BOSTON *+ NETWORK

Z The Global Knowledge Network

Course:
Zoom for Effective Meeting and Presentation

Duration: 2 Day Training, 3 Hours/Day
Time: 09:00 — 12:00

Table of Contents:

Day 1: 09:00-12:00

Getting Started on Zoom

e How to Sign Up

How to Download the Zoom client
Schedule a Class/Meeting

Join a Class/Meeting

Best Practices while in a Class/Meeting

Day 2: 09:00-12:00

Using Zoom Functions

e How to Host an Ad-hoc meeting

Recording a Zoom Class/Meeting

Teaching over Video

Configure Device: Microphone and Speaker
Share Screen

Chat

Managing Contacts
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