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To Get Started

You and Other Parties Involved Will Need...

I. A computer with a video camera and 5GB+ of
hard drive space

IT. A stable internet connection (at least 3Mbps
download and 3Mbps upload speeds; +1Mbps for
each additional participant beyond two)

To test internet speed, use this link:

2cli — 1 —

=test+i +

or Google “internet speed test”

Internet speed test “+

Check your internet speed in under 30 seconds. The speed test usually transfers less than 40 MB of
data, but may transfer more data on fast connections.

To run the test, you'll be connected to Measurement Lab (M-Lab) and your IP address will be shared
with them and processed by them in accordance with their privacy policy. M-Lab conducts the test
and publicly publishes all test results to promote internet research. Published information includes
your |IP address and test results, but doesn’t include any other information about you as an internet
user.



https://www.google.com/search?client=safari&rls=en&q=test+internet+speed&ie=UTF-8&oe=UTF-8
https://www.google.com/search?client=safari&rls=en&q=test+internet+speed&ie=UTF-8&oe=UTF-8
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Creating Meetings

Step 1: Sign into Zoom at
httos: / / ioni

Sign In

Email Address

Email Address

Password

Password

e Privacy Policy and Terms of Service

# Stay signed in New to Zoom? Sign Up Free

Step 2: Go to “Meetings”

Step 4: Fill in meeting information

ZOOTT)  sownons - maisarwans conmcrsus SCHEDULEAMEETING  JomAMEETING  HosTAMEETNG - ([B))

Profile

Wabinars

Tapie | Tomc

Recordings
Description [Optiona DESCRIFTION

Settings

Accaunt Profile

Reports
05/15/2020

Attend Live Training
[GMT-4:00) Eastern Tiae (US and Canada)

ZOOIT  soWTONs +  PLANS&PRICING  CONTACT SALES

Upcoming Meetings Previous Mee

Meeting Temp
Schedule a New Meeting
Recordings
Settings
Start Time = Topic =
Account Profile
Reports The user do

To schedule a 1)

Step 5: Turn video & audio on
Video “on” for host & participant
and select “Telephone and Computer Audio”

Video Host ® on off
Participant ® on off
Audio Telephone Computer Audio ¢ Telephone and Computer Audio

3rd Party Audio

Dial from United States of America Edit

Step 3:
Click “Schedule a New Meeting”

Step 6:
Click “Save”

ZOOI I l SOLUTIONS =  PLANS & PRICING ~ CONTACT SALES SCHEDULE A

Profile Upcoming Meetings Previous Meetings Pq
Webinars

Schedule a New Meeting
Recordings
Settings

Start Time + Topic =

Account Profile
Reports The user does not have any

To schedule a new meeting cli

Audio Telephone Computer Audio  ® Telephone and Computer 4

Dial from United States of America  Edit

Meeting Options Enable joln before host
Mute participants upon entry
Enable waiting room

Only authenticated users can join

Breakout Room pre-assign

Record the meeting automatically

Alternative Hosts Example: maryt@company.com, peter@school.ed:

Cancel



https://zoom.us/signin

Inviting Participants

Step 1: Sign into Zoom at

.
Sign In

Email Address

Em: ess
Password

Password Forgot password?
Zoom is protected by reCAPTCHA and the Privacy Policy and Terms of Service
pply

Sign In

# Stay signed in New to Zoom? Sign Up Free

Step 2: Go to “Meetings”

z OOI l I SOLUTIONS ~ PLANS & PRICING CONTACT SALES

Upcoming Meetings Previous Meg

Schedule a New Meeting
Recordings
Settings
Start Time = Topic =
Account Profile
Reports The user dq

To schedule a

Step 3:

Click on meeting link under “Topic”

Step 4: Click “Copy Invitation”

fy Meetings - Manage "TOPIC"

CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING  HOSTAMEETING ~ ‘

TOPIC

DESCRIPTION

May 16, 2020 12:00 PM Eastem Time (US and Canada)

Addto | BJJ Google Calendar u: Outlook Calendar .ics) °'(.|}'I)UL1?-«"L£‘\'

9950662 5806

hitps:ffudel.zoom.us(/99506625806 €2 Copy Invitatio

Schedule a New Meeting

Start Time Topic Meeting ID

Tomorrow TOPIC 995 0662 5806 Start  Delese

Step 5: Copy meeting invitation
(Click “Copy Meeting Invitation” to copy”

Copy Meeting Invitation

Meeting In

Jack Quarry is inviting you to a scheduled Zoom meeting.

Tople: TOPIC
Time: May 16, 2020 12:00 PM Eastern Time (US and Canadal

Join Zoom Meeting
https:fudelzoom.us/j/99506625806

One tap mabile
+13126266799.99506625806# US (Chicago)
+16468769923_ 995066258068 US (New York)

Dial by your lacation
+1312 626 6799 US [Chicaga)
+1 646 876 923 US [New York)
+1 301 715 8592 US [Germantawn)
+1 346 248 7799 US (Houston)
+1 669 900 6833 US (San Jose)
+1253 215 8782 S Tacoma)

Copy Meeting Invitation cel

Step 6:

Paste into email and send


https://zoom.us/signin

Starting

Step 1: Sign into Zoom at

https://zoom.us/signin

Meetings

Step 3:

Click on meeting link under “Topic”

Sign In

Email Address

Email Address

Forgot password?

the Privacy Policy and Terms of Service

# Staysignedin New to Zoom? Sign Up Free

Step 2: Go to “Meetings”

PLANS & PRICING  CONTACT SALES

200m

SOLUTIONS ~

Upcoming Meetings

Schedule a New Meeting

Recordings

Settings
Start Time *

Account Profile

Reports

Previous Me¢

Meeting Tem

Topic =

The user dd

Start Time Topic Meating ID

Tomarrow TOPIC 995 0662 5806 Start  Delete

Step 4: Click “Start This Meeting”

To schedule a

My Meetings - Manage "TOPIC®

‘ Start this Meeting

Bl ToRPC

scription DESCRIPTION

May 16, 2020 12:00 PM Eastern Time (US and Canads)

lendar [ics)

Add to Google Calendar @& outiock 0 ¥ahoo Calendar
7950662 5606
eeting Password Require meeting password

ite Link ttps: fudel zoom.us/|/99506625806 @ Cony Invitatio

Host on
Participant on

Telephane and Computer Audia



https://zoom.us/signin

Recording Meetings

Step 1: Click “Record” at the bottom of the screen
and select “Record on this Computer”

Record on this Computer

Record to the Cloud

P L4 o

Manage Participants Share Screen

Step 2: Pause or stop the recording by clicking
the “Pause/Stop Recording” button

& b & i o oo

Invite Manage Participants Share Pause/Stop Recording



Spotlight Deponents

Step 1: Click “Manage Participants”

p ! |

Invite Manage Participants Share Chat Pause/Stop Recording

Step 2: Click “...” on participant, then click “Spotlight Video”

r

Stop Video
Chat

Pin Video

Spotlight Video

Make Host

Make Co-Host

Remove

Rename

Put on hold

Assign to type Closed Caption

Step 3: Click “Cancel the Spotlight Video” to end spotlight

() @@ Cancelthe Spotlight Video




Using Exhibits

Step 1: Organize exhibits into a folder on your desktop before a
Zoom deposition

Step 2: Locate the file you want to share
Step 3: Open the file

Step 4: In Zoom, click the gregn “Share Screen” button

at a’ ~ @ O cc) ao ®

Invite Manage Participants Share Screen Chat Record Closed Caption Breakout Rooms Reactions

(steps 5 & 6 on the next page)

TIP: Sharing your screen on Zoom will mirror your
computer screen exactly as you are seeing it.



Using Exhibits (cont.)

Step 5: Select the file you want to share, and click “Share”

Advanced

Whiteboard iPhone/iPad via AirPlay iPhone/iPad via Cable

Safari - Interview for E110 Final Ess... Microsoft Word - Ace Reporters Z...

Share computer sound Optimize Screen Share for Video Clip

Step 6: At the top of the screen, click “New Share” or “Stop Share” to either
share a new file or end your sharing session

Join Audio Start Video Manage Participants New Share  Pause Share More

VICwY
£ ID: 949-9090-1924 2} B Stop Share




Retrieving Recordings

When the meeting is ended, the video conversion will begin.

Once the conversion is complete, transfer the files to the proper
case folder.

You need roughly 750MB of storage on your device for each hour
of recorded video.

It is recommended that you have 5-10GB of free storage before a
new Zoom deposition.
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