1-Go to Zoom.us.

SALES JOINAMEETING ~ HOSTAMEETING ~

2- Select the type of the meeting that you
want to have on the right side of the win- o l

dow. If you do not want a video meeting,
select with video off. If you want a video me-  stoficpyoutiroughthischalengngtime. :
With Video On

eting, select with video on. If you want only

Screen Share Onl
a screen share, select screen share only. !

3- When you login for the first time, you can register with your Google or Fa-
cebook account while you can enter your e-mail information on your own.
Registering with your btu e-mail enables you to have an easier communica-
tion with the other staff members.

‘ G | Signinwith Google ‘

‘ f | Signinwith Facebook ‘

New to Zoom? Sign Up Free
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zoom.us

4- After logging in, you can arrange your meeting clicking Schedule a Mee-
ting.You can schedule the lessons that you plan to have on weekly /monthly
basis in one planning. Your scheduled mettings will be shown under while
the past ones can be seen under previous meetings.

Upcoming Meetings Previous Meetings Personal Meeting Room W Get Training

Meeting Templates

Schedule a New Meeting

Start Time = Topic + Meeting ID

5- After entering the name and explanation of the meeting, you can choose

the date and hour of the meeting. Free use of the program is limited to 40 mi-
nutes.

Topic ‘ Demo ders ‘
Description (Optional) 2019-2020 Bahar AAA100 Demo Ders

When | 03/29/2020 | = 400 v~ | PM -~
Duration [t - ‘ hrl o o | min

Your Zoom Basic plan has a 40-minute time limit on meetings with 3 or more participants.
Upgrade now to enjoy unlimited group meetings.Upgrade Now

] Do not show this message again
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6- If the lesson/meeting is held at the same hour every week, selecting Recur-
ring meeting schedules it automatically without planning it again and again
for every week. Time zone must be set.

Time Zone . (GMT+3:00) Istanbul ~

Recurring meeting Every day, until Apr 4, 2020, 7 occurrence(s)

Recurrence

| Daily ~ |
Repeat every ‘/ 1 - | day
End date O By|j 04/04/2020 \| O After 7 ~ |occurrences

7-If you want to set a password to attend the lesson/meeting, select require
meeting password. If you do not select it, it can be attended without any
password. You can also select if there will be a video or not here.

Meeting Password Require meeting password [ W B N j
Video Host > on @ off

Participant > on @ off
Audio > Telephone > Computer Audio @ Both

Dial from Edit
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. 8- When you select Enable join before host, attendants do not have to wait for

the person who organizes the lesson/meeting to enter and they can join befo-
re the organizer. Mute option mutes the users automatically. Enable waiting
room creates a virtual waitingroom. Record option enables us to copy the
whole meeting/lesson on our computer. Click Save.

Meeting Options Enable join before host
Mute participants upon entry

Enable waiting room

o oo

Record the meeting automatically on the local computer

Save ‘ Cancel ‘

9- Meeting/Lesson hours can be sent to calenders on Google, Outlook or Ya-
hoo. Join URL is copied on copy the invitation section.

Time Mar 30, 2020 02:00 PM Istanbul

Add to [ Google Calendar } [ aﬁ Outlook Calendar (.ics) J [ eYahoo Calendar }

Meeting ID 796-716-648
Meeting Password ~ Require meeting password 554543
Join URL: https://usO4web.zoom.us/j/796716648?pwd=cONrQkkxYURkek42TkNIRTAVWHIsdz0%

2 Copy the invitation
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BURSA TECHNICAL UNIVERSITY
Z00OM PROGRAM USER GUIDE

10- Go to https:/ /learn.btu.edu.tr/ and login.

12- After logging in, from the menu on left select the course that you want to
invite to live course .

Bl1_202204 -

Dashboard My courses  BI_202204 _> Turn editing on

13- Click on “Turn editing on” on the upper-left side of the window.
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Dashboard My courses

4 @ announcements 2
+ . Discussion Forum &

Activities

Assignment
@

External tool

v @

HEP
v D

Quiz
o @

5]

Workshop
W @

Resources

o

BigBlueButtonBM

o @©

Feedback
w @

IMS content
package
w @

=

Realtime qguiz

o @

o @©

Label
w @

©

SCORM package
o @

o @

Folder

v @

Lesson

v @

Survey

o @

o @

Forum

vw @

Page
w @

& -

Turn editing off

Edit ~
Edit + &

it~ & G

@ Add an activity or resource

URL
o @
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Database

o @©

Glossary

w @D

Poodll Solo

w @D

Wiki
w @




6 Adaing a new URL®

» Expand all
~ General

Name

External URL

Description A~ B‘IHE == EH%‘S&H@‘E‘B‘Q‘I‘Q‘MI

[ Pisplay description on course page 0]

} Appearance

» URL variables

» Common module settings
» Restrict access

v Activity completion https://leam.btu.edu.tr/course/modedit php?add=url8itype=8icourse=25281section=0&return=0i
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18- When the live course time gets closer, click the URL link that you have
added before.

i . .
& ®7 Unite 1. Balim Videosu ¢

& (=) Smart Choice Ders Kitabi On the Move Uygulamasi ¢
L @ Eng102-7. Grup Canli Ders 14 Subat 2020 Saat 15.00 ¢

& (=) Canli Ders Demo ¢

Dizenle » [V
Dizenle » [V
Diizenle ~ & @
Dizenle » [/}

+ Yeni bir etkinlik ya da kaynak ekle

19- With this link, you will be automatically directed to zoom meeting room.

For the ones who use it for the first time, an attachment to use the application
both on mobile phone and computer is automatically downloaded. Then, test
your microphone and speaker (in the voice meeting only microphone) and

click join.

s L
Dzturk
D Join Audic

1s04web..

Join with Computer Audio

Test Speaker and Microphone

() Automatically join audio by computer when joining a meeting

Share Screen lnvl‘r
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20- The view of the meeting room in the first use is given below. When the
video is opened, you will see yourself. The person who opens the meeting is
called host. Join audio turns your microphone on and off. Invite others is selec-
ted when you want to add people again. When you put a link on Moodle,
there is no need to add people here. Microphone on the lower left turns the
microphone’s volume up and down; video camera turns the image on and
off. Both your video and screen shot can be sent to the other parties. Chat icon
below enables to send both private and general messages. Record botton can
record the whole session on your computer. After the lesson/meeting, the re-
cord of the session will be converted and then carried to your computer. The-
refore, it can take around 15 minutes.

Meeting Topic: My Meeting
Host: Goksel Ozturk
Password: 554543

Invitation URL: https://usO4web.zoom.us/j/7967 166487 pwd=cONrQkkxYUR...

Copy URL

Participant ID: 11
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21- Screen/new share option sends the screen shot to the other parties. After
clicking Screen share, if you select screen, all the movements on your screen
will be sent to other parties. Only one pdf,word,excel or one program can be
sent to the others on the condition that it is open at that moment. All the mo-
vements on your computer are not sent. Also there is a white board in Scre-

N A & &' B’ e

Mute Start Video Invite  Manage Participants Share Screen Chat Record

enshare menu.

22- Manage participants option opens a window at the right of the screen
where all the attendants are shown.

Host can give another user the autho-

rity to use screen share. Then, click rec- Mute All Unmute All More v
laim host to take it back. Mute all turns

down all the attendants” volume. Un-

mute all turns up all the attendants” vo- Mute Participants on Entry

v Allow Participants to Unmute Themselves

lume (if they attend with microphone
( Y p ) v Allow Participants to Rename Themselves

and their view can be turned on and off. Play Enter/Ext Chime
In More option, if allow unmute is se- M Lock Meeting

lected, attendants can turn their volume

on without host’s permission. As the program is sound sensitive, it will be

opened for the first time they speak.
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23— The arrow icon next to mic-

Select a Microphone

rophone icon ShOWS the microp_ v Mikrofon Dizisi (Realtek High Definition Audio)
Same as System

hone and speakers used. If there
Select a Speaker

iS an addltlonal microphone or v Hoparlér/Kulaklik (Realtek High Definition Audio)

speaker, they can be selected the- Same as System

0 0 0 0 k i hone...
re. Audio settings and video settings Test Spealer & Microphons

Switch to Phone Audio...
opened in the arrow icon next to Leave Computer Audio

Audio Settings...

the camera icon take you to the
general settings menu of the -t

Start Video Invite
program.

General
Video Speaker Test Speaker Hoparlor/Kulakhk (Realtek High ... ~
Share Screen Volume: = —@ -
Chat
Virtual Background Microphone Test Mic Mikrofon Dizisi (Realtek High Defi... ~
Recording Input Level:
Profile Volume: = ® <
Statistics Automatically adjust volume
@ Keyboard Shortcuts Use separate audio device to play ringtone simultaneously
Accessibility Automatically join audio by computer when joining a meeting
Mute my microphone when joining a meeting
Press and hold SPACE key to temporarily unmute yourself
Sync buttons on headset
Advanced
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24- In this menu, recording option enables you to choose the place where the
record will be saved.

25- When you select More in

Chat

the menu below while sha-

X ﬁl Invite
ring your screenshot, sound

of the video or audio files T

played on your Computer Disable participants annotation

Show Names of Annotators

will be sent to the other par-
ties Hide Floating Meeting Controls  Ctrl+Alt+Shift+H

v/ Share computer sound

Optimize Share for Full-screen Video Clip

End Meeting

Jilai o

26- Clicking end meeting on
the right below you can end your meeting.

& ~ W A i as’ 80 - ¢

Mute Start Video Invite  Manage Participants Share Screen
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27- Some helpful shortcuts you can prefer while using the program:
Space turns your microphone off temporarily.

Alt + M turns all the microphones except for the host. If you do not want at-
tendants to speak without your permission, see Article 21.

Alt + S starts and stops screen sharing
Alt + R starts and stops recording

Alt + U opens the list of the attendants.

-End of the Guide -
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