University Online (Host, me) ¢ X

e —

&) Select a window or an application that you want to share

Advanced

Whiteboard iPhone/iPad

Google - Mozilla Firefox 6

() Share computer sound [} Optimize Screen Sharing for Video Clip m

Unmute All
Lee University Online

= E W T . L ETE W VW =
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hare Screen

G Google X ‘“’E': \!} .‘ =.I : lll l I ,‘

‘ @ E ] Mute Stop Video Manage Participants Polls S Pause Share Annotate
ttps.//www. =
. P // IR x B Stop Share i | &

-—r -

I 0 ¢

L

We’re updating our Terms of Service. Get to know our new Terms before they take effect on March 31, 2020. Review S

About Store

Lee University Online
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__-1 + . L
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Google Search I'm Feeling Lucky

Advertising Business How Search works Privacy Terms Settings
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VWhiteboard

e Zoom Meeting ID: 198-160-146 — 4

o L 3 Enter Full Screen

'Lee University Online

& ~ W

Stop Video Invite Manage Participants . Share Screen Record Breakout Rooms Reactions

T PN I ———
LY

Meeting ID: 198-160-146

End Meeting

Sharing a whiteboard allows you and participants

to collaborate together by typing and drawing on

a virtual whiteboard. To share a whiteboard, click
Share Screen.



VWhiteboard

) Zoom Meeting ID: 198-160-146

RO -

i |
L 4 Enter Full Screen Participants (1)

&S Lee University Online (Host, me) & X

&) Select a window or an application that you want to share

Advanced

Whiteboard iPhone/iPad

- O Share computer sound D Optimize Screen Sharing for Video Clip m

Lee University Online

@ O 1 e Y
\J.:; A [ A -"' - ll' 4 © as e e Unmute All

Mute Stop Video Invite Manage Participants Polls Share Screen Record Breakout Rooms| Reactions More
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Meeting ID: 198-160-146

Al
e
®
]
3
£
»



VWhiteboard
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Breakout Rooms
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Breakout rooms allow participants to work and
comunicate in groups. As the host you can join
the breakout rooms to provide assistance or to
monitor progress. To start Breakout rooms, click
Breakout Rooms.
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Spotlight Speaker

Zoom will normally spotlight whoever Is currently

speaking, however sometimes you may need to

manually spotlight a speaker. In order to do this

you must have at least three participants in the
meeting.




Spotlight Speaker
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To spotlight a speaker, hover your mouse over
the speaker you want to spotlight and click the
menu button in the upper right corner. Click
Spotlight Video.



Spotlight Speaker

The speaker will then be spolighted and the other
meeting participants will see the spotlight speaker.
You will need to repeat the process to turn spotlight

off and have Zoom switch the spotlight automatically.




Remove Participant

To remove a participant from a meeting, make sure
the Participants window Is open. To open 1it, click
on the Manage Participants button.



Remove Participant

Find the participant you wish to remove from the
Participants list. Hover your mouse over their name
and click More.
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Participants (2)

KS Lee University Online (Host, me)

Chat
Ask to Start Video

Make Host
Make Co-Host

Rename

Put on hold

Remove

Lee University Online £

Mute All Unmute All

From the drop down that appears, click Remove.



Locking a meeting will prevent users from logging
Into the meeting after it has started. To lock a
meeting, open the Participants window by
clicking on Manage Participants.
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Click on the More button at the botom of the window.
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