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Zoom 3
Polling  & Reports & Recording

ALL HANDOUTS & CLASS FILES:

https://training.health.ufl.edu/zoom

EVALUATION (link is on the second page of the handout)

https://ufl.qualtrics.com/jfe/form/SV_1Ojjkl6lRsKV3XT

INSTRUCTOR:

Scott Young, scott.young@ufl.edu

TEACHING ASSISTANT:

Jason DeLeon,  jadeleon@ufl.edu

UPCOMING ZOOM SESSIONS:

Fri 6/05, 11am ‐ Excel Charts 2: Customize

Fri 6/05, 2pm ‐ PowerPoint: Org charts and Concept Maps
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Meeting will start soon
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ZOOM 3:
POLLING  & REPORTS & RECORDING

By Scott Young

POLLS

Before the Meeting Begins
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CREATE A POLL BEFORE THE MEETING

1. Open a web browser

2. Log into your Zoom portal

3. Meetings 

4. Click on Schedule a New Meeting

CREATE A MEETING BEFORE THE POLL 
BEFORE THE MEETING
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1. Open a web browser

2. Log into your Zoom portal

3. Meetings 

4. Click on Schedule a New Meeting

5. Fill in all appropriate info

6. Click Save

CREATE A MEETING BEFORE THE POLL 
BEFORE THE MEETING

1. Find your meeting

EDIT THE MEETING TO ADD THE POLL
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1. Find your meeting

2. Scroll to the bottom

3. Click Add

EDIT THE MEETING TO ADD THE POLL

CREATING A POLL

 Title

 Anonymous

 Question

 Single/Multiple Choice

 Answers

 +Add

 Repeat as needed

 Save
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POLLS DURING A MEETING

POLLS DURING A MEETING

 Polling window

 Launch Polling
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POLLS DURING A MEETING

 Polling window

 Launch Polling

 Or click the down arrow to choose

 If you do not have any Polls this is 
where you can click on Edit

 You will be brought to the Create A 
Poll Window

POLLING

 During polling you can

 See a timer

 See live results

 End Polling
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POLLING

 When Polling is closed you can

 See final results

 Share results

 Re‐launch Polling

 *Re‐launching the Polling will wipe 
the first set of Polling results!

QUESTIONS?
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REPORTS

POLLING REPORT
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POLLING REPORTS

1. Open a web browser

2. Log into your Zoom portal

3. Click Reports

4. Click Meeting

POLLING REPORTS

1. Poll Report

2. Set Dates

3. Search

4. Generate
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POLLING REPORTS

 Locate your report

 Click Downl0ad

POLLING REPORTS

 Downloads a CSV file that can be 
opened in MS Excel
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ATTENDANCE REPORT

ATTENDANCE REPORT

1. Open a web browser

2. Log into your Zoom portal

3. Click Reports

4. Usage
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ATTENDANCE REPORT

1. Set Dates

2. Search

3. Click on the number in the 
Participants column

ATTENDANCE REPORT

 Export with meeting data

 Show unique users
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QUESTIONS?

RECORDING
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IMPORTANT NOTES ABOUT RECORDING

 JAX can’t record yet

 If you log in to the PHI domain 
recording will go away

SCHEDULE A MEETING WITH RECORDING

 Click on Schedule
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SCHEDULE A MEETING WITH RECORDING

 Click Advanced Options

 Automatically Record Meeting

 Choose Local or Cloud
 Local recordings are accessible only 
from the computer and account on 
which they were recorded

RECORDING

 Recording notification

 Recording controls

 Saves as MP4
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RECORDING LOCALLY

 If you recorded locally the folder will 
open automatically after it is 
converted to a mp4

FILE TYPES

 MP4: Audio/Video 

 M4A: Audio Only

 M3U: Playlist (Windows only)

 TXT: Text file (in‐meeting chat 
messages)

 Zoom_0.mp4

 Zoom_1.mp4
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FINDING RECORDINGS LATER

1. Open a web browser

2. Log into your Zoom portal

3. Recordings

4. Choose Cloud or Local

FINDING LOCAL RECORDINGS

1. Type in the date/s

2. Click Search

 Computer name

 You will see the folder paths 
under Location
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CLOUD RECORDINGS

1. Type in the date/s or meeting ID

2. Click Search

3. Click on the title

 Play / Download / Copy link

 Rename

QUESTIONS?
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THANK YOU

 ALL HANDOUTS AND CLASS FILES:
 https://training.health.ufl.edu/workshops/zoom/

 EVALUATION:
  https://ufl.qualtrics.com/jfe/form/SV_1Ojjkl6lRsKV3XT

 INSTRUCTOR:
 Scott Young, scott.young@ufl.edu

 TEACHING ASSISTANT:
 Pandora Cowart, prcowart@ufl.edu

 TRAINING:
 http://training.health.ufl.edu

 training@health.ufl.edu
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