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1. Login with Passport York Account
a. LaunchZoom
b. Click SignIn

© Zoom Cloud Meetings = X

Z200Mm

Join a Meeting

Version: 5.2.0 (42619.0804)

¢. Chooseto Sign Inwith SSO

Sign In

(Fv\tor your email j Q Sign In with SSO w
) o (o i ; ]

Enter your password fo/qul'j o Sign In with Google

(O Keep me signed in Sign In  ; Sign In with Facebook
< Back Sign Up Free

d. For Company Domain type in “yorku” then click Continue

Sign In with SSO

Company Domain
[ yorku .Zoom.us ]

I do not know the company domain

< Back
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e. Login with your Passport York Credentials
YOR Ku

Passport York Login

Passﬁort Passport York authenticates you as a member of New to Passport York?

K the York community and gives you access to a wide

range of computing resources and services. * New Student Sign Up
* Employee Sign Up
¢ Faculty and Staff

e Alumni

Username:

Password: Forgot your Password or Username?

e Students

¢ Faculty and Staff

e Alumni
Click this box before logging in to change your Passport York password

TROUBLESHOOTING: Loginissues
1. Loggedin with a non-York account
a. Click on Account. Checkthat your logged in with a non-York account

September 10, 2

b. Click Sign Out

.
September 10, 2 SEEERVEIRIE
© Away
; ® Dor it
My Profile
[ Features

No upcoming meetin

c. Signin with Passport York credentials (refer to Page 2)
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2. Join a Meeting
a. Gotothe Home tab

b. ClickJoin
c. Putin the Meeting ID for the class

04:25 AM

ptember 10, 2020

Type in your full name (First and Last Name)
d. ClickJoin

Join Meeting

981 7496 1817

Your Name
[Sara Elsheikh

() Do not connect to audio

() Turn off my video
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TROUBLESHOOTING: Change your name during a meeting

a. GotoZoom’s home page

«

Return to Meeting

Schedule v

) S @«
N = Q Search @

Chat Meetings Contacts

04:39 PM

September 11, 2020

No upcoming meetings today

b. Click on Account

A © @
255 N~ = Q. Search
Home Chat Meetings Contacts
c. Click Settings
0 o
e / Q Search @
Meetings Contacts
SE LICENSED
sar***@yorku.ca »«

o

® Available

O Away

o
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d.
e.

Click Profile
Click Edit Profile

© Settings
General
Video
} Audio
D Share Screen
O Chat
= ] Background & Filters

Recording

Statistics

O Keyboard Shortcuts
0 Accessibility

If Signing is required:
i Click Sign in with SSO
ii. Type in yorku

SE

SE »

Single Sign On

Edit My Profile

Change My Subscription

View Advanced Features

iii. Login with your Passport Yorkaccount

Once you have your profile open, Click Edit in the personal information section

Zoom

SE
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g. Changeyour First and Last name, then click Save Changes

h. GobacktoZoom, and leave the meeting by Clicking End then

i. Then rejoin the meeting (refer to page 4)
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3. Audio
a. Click on the Microphone icon to mute and unmute yourself

TROUBLESHOOTING: Audiois not working
1. Join Audio
a. ClickonJoin Audio

Join Rudio

b. Choose Join with Computer Audio

c) Choose ONE of the audio conference options X

Phone Call Computer Audio

Join with Computer Audio

Automatically join audio by computer when joining a meeting

c. Unmute yourself (if necessary)

2. Checkyour computer audio
a. Computeraudio is not on mute
b. Computeris high enough

Speakers / Headphones (Realtek Audio)

Toggle mute

x

>

c. (if you are wearing a headset) Ensure that the cables are properly set up or the Bluetooth
connection
d. Doanaudio test
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TROUBLESHOOTING: Microphone is not working (refer to page5)
1. Join Audio

a. Click on Join Audio

b. Choose Join with Computer Audio

2. Unmute yourself (referto page5)
3. Checkyour Microphone
a. (if you are wearing a headset) Ensure that the cables are properly set up or the Bluetooth

connection
b. Do a microphone test

TROUBLESHOOTING: Camerais off
1. Click Start Video

@ -

Qop Video

2. Ensure that the camerais on
3. Ensure that the camera is working and/or the cables are properly setup
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4, Share Screen
a. Click Share Screen

b. Choosethe access level

I.  Screen: Everyone will be able to see as you navigate through the different windows

Sara Elsheikh

C

Il Choose a specific window that will be viewed by everyone.

NOTE: If you navigate to another window, no one will be able to view your
new current screen.

Sara Elsheikh
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TROUBLESHOOTING: Change shared screen
1. While you are sharing your screen, click on New Screen at the top, and choose the new screen

TROUBLESHOOTING: End Screen Sharing
1. Navigate tothe top of the screen, and click Stop Sharing
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5. Nonverbal Feedback
a. Click on Participants

..]

Unmute Start Video Security Participants

b. On the right side, choose a nonverbal option
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6. Chat
1. Chat with Everyone
c. Clickon Chat

Chat *

d. Make sure Everyone is selected

_

2. Chat withthe instructor only
a. Click on Chat

b. Make surethe instructor’s nameis selected
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7. Breakout Rooms

1. Entering Breakout Rooms
a. The teacher will assignyou to a breakout room
b. Once you receive the request click Join

) Breakout Rooms X

w The host is inviting you to join Breakout Room:
Breakout Room 1
[azm] -

2. Exiting Breakout Rooms

i. The instructor will close the breakout room, and you will be navigated back to the main room

ii. Click on Leave Room to go to the main room

TROUBLESHOOTING: Require instructor’sassistancein the breakout room
a. Click Ask for Help

b. Click Invite, and the instructor will receive a notification with your request
NOTE: You do not need to leave the breakout roo

Q) Ask for Help X

You can invite the host to this Breakout Room for assistance.
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