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Information Technology Training

University of Florida Health Educational Technologies

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_10jjkl6IRsKV3XT

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

TEACHING ASSISTANT:
Jason Deleon, jadeleon@ufl.edu

Information Technology Training

University of Florida Health Educational Technologies

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_10jjkl6IRsKV3XT

INSTRUCTOR: Meeting will start soon
Scott Young, scott.young@ufl.edu g

TEACHING ASSISTANT:
Jason Deleon, jadeleon@ufl.edu
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ZOOM 3:
POLLING & REPORTS & RECORDING

POLLS

Before the Meeting Begins
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CREATEA POLL BEFORETHE MEETING

CREATE A MEETING BEFORE THE POLL
BEFORE THE MEETING

Open a web browser
Log into your Zoom portal
Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates

Meetings
Click on Schedule a New Meeting
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CREATE A MEETING BEFORE THE POLL
BEFORE THE MEETING

Open a web browser

Log into your Zoom portal
Meetings

Click on Schedule a New Meeting
Fill in all appropriate info

Click Save

EDITTHE MEETING TO ADD THE POLL

1. Find your meeting
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EDITTHE MEETING TO ADD THE POLL

Find your meeting
Scroll to the bottom
Click Add

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

= Polls
: POlIIng WlndOW Polling 1: Wall Colours
: LaUnCh P0||Ing 1. What is the colour of the walls in my kitchen?

() black

() white

2. What is the wall colour in the training room?

() white
O NA
3. What colour are the walls in my basement?

() black

Launch Polling
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POLLS DURING A MEETING

Polling window

Launch Polling © Poling 1: Wl Colours

Polling 2: Air

Or click the down arrow to choose O o

() white

O wa

|fy0U dO not have any PO”S thIS is 2. What is the wall colour in the training room?
where you can click on Edit Q=

* You will be brought to the Create A o
Poll Window

O wa

3. What colour are the walls in my basement?
O wa

() blsck

Launch Polling

POLLING

During polling you can

- See a timer

1. What is the colour of the walls in my kitchen?

- See live results

black

s * End Polling

N/A

2. What is the wall colour in the training room?

white ©0%

black (© 0%

N/A (1) 100%

3. What colour are the walls in my basement?

NrA

End Polling




POLLING

Polling is closed 1 voted

1. What is the colour of the walls in my kitchen?

black

white

N/A

2. What is the wall colour in the training room?
white

black

H/A

3. What colour are the walls in my basement?

N/A

Share Results Re-launch 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

17
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POLLING REPORTS

Open a web browser
Log into your Zoom portal
Click Reports

. Click Meeting

POLLING REPORTS

Poll Report
Set Dates
Search

. Generate

10
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POLLING REPORTS

* Locate your report

- Click Download

POLLING REPORTS

- Downloads a CSV file that can be
opened in MS Excel

11
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ATTENDANCE REPORT

ATTENDANCE REPORT

. Open a web browser

. Loginto your Zoom portal

. Click Reports

. Usage

12



ATTENDANCE REPORT

Set Dates

Reports > Usage Reports > Usage

Search

From: | 06/07/2020 | {8 To:| 06/08/2020

‘Maximum report duration: 1 Month

@
Click on the number in the
Participants column

The report displays information for meetings that ended at least 30 minutes ago.
Export as CSV File

Topic User Name

Meeting i
o User Email

N 352273
Scoft Youngs Personal Meei... 0

oy <

. 352273
Scott Young's Personal Meeti... o

scottyoung@uf
Scott Young Ym“gL

. 352273
Scott Young's Personal Meti... ;.

-

352273

. scottyoung@ufl
Scot Young's Personal Meeti... ;. o

Scott Young

Scott Voung's Personal Meeti.. 2 © ScottYoung >V "EC !

ATTENDANCE REPORT

* Export with meeting data

- Show unique users

Meeting Participants

[ Export with meeting data

[ Show unique users

Name (Original Name) User Email

Scott Young scottyoung@ufl.edu
Adwyn Young
Bob Roberts

Bob Roberts

Has
Zoom
Rooms?

Department

JoinTime

06/07/2020 08:38:21 PM

06/07/2020 08:38:44 PM

06/07/2020 08:42:36 PM

06/07/2020 08:45:11 PM

Toggle columnse

Creation

Y StartTime ~ End Time
Time.

07/20/201806/07/202006/07/2020
1039:32  08:3821 084517
AM oM Y
07/20/201806/07/202006/07/2020
10:39:32  10:38:36  10:44:03
AM Y Y
07/20/201806/07/202006/07/2020
1039:32  10:4409 104557
AM oM M
07/20/2018 06/08/202006/08/2020
1039:32  02:3253  02:37:27
AM M oM

07/20/2018 06/08/202006/08/2020
10:39:32  02:37:37  03:40:24

Leave Time

06/07/2020 08:45:17 PM

06/07/2020 08:41:57 PM

06/07/2020 08:45:11 PM

06/07/2020 08:45:17 PM

6/10/2020

Document

Add tracking field to columns~.

Duration -
(Mintegy  Participants Source

Duration
(Minutes)

74

4

13
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QUESTIONS?

RECORDING

27

14
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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

09:00 PM

15



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 MPy

© scheduie meeting

Schedule Meeting

Topic
My Zaom Meeting

Wed Mav 13, 2020

Advanced Options ~
(") Enable Waiting Room

Enable join before host
() Mute participants upon entry

(7) Only authenticated users can join

[ [__) Automatically record meeting ]

Alternative hosts:

Example;john@company.com;peter@school.edu

The recorded file will be conv:
when the meeting ends

6/10/2020
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RECORDING LOCALLY

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

FILETYPES

* MP4: Audio/Video
* M4A: Audio Only
* M3U: Playlist (Windows only)

* TXT: Text file (in-meeting chat
messages)

* Zoom_0.mp4

* Zoom_1.mp4

ry
Mame

d audio_only.m4a

| £ playback.m3u

i zoom_0.mpd

r
MName

i audio_only.m4a

| i playback.m3u

d zaom_0.mpd

6/10/2020
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FINDING RECORDINGS LATER

Open a web browser

ZOOM  sownows-  masemons  conmacrsass SCHDULEAMEETIG  JONAMEETIG

Log into your Zoom portal

Recordings

‘Webinars

Choose Cloud or Local s o e

Settings Topc i SaaTine Computerame  Locaton

Account Profle Scott Young's Personsi Mecting Room 3522735201 Jun8.202007:10PM  FCOM-C3012-  CAUsersiscottyoung\Documents\Zeom\202

i 0:06-08 19.1002 Scott Youns Personl
Meeting Room 3522735201
Scott Young's Personsi Mesting Room 3522735201 Jn3,20201005PM  FCOM-C3012  CAUsersiscottyoung\Dacuments\Zaom\202
wor 0:06:0322.05.36 Scoft Young's Personal
Attend Live Taiing, Meeting Room 3522735201
Scott Young's Personal Meeding Room 3522735201 Jun3,20201001PM  FCOM-C3012-  CAUsersiscottyoung\Documents\Zoom\202
0.06-03 22.01.06 Scoft Young's Personal
Knowledge Base Mesting Room 3522735201

Video Tutorils

Scott Young's Personal Meeding Room 3522735201 Jun3.202009:58PM  FCOM-C3012-  CAUsers\scottyoung\Documents\Zoom\202
wat 0:06-0321,58.18 Scott Young's Personal
Meeting Room 3522735201

Scott Young's Personsi Meeting Room 3522735201 Jun3.202009:57PM  FCOM-C3012-  CAUsersiscottyoung\Documents\Zeom\202
0:06:0321,57.35 Scott Young’s Personsl

FINDING LOCAL RECORDINGS

Type in the date/s

Click Search b lo o I T —— SHEDULEAMEETIG  JomAMEETNG

Profie Cloud Recordings  Local Recordings

Mectings

Webinars

- Computer name I =

Settings

Topic 3 SonTine Locston

Account Profle
Scott Young's Personal Meeding Room 3522735201 Jun’8, 2020 07:10 PM (CaUsersiscoft young\Documents\Zoom\202

* You will see the folder paths - A P

Mesting Room 3522735201

under Location e Yongs P Mo Foom 3522735201, 20201005 T ———
s

0:06-03 22,05.36 Scott Youngs Personal
Mecting Room 3522735201

Attend Live Training,
Video Tutorisls: Scott Young's Personal Mecting Room 3522735201 Jn3.2020100LPM  FCOM-C3012.  CAUsersiscottyoung\Documents\Zeom\202

wat 0:06-0322.01,06 Seott Young's Personal
Knowedge Base. Meeting Room 3522735201

Scott Young's Personsi Meesing Room 3522735201 Jn3.202009:58PM  FCOM-C3012.  CAUsersiscottyoung\ Dacuments\Zaom\ 202
10,0603 21,56.18 Scott Young’ Personl
Mecting Room 3522735201

Scott Young's Personal Meeding Room 3522735201 Jun3,202009:57PM  FCOM-C3012-  CAUsersiscottyoung\Documents\Zoom\202
wai 0:06-0321,57.35 Scott Young's Personal

18



CLOUD RECORDINGS

1. Typeinthe date/s or meeting ID
2. Click Search
3. Click on the title

* Play / Download /[ Copy link

* Rename

QUESTIONS?

6/10/2020

38
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THANKYOU

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

- https://ufl.qualtrics.com/jfe/form/SV_10jjkl6IRsKV3X

* INSTRUCTOR:
* ScottYoung, scott.young@ufl.edu

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

* TRAINING:
* http:/ftraining.health.ufl.edu
* training@health.ufl.edu

THANKYOU

* ALL HANDOUTS AND CLASS FILES:
- https:/[training.health.ufl.edu/workshops/zoom/

- https://ufl.qualtrics.com/jfe/form/SV_10jjkI6IRsKV3X

* INSTRUCTOR:
* ScottYoung, scott.young@ufl.edu

- TEACHING ASSISTANT:
» Jason DeLeon, jadeleon@ufl.edu

= TRAINING:
* http:/[training.health.ufl.edu
* training@health.ufl.edu
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