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'K What is Zoom?

Zoom is a platform that provides user-friendly online video conferencing services.
Allowing access via computer or mobile device, Zoom meetings enable people to
engage actively in lessons. Instructors can share their screen (including
presentations and other teaching aids) or record the lesson in advance and upload

it onto the Moodle site.
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N Activating a Zoom Account

All lecturers are invited to join the university’'s Zoom account to conduct
synchronous classes and record lessons. The invitation is sent to the current email
address in the Moodle system. If lecturers wish it to be sent to a different email,

they must update their email address in the Inbar system. The departmental IT

consultant offers help with this. Updated in Moodle during the nightly
synchronization, an invitation will then be sent to the new address.
The subject line of the email is: “Zoom account invitation” .

1. Click on the blue link in the email: "Activate Your Zoom Account".

zZo0m

.Hello

Bar E-Learn (bare-leam@biu.ac.il) has created a Zoom account for you. Please
.click the button below to activate your account

Activate Your Zoom Account

I the above button does not work for you, please copy and paste the link to your
.browser address bar and try again

hitps://biu-ac-il.zoom.us/z
This invite will expire in 30 days

Thank you for choosing Zoom
The Zoom Team-

S Jin)

A ’
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2. Fill out the personal-details form. Enter your first name, last name, and a new
password of at least eight characters that contains numbers and lowercase and

uppercase letters.

Activate Your Account

Use your email address - W @biu.ac.il to setup
your account.

‘ First Name ‘

Please enter your first name

‘ Last Name ‘
‘ Password (—)‘
‘ Confirm Password (—)‘

Continue

By proceeding, | agree 1o Zoom's Privacy Statement and
Terms of Service.

Password must include at least:
« 8 characters

* 1number

« 1uppercase letter

« 1lowercase letter

Password must not include:

- 4 or more consecutive characters (e.g.
"11111", "12345", "abede”, or "gwert”)

3. Click “Continue”.
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4. To download the Zoom software to your computer, click "Download Zoom."

Welcome To Zoom

Get started by downloading the Zoom app.

Download Zoom

Or, go to my account settings.

5. On the next screen, click on "Download (64-bit)".

Zoom Workplace for Windows

Version 6.5.12 (14128)

Unlock the full suite of collaboration with Team Chat, Whiteboard, Notes and more -
included with your Zoom Meetings account.

t Zoom will phase out the 32-bit Zoom Workplace for Windows starting December 2025. Downloading the 32- X
bit version will require you to install the 64-bit version later in order to continue using Zoom Workplace.

Download (64-bit) Download (32-bit) Download (ARM64)

System Requirements

T
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Connecting to Zoom on the computer
1. Enter the email address to which the Zoom account invitation was sent

and then click on "Next".

zoom (=} 0
Woarkplace 0] = % 8] ] = 4 - %
Home Team Chat Phaone Docs ‘Whiteboards Clips More

' & Get more done with

zoom . Al Compan
Workplace
us02web.zoom.us What is Al Companion?
< Back 4 A1 Companion

I'm Al Companion, your personal Zoom

Email or phone number assistant. | can help you with:

Searching meetings, chats, emails, or
files using keywords, attendees, or
dates

Summarizing or answering questions
or sign in with about meetings, chats, emails, or files

Preparing for upcoming meetings with
aQ ] o 0 ] relevant materials

Finding people based on relationships
S50 Google Apple Facebook  Microsoft like team members or managers

Getting someeone's profile details such

Don't have an account? Sign up as email, location, or job title

P8 Need help? Chat with us Answering questions using up-to-date

information from web searches

Let me know how | can assist you!

Terms  Privacy 7 Sign in to use Al Companion

2. Enter the password for the Zoom account you set earlier. Click on "Sign

in".

Fo o
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ﬁg:kplace HEEE Taamc‘ihat Pr%ne D%’:s
Zoom
Workplace

Welcome, SR Diu.acil Change

Password @

Stay signed in Forgot password

@ Need help? Chat with us

< Back

0

Whiteboards

=

Clips More

Sign up

3. Toreset your password, click on Forgot password.

NB
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‘ ¢ Get more done with
Al Compan
What is Al Companion?

4 Al Companion
I'm Al Companion, your personal Zoom
assistant. | can help you with:

* Searching meetings, chats, emails, or
files using keywords, attendees, or
dates

* Summarizing or answering questions
about meetings, chats, emails, or files

* Preparing for upcoming meetings with
relevant materials

* Finding people based on relationships
like team members or managers

* Getting someone's profile details such
as email, location, or job title

* Answering questions using up-to-date
information from web searches

Let me know how | can assist you!

¥ Sign in to use Al Companion!

Do not log in through Google if the updated email in the system is the

university email

Only log in through Google if the updated email is gmail and matches the email

you are logging in with

Only set up the account with a username and password if the email does not

match the Google email

The link in the email expires after the account has been set up

Do not use the same email address for different institutions

T
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On occasion, you may receive a message to transfer your account affiliation to

the university. You should do so.

By accepting this invitation, you are switching to a new Zoom account

Before you switch, be aware of the following:

= After you switch, you can still access your own data, such as your meetings and
recordings.

= Your role in the new account will be "member”, This role might have fewer privileges than
your role in your current account

= Your new account might not provide access to all of the features you have in your current
account

| | Acknowledge and Switch Sign into Your Current Account

In this case, the password for the Zoom account will be that of the university

account.

s
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N Setting up a Zoom meeting

~ Edit mode (I
1. Click the button at the top left of the screen.

NTn?  Dashboard My courses Learning and Teaching Division Training ~ ||L||. Contact Us Q A'W # WM Youareloggedinasymymn it ev Edit mode (@)

N
D¥INY NN

<< juajuod aloy

Course Settings Participants Grades Reports More ~

uonebinen asinod

2. Click the “Add content” button at the bottom of the Topic unit. And click on

"Activity or resource".

v G 'Iﬁl?N"llu'\ nmm g

B Activity or resource

B Subsection
+ A

N .
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3. Select "Activities” tab in the window that opens and choose “Zoom Meeting".

u

Add an activity or resource
Al Activities Resources Recommended
0
a i 2]
An
dashboard Assignment Attendance B Chat
L] Li] i) L) Li] Li]
S] - B8
ice Datab BSCC Feedback Forum s
i ] i ] [i] i} i ] Li]
G nt Media
C nt earning map Lesson ectio e ur
i ] i ] [i] i} i ] [i]
RM
Perusal Questionnaire Quiz Reservauon Scheduler package
Li ] i ] [i] i} Li] Li]
O]
survey Wik WordCloud Waorkshop Zoom meeting
i ] v 0 v 0 r @ i

4. On the meeting setup page, enter a title for the meeting and optionally add a

description with any additional information you'd like students to see.

O™NIN7 NMTN

Course Settings Participants Grades Reports More ~

New Zoom meeting

Expand all

v General
Title o |

Description Edit View Insert Format Tools Table Help

9 ¢ BI Ave2 Tiv EEHHNY B P R I =

- owords  Build with @ tinyMCE

() Display description on course page @

T
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4. The system allows you to set a date and duration for the meeting.

v Schedule

When s s ¢ & s M

Duration 1 2

Recurring meeting This is a recurring meeting @

Recurrence No Fixed Time #

Webl Daily

ebinar

Weekly 4

Show Schedule section Monthly ction on meeting page @
No Fixed Time

a) When

b) Duration (minutes)
C) Recurring meetings: Select this so that the link remains available whenever the

instructor chooses to activate it. Enter “No Fixed Time” in the "Recurrence” field.

0 Please Note:
If you assign an alternative host for a meeting with no fixed
time, the alternative host will have access to your personal

meeting room at any time.

5. Media settings: The system allows automatic cloud recordings to be configured

s ’
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The other settings can (and should) be left on the default option

v Media
Host video @ ©onooff

Participants video ® On O Off

Audio options e O Telephone only O Computer audio only ® Computer audio and Telephone
Audio default Mute participants upon entry @

Automatic recording (2] None 2

Show Media section :JODCZT sdia section on meeting page @

Save and return to course

6. Click “Save and Return to Course” button.

N .
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r
M

N Starting a Zoom meeting

1. Enter the meeting on the course homepage by clicking its name.

NI2n

DWIN7 NNATN
o2 Nan A

Eovnmon mwe

@ omommn (o
) mow e

(5) oamem T noin - e
(E) aowamnion  meven
(£) oomoonn anens b

O mnaron wom

Announcements

E.] Jink to 2oom meeting Completion ~

2. A screen will open displaying a table with the meeting details. To start the
meeting, click “Start Meeting".

Home / owan? nmtn / Nan / link to zoom meeting

[=] link to zoom meeting

Zoom meeting Settings More

View

+ Summarise

Start Meeting

N .
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3. Confirm activation of the Zoom software in the window that opens. If the
software is not already on your computer, it will be installed at this point.

Meetings?

Zoom

Click Open Zoom Meetings on the dialog shown by your browser

If you don't see a dialog, click Launch Meeting below

By Joining a meeting, you agree to our Terms of Service and F

Launch Meeting

4. In this screen, click on "Start" button.

@ on X

[&] Backgrounds

0 custom combination v | | O Logi C270 HD WebCam v

Always show this preview when joining (1) m

5. Click “Join with Computer Audio”. If you have a camera, confirm its use as well.

6. You are now connected to the Zoom meeting.

0 ’
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N Getting to know the Zoom interface

zoom
Workplace

Balj-llan NP'OI2IIN
University 12'NM2

cm Host tools Mlgf Ap,

g

Audio

- The "Mute /Unmute” button allows you to mute or

unmute your microphone.

B) -The “Start video/Stop video” button allows you to

start and stop broadcasting from your camera.
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-The “Participants” button opens a window listing the students

participating in the meeting.

-The “Chat” button opens a window for sending text messages to all

or specific students.

- The "React" button allows participants to use icons to

communicate non-verbally without interrupting the meeting.

F) -The “Share Screen” button enab les screen sharing and

presentation of slideshows and videos to students.

-The "Host Tools" button displays various options for securing our

meeting from external parties.

H) -The "Meeting info" button will open a window that displays

important information about the current meeting.
» Meeting ID: The unique number of the meeting.

» Passcode: The password required to join the meeting, if one has been set.

AN ATIAY 0IN
1778712 NP*0NIN
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e Invite link: A direct link that you can copy and send to other participants so they

can easily join.

-The "Apps" button allows you to open and use external apps

directly within the meeting.

-The “Record” button allows you to record the meeting to your

computer or the Zoom cloud.

K) -The "More" button displays additional options such as surveys,
Breakout rooms. If one of the above buttons does not appear in the bar, it will
appear in the menu after clicking this button. You can change the order of the

menu by dragging the desired option to the desired position in the bar.

L) -The “End” button ends the meeting.

Clicking this button will open two options:

End meeting for all

Leave meeting

End meeting for all — ends the meeting for all participants (recommended).

Leave meeting - leaves the meeting while the other participants remain in it.
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Participants list

ﬂ‘} 1
Co

1. To view the participants list, click the ISEEEEES button.

2. A window will open on the right-hand side with a list of the participants.

© Zoom Meeting

np Du 11N AA

‘\N‘|:|

Mute Al

3. The icons next to each participant indicate whether their microphone and

camera are active or inactive.

o DITIVD % A
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4. Hovering over a student’s name with the mouse displays additional options.
Lecturers can asks students to open their microphone/camera, grant them host
permissions in the meeting, or remove them.

@ Participants (2)

N¥70 (Host, me)
a Too

Ask to start video

Pin

Make host
Make co-host

Rename
Stop participant's sharing

Ea—— IR—— m Put in waiting room
| Invite | | Mute all | | =] g

Remove

5. All the participants can be muted together by clicking on “Mute All" at the end of

the participants list. This is useful when a student’s microphone is noisy.

@ Participants (2) = [m] X
N3N (Host, me) A
0 o o womus 103

| Invite | | Mute all | I:I

We also recommend you mute all participants during the meeting, designating a

specific times for questions to prevent disruptions during the lesson.

Ao
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Chat

.
1. To view the chat, click the button.

2. This opens the chat window, which displays student messages.

@ Meeting chat - a *

MNew messages

JITIOO to Everyone 15:23
a IR '3 v Diow

Y

S Who can see your messages?

- I

_f-f"ije message nere...

T @ O 0 -« b 4

3.Type a message into the box and send by pressing Enter. You can choose
whether to send a message to everyone or a private message to a particular

participant.

N .
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Screen sharing

“Share” allows you to present a slideshow, video, or any other material you like

during the lesson.

1. To share your screen, click the green button.

2. Choose whether to share the whole screen or a particular window.

3. We recommend you share the whole screen if you wish to switch between
presentations or use additional windows.

4. If you want to show a video, select the “Share Computer Sound” and “Optimize

Screen Sharing for Video Clip" options.

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

Screens Documents Advanced Layouts 2

Entire screen

+— -
—
_
Options
= () share sound ~
- m mmee- = L -
G e e EE Optimize for video sharing (@
‘Word - 4.1 ot waon.docx win.docx Snagit Editor - [Nov 21, 2024 16:28:47] DIt 0'WP7 - File Explerer T
e ]
e = ol I | .
Course Team Settings | 0"21w'n 0970 .. Inbox - meria.muharer@biu.ac.il - Outl... YN 0 NOIPN PINRY NYI0 KD N .
m Layouts and options &

N .
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5. To start sharing, click the I button.
6. When you share your screen, a green notification indicates that “the screen is

being shared and students can see it.

7. To stop sharing your screen, click “Stop Share”.
[ W Stop Share |
8. To allow students to share their screens, select the small arrow next to the

“Share” option.

9. Choose "Advanced Sharing Options”.

ta time

share simultane
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10. Select “All Participants” under “Who Can Share” in the window that opens:

a Advanced Sharing Options... »

Hew many participants can share at the same time?
o One participant can share at a time

Multiple participants can share simultanecusly (dual monitors recommended)

Who can share?

Host only ) All Participants

Wheo can start sharing when someone else is sharing?

o Host only All Participants

N .
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Security settings

The default security settings are as follows:

e Participants can only join after the instructor (host) has joined

e Waiting room is enabled. The instructor must approve each participant’s entry
and verify their identity

e Participants cannot share or write on the screen

e Participants cannot chat privately in order to maintain the integrity of remote
exams

Security settings can be changed manually during the meeting:

1. Click the “Host Tools” button
2. Click on the setting you wish to enable/disable in the menu that opens. Active

options are marked with a tick (v).
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Enable waiting room

Hide profile pictures

Allow all participants to:
Share screen
Chat

+ Rename themselves

mute ther

iteboards
re notes

laborate with Zoom Apps

meeting timers

cord to computer

o record to computer

st host to start cloud recording

Additional security tips
Ensure that the latest Zoom version is installed on your computer

Do not share the meeting link on the web (except for the course website)

7 .
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Recording a Zoom meeting

You can record a Zoom meeting and save it on your computer or Zoom cloud

Record

1. To record the meeting, click the “Record” button.
2. Choose whether to save the recording on your computer or Zoom cloud

(recommended).

Record on this Computer Al+R

Record to the Cloud Alt+C

3. You can pause or stop the recording.

4. The recording will be saved automatically at the end of the meeting.
Recording to your computer

1. If you recorded the meeting to your computer, a window for converting the
recording opens at the end of the meeting. Depending on the length of the

meeting, the conversion may take some time. Do not stop it in the middle.

NTMYY 01T NN | R’Tmb AJ




04 | Getting to know the Zoom interface DITA NN PN 1T - NTRY

0 Convert Meeting Recording

You have a recording that needs to be converted befare viewing.

40%

Stop Converting

2. A window opens to choose the folder in which you wish to save the video.

© Browse For Folder x

Please select the folder where you would like the recorded files to
be saved.

- Desktop ~
£# Dropbox
@ OneDrive - Bar llan University

2

~ [ This PC
J 3D Objects
[ Desktop

v = Documents

£ >

Make New Folder Cancel

Recording to the cloud

If you record to the cloud, the recording will be synchronized with the model’s

video server. For the server, see “"VIDEO SERVER USER GUIDE".

N .
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Adding a Co-host

Start the meeting as the host.

1. In the meeting controls toolbar, click the Participants icon.

~

Participants

2. The Participants panel will open on the right side of the meeting

window.

3. Hover over participant's name who will be a co-host, then click

More.

4. Click Make co-host.

Participants (2) @B X

m Moria Muharer (Host, me) y

m Bar E-Lea Chat

Ask to Start Video
Pin

Make Host

Make Co-host

Rename

Allow to Record Local Files

Allow to Multi-pin

Put in Waiting Room
Remove

Report..
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Attendance report generation

1. Log in to the system at https://zoom.us/

2. Select "Reports” from the menu on the left:

PERSONAL

Profile

Meetings

Events

Personal Contacts
Personal Devices
Whiteboards
Notes

Docs

Surveys
Recordings & Transcripts
Clips

Scheduler

Settings

3. Inthe “Usage Reports” tab, select "Meeting and webinar history":

Usage reports  User activity reports
Meeting and webinar history View all meeting and webinar history during a period.

Meeting and webinar registrations Show the registrations for meetings and webinars during a period.

4. The number of participants will appear in the “Participants” column in the list of

meetings. Clicking on it opens a window with their names:

T
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Reports Usage Reports Usage Document

From: | 10/21/2023 E70:| 10222023 | Q Search by mesting ID '|

Maximum report duration: 1 Month

Export as CSV File Toggle columns~

Meeting User . Has Creation Start End Duration Participants
c User Email Department Group Zoom N N N ) Source
ID Name Time Time Time (Minutes) @
Rooms?
936 04/19/202310/22/202310/22/2023
er's Personal .. @amail.com ADMIN ADMIN No 04:05:52 09:16:36 09:19:16 3 3 Zoom
gmai. PM AM AM

5. In the window that opens, mark “Show Unique Users”.

Meeting Participants

[ Export with meeting data

Show unique users

Name (Original Name) User Email @ Total Duration (Minutes) Guest
@gmail.c... 3 No

Bar E-Learn bar.e-learn@biu.ac.il 2 No
@gmail.co... 1 No

6. Click “Export” to export the list of participants to an Excel file.

4 y;
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