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About These Guides

The Arkansas Administrative Office of the Courts (AOC) developed these guidesto
help court users, but the guides may be helpful for many non-court users. Thereare a
few things to keep in mind as you review these materials.

® Hyperlinks are used in the Table of Contents and throughout the guide. Y ou can
click any hyperlink to visit the material it references.

® Zoom updates its software regularly, so the current version may appear slightly
different than what is shown in this guide. One example is that the ""More' button
on the "Participants' sidebar may now show as "..." instead.

® The guides were originally developed when AOC was using the Zoom.us domain.
AOC users should disregard any remaining Zoom.us references or graphics and
only use the Zoomgov.com domain.

® For live support, it is always best to first contact AOC staff at (501) 682-9400 or
AOC.PCHelp@arcourts.gov.
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Installing the Zoom
Desktop App



Installing Zoom App

There are two ways to install the Zoom app on your device. Go to zoom.us and
log in to your account.

For the first download method, go to zoom.us and choose “Resources.”
Choose “Download Zoom Client” from the dropdown menu.
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Installing Zoom App

Choose “Zoom Client for Meetings.”
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We have developed resources to help you through this challenging time. Click here to learn more. x

Download Center i A

Zoom Client for Meetings

The web brawser client will downlaad automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Zoom Plugin for Microsoft Outlook

The Zoorm Plugin for Outlook installs a buttan ot the Microsoft Outlook toal bar to enable
you to start or schedule a mesting with one-click.

After the download, choose “Open” or “Run” to complete.
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Download for IT Admin ~
Download Center

Zoom Client for Meetings

The web brawser client will downlaad automatically when you start or join your first Zoom
meeting, and is also available for manual download here.
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Installing Zoom App

For the second download method, choose “Host A Meeting.” Video on or off
will both work.
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We have developed resources to help you through this challenging time. Click here to [earn more.
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Installing Zoom App

If you are prompted to “Open Zoom,” that means you already have the
download on your computer. Otherwise, choose download from the popup
box or from the link on the site.

SR
1

Please click Open Zoom Meetings if you see the system dialog.

I prompts from Drows

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Installing Zoom App

When the file downloads, choose “Open” or “Run” to complete the download.

« C O @& zoomus/s/511502197 status=succes: &« @ :
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Please click Open Zoom Meetings if you see the system dialog.

pts from browser, click here te launch the meeting, or download & run Zoom.

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Updating the Zoom
Desktop App



Updating Zoom App

Zoom releases updates frequently to ensure security. Updating frequently will
keep your meetings secure.

If you are prompted automatically, then choose the option to allow the update.

You can also choose to allow the update manually each day. In the Zoom app,
select your accounticon in the top right corner. The program will either
indicate that there are no updates or prompt you to download available
updates.

[=]

Contacts

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating a Free Account
(for attorneys and other
non-host users)



Creating a Free Zoom Account

Basic accounts are free, and they are ideal for many users. Since judges will
serve as hosts for court hearings, other users can participate with Basic
accounts (there are no time limits as long as the host has a Pro account). Start
by going to zoom.us. Select “Sign Up, It’s Free.”
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We have developed resources to help you through this challenging time. Click here to learn more.

Zoom: A Leader in the 2018 Gartner
Magic Quadrant for Meeting Solutions

Read the report

Video-first Unified -
Communications Platform — T —
:
Enter your work email =
L » P - 1

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating a Free Zoom Account

Enter the email address you wish to use, and choose “Sign Up.”
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By signing up, | agree to the Privacy Palicy and Terms of Service

o
G | Signin with Google

f Sign in with Facebook

Already have an account? Sign in.

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating a Free Zoom Account

The screen below will appear to let you know that Zoom has sent an email to

the address you provided. It is a good idea to check the address to make sure

it is what you intended to provide. It may take up to 30 minutes for the email

to go through, so be patient before requesting a resend. Be sure to check your
“spam” folder as well.
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We've sent an email to derandstefhenderson@gmail.com.
Click the confirmation link in that email to begin using Zoom.

Resend another email

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating a Free Zoom Account

In the activation email, click the “Activate Account” button or use the link

below it.
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Zoom

Sign In

Hello derandstefhendar:

email address:

Or paste this link info your browser:
hitps:/izoom.usfactivate?code=QAirDhszuXtbL-4vikVSxfAz1GUJPLIIRPoEMUwWIg.BQgA
AAFXCgW1JwANjQADZEVYYWSkeIRIZmhibmRicnNvbkBnbWFpbC5jb20BAGAAABY 1NUI
RM3IBOMVFEYUwwbUTUUXASLWIRAAAAAAAAAAAETr=sSIgnuUp

Questions? Please visit our Support Center
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1 Accountinfo--- 2 Invite Colleagues - 3

Hi. derandstefhenderson@gma as been successfully

Please list your name a

Last Name

Confirm Password

By signing up. | agree to the Privocy Policy ond Terms of Service,

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.




Creating a Free Zoom Account

The screen below asks you to invite colleagues. This is optional. Choose “Skip
this step” to save time.
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Invite Your Colleagues

Invite your colleagues to create thelr own free Zoom account today! Why invite?

name@domain.cam

name@domain.com

name@domain.com

Add another email

I'm not a robot

Choose “Go to My Account” to begin adjusting your account settings.
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1 Accountinfo--= 2 Invite Colleagues == 3 TestMesting

Start your test meeting.

Excellent! Now it's fime to start meeting

Your personal meeting url:
https:/usO4web.zoom.us/j/8565298856

ettt -

Save time by scheduling your meetings directly from your calendar.

w=  Microsoft Outlook Plugin k Chrome Extension @ Help
L[ S—— " Download
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Setting a Virtual
Background



Setting Virtual Backgrounds

Setting a virtual background is a way to present with a professional look no
matter where you are. First, sign in on zeomgov.com; g0 to “My Account,” or click
the person logo that appears in its place in the top right corner.

Important Note!
% :
Please use ©

Zoomgov.com to

o e e T

log in to your web
portal, and disregard
any references
to Zoom.us.

T SALE JOIN A MEETING. HC

We have developed resources te help you through this challenging time. Click here to learn more,

How to adapt to remote working

Tools, tips. and information to help you stay connected and -
productive in a remote work environment c -‘_

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Setting Virtual Backgrounds

Choose “Settings” on the left.
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Click “In Meeting (Advanced) and scroll down to “Virtual Background.”
Make sure that setting is turned on (the button should be blue).
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Setting Virtual Backgrounds

Go to the Zoom app. Choose “Settings.”
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Choose “Virtual Background.” If that setting does not show, try restarting
your computer. You may be prompted to "Download Virtual Background
Package," so you will need to allow the download.
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Setting Virtual Backgrounds

There will be several backgrounds available, but you can add others by
choosing the plus sign and then uploading any picture that you have saved to
your computer (i.e. office, courtroom, or library; some appropriate
backgrounds are available here). Click the image you want to set as your
background (it will be outlined in blue after you choose it). Close the settings.
The background will now appear for you when you start Zoom calls.
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.
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Setting Virtual Backgrounds

If you need to set the virtual background after a meeting has already started,
click the up arrow next to the video controls. Select “Choose Virtual
Background.”

1 Choose Virtual Background )
> |

k

8 . wm A
Mute Start Vid.

t oW ® &g

It is important to note that virtual backgrounds do not work well when there
are multiple participants in front of a single camera (i.e. an attorney and
client sitting in the same room together). The program has difficulty
recognizing when there are multiple users on the same camera, so some users
might be concealed by the background.

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using the Waiting Room
Feature to Control
Participants Entering
Meetings



Zoom Waiting Room

The waiting room setting must be changed through the online portal. Use your
browser to go to Zoomgov.com and sign in with your normal account

information.

Important Note! - % @ :
Please use
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Zoom Waiting Room

Go to “Settings” on the menu on the left side of the screen. Go to “Meeting”
settings and click “In Meeting (Advanced).”
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Zoom Waiting Room

Scroll down until you get to the “Waiting Room” option. Turn on waiting
room (toggle will turn blue). Choose “All participants.” These settings will
save automatically.
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Zoom Waiting Room

When you are actually running a meeting, a box will appear when a
participant enters the waiting room. The participant will not see or hear you

or other participants until you let them in. Click ""Admit" to let users into
the meeting.

(&) Zoom Meeting Participant ID: 406468

iPhone entered the waiting rodm | Admit

Derek Henderson

End

11557 AM
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Zoom Waiting Room

If you need to put anyone back in the waiting room during the meeting, click
“Participants.”

onnecting to audio *+-

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Zoom Waiting Room

When you click “Participants,” it will bring up a bar on the right side with
all participants. Scroll over the user's name and click the '""More" button.

2 Zoom Meeting Participant ID: 389258
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Zoom Waiting Room

Choose “Put in Waiting Room.” This participant will no longer see or
hearany participants. Scroll over the user's name and select " Admit"
when you want to bring them back in. Do not choose '""Remove" unless
you are sure you will not readmit the participant.

) Zoom Meeting Participant ID: 406468

v Participants (2)
m Derek Henders... (Host, me, participant ID: 406468) (4
o iPhone (Guest) Chat

Ask to Start Video

Make Host
Make Co-Host

Put in Waiting Room

Remove

Report...

iPhone Derek Henderson

iPhone is connect

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating and Sharing
Meeting Invitations



Creating and Sending Invitations

You will need to adjust some settings before sending invitations for meetings.
Open your web browser and go to zeomgov.com. Sign in, or click the logo to access
your profile.

Important Note!
Please use

Zoomgov.com Lo S _
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We have developed resources te help you through this challenging time. Click here to learn more.

Zoom: A Leader in the 2018 Gartner
Magic Quadrant for Meeting Solutions

Read the report

Video-first Unified
Communications Platform

Enter your work email

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating and Sending Invitations

In settings, scroll down. Make sure the two PMI settings circled below are
turned off (gray). Make sure the password setting circled below is turned on

(blue).
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating and Sending Invitations

After you have adjusted the settings, open the Zoom app. Choose “Schedule.”
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(i) Payse Record  { StgpRecord = Acd Comment @)=

If you use Outlook, then set the time and choose Outlook.
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating and Sending Invitations

Outlook will generate an invite in a popup invitation. Enter email addresses
for meeting participants.
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Calendar

) Outiook Other Calendars

Advanced Options
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Jors

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating and Sending Invitations

You will be prompted to log in or choose the appropriate Google account.

C @ acountsgooglesom/signin/oauth/oauthchouseaccountlclient id=243883241272-edblnodilgrmoomivkngka2rbvdudkuappsgooglevsercontent comas=60dlsyUwVL_RC-amHNTyestineti.. o =5 @) &
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Choose an account

to continue to Zoom

G Derek Henderson

® Useancther account

Before using this app, you ean review Zoom's
privacy policy and terms of setvice.

English (United States) ~ Help rivacy Terms

showall = X

You will be prompted to give Zoom permission to access your account.
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You already gave Zoom access to:
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in your Google Account.
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating and Sending Invitations

A Google invite will pop up. Set the appropriate time and add email addresses
for participants.
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Derek Henderson is inviting you 1o a scheduled Zoom meeting.

Join Zoom Meeting
hitps./zoomusij{7

Showall | X

If you do not use Outlook or Google, choose “Other Calendars.”
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Creating and Sending Invitations

When you schedule, it will generate an invitation that you can copy and email.

o:

ﬂ ') @ = o [
- s =) L Search @ F
Home at et ontacts
]

() Payse Recard Q0 Stop Record. =J Add Comment @+ o]

& Zoom - Schedule Meeting X
Your meeting has been scheduled.
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Derek Henderson is inviting you to a scheduled Zoom meeting.
Topic: Dersk Henderson's Zoom Meeting
Tiimie: Mar 27, 2020 1000 PM Central Time (US and Canada) L
Join Zéom Meeting
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ey Bleeting Meeting 10 483 171 751
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One tap mobile
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Open with default calendar (ics) Copy to Gipboard

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Allowing a Co-host in
Meetings



Designating a Co-Host

There are at least three ways to designate an alternate host. The alternate host
must be a part of the same organization, so only AOC designated accounts can
be co-hosts from your account.

The first method uses the web browser. Go to zoomgov.com, At the top right,
choose “Sign in” or click the logo if you are already signed in.

Important Note!
Please use
Zoomgov.com Lo
log in to your web
portal, and disregard
any references

to Zoom.us.

@ zoomus/entZzid=2582 * %@

REQUESTADEMO 18887990125 5 _eCES =  SUPPORT

SIGN OUT

JOINAMEETING ~ HOSTAEETING ~

1 View my profle

SOLUTIONS = CONTACT SALES

We have developed resources to help you through this challenging time. Click here to [earn more.

Zoom Phone: The next generation
enterprise phone system

Learn more about Zoom Phone

Video-first Unified
Communications Platform

Enter your work email

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Designating a Co-Host

Choose “Meetings” on the left and then “Schedule a New Meeting.”

< C 0 @& zeomus/mecting o % =@ :

e gr RO O

REQUESTADEMO 158

ZOOIM  owrons=  PLaNssPRCNG  CONTACTSALES SCHEDULEAMEETING  JOINAMEETING  HOSTAMEETING =

Previous Meetings Personal Meeting Room Meeting Templates B Get Tralning

Schedule a New Meeting

Start Time: = Topic = Meeting 1D
Settings
Account Profile The user does not have any upcoming meetings.
To schedule a new meeting click Schedule a Meeting,
Reports

Attend Live Training

Video Tuterials Save time by scheduling your meetings directly from your calendar.
Knowledge Base ni Microsoft Outlook Plugin G Chrome Extension
Download - Download

showall = X

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Designating a Co-Host

Scroll down. You will see “Alternative Hosts.” The email you enter must be a
user on the same account as you; it will Kick it back if the user is not on the
same account. This only applies to the meeting you are currently scheduling
unless you mark it as a recurring meeting.

<« C (0 @& zoomus/meeting/schedule

o @

i e = i e e e T
REQUESTADEMO 18887990125  RESOURCES ~  SUPPORT

SCHEDULE A MEETING JOIN AMEETING'  HOSTA MEETING ~

Mute participants upon entry
# Enable waiting room

Only authenticated users can join

Record the meeting automatically on the local computer

Alternative Hosts rekc@gmail.com | >
[ c@gmail com I N0t 3 WSer i your Zoom ACCount

Interpretation Enable language interpretation

Cancel

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Designating a Co-Host

The second method uses the invitation feature through the Zoom app. Go to
the app and choose “Schedule” from the home screen.

© Zoom — a
ks = " Q. Search
Home
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View today's upcoming meetings (1)

Set the meeting time as needed. Choose “Advanced Options.”
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(i) Pause Record (D Stop Record  =I Add Comment - | Decek Hendessen's Zoom Meeting
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Maeting ID
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O Generate tuomatical

Password

@ Require meeting password | 025270

Video

Host @ on () off participants: Q) on ) off
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© Tetepnone and Computer Audic 3rd Party Audio
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O outioex B . Other Caléndars

qs >
Advanced Options [

Interpratation

Enable language interpretation

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Designating a Co-Host

Enter an “Alternative host,” then choose “Schedule.”

Q | © sehedule meeting x

Maeting ID

L O Generate Automatically Personal Mésfing 1D 303-253-2157

i) Payse Recard () Stop Record =T Add Comment @~

o

Password

Require meeting password | 025270
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:ﬁ'.(‘ I © Telepnone and Computer Audio

Calendar n
© dutlasck Googie Calenda Other Calendars
Advanced Options
bt @ cnablewal oam
] @
) Lite parti
Schy
fy ed

Interpretation

Enable language interpretation

The third method is a way to add an alternative host during a call. At the
bottom of the screen, choose “Manage Participants.”

Perticipant 1D: 14 Meeting ID: 303-253-2157 = [u] ®

O Zo

i) Payse Recard ) Stop Record  =I Add Comment @~

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Designating a Co-Host

Choose a user in the bar on the right side. Click “More” next to the user’s
name.

=]
s

© Zoom
Participants (2)
uj

i) Pause Record () Stop Record =T Add Comment @~

PR M | Moo |

Derek Henderson

Choose “Make Co-Host.”

© Zoom - ] ®

Derek Henderson

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Designating a Co-Host

Confirm your choice.

Participants (2)

i) Payse Recard () Stop Record =T Add Comment @~

Do you want to make Derek Henderson the co-host of
this meeting?

Unimute Al Mare v
P

i %
w0 B

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Assigning Scheduling
Privileges (for a TCA or
other AOC-attiliated

account holder)



Assigning Scheduling Privileges in Zoom

You can assign scheduling privileges to a court staff member who has a Pro
level account under the AOC organization. To begin, g0 t0 zoomgov.com and sign
in. Choose “My Account” or click the person icon in the top right.

Important Note!
Please use

Zoomgov.com to
log in Lo vour web
portal, and disregard
an\ l,ctcrcnccs 35 - Pl JOIN A MEETING
to Zoom.us.

We have developed resources to help you through this challenging time. Click here to learn more.

Taking your physical event
virtual?

Learn how to host user conferences, executive briefing centers,
customer and prospect events, webinars, or training sessions

P
virtually over Zoom. g

‘Learn how to host a world-class virtual event today

Learn from the experts. Join us for daily live training.

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Assigning Scheduling Privileges in Zoom

Choose “Settings,” then choose “Other.”

“« C & zeomus/profile/setiing 2 &+ @

(i Payse Record  { StopRecord  =[ Add Comment @~

REQUESTADEMO 18887990125 RESOURCES »  SUPPORT
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B e 26210PG ~ Showall | X

Scroll down to “Schedule Privilege,” and click the plus sign.
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Assigning Scheduling Privileges in Zoom

Enter the email address of the staff member who has an AOC assigned Zoom
account, and click “Assign.”

€ € 0 & zomus/profilefsetiing e » @ :

Assign scheduling privilege

example: sales.ea@comiany.com marketing. ea@company.com

Enter the email addresses of those who can schedule meetings on your
behalf. Use a comma to separate multiple email addresses.

Cineet

B ve_2620rG A B MGZ0I-Copy.dPG A | [E IMG2B0T-Copy-.dpg A Showall | X

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Recording a Meeting



Steps for Recording in Zoom

Start your scheduled Zoom call. When you want to start recording, click the
“Record” button that is circled in red on the graphic below.

() Zoom Meeting Participant ID: 406468

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Steps for Recording in Zoom

Choose local or cloud recording. Cloud recording is now a secure option in
the Zoomgov domain, and it will generate a transcript that may be useful
for reference. The electronic transcript may not be completely accurate.

() Zoom Meeting Participant ID: 406468 3

Record on this Computer Alt+R

Record to the Cloud

End

12:08 PM
= 12/31/2020 )

P z@=20) 8

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Steps for Recording in Zoom

At the top left of your Zoom screen, you will see recording controls. You can
pause or stop the recording. If you pause and resume, it will all save as one
file. If you stop and then wish to restart, this will save as two files.

Derek Henderson

en  Pause/Stop Recording Breakout Rooms  Reactions

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Steps for Recording in Zoom

If you do not stop recording before the end of the meeting, it will stop when

you end the meeting. If you are recording on your device instead of the cloud,
the recording will need to convert. Do not close Zoom during conversion.

A 2 O (&) Q search
eetings

Home Chat Meeting Contacts

(2 Zoom - Converting the meeting recording

a Convert Meeting Recording B

You have a recording that needs to be converted before viewing.

79%

Stop Converting

Schedule Share screen

2:54 PM
1/4/2021

& G s © H g 9!

2L L@@

Note on Cloud Recording: When you finish a cloud recording, you will receive
an email telling you when it is ready to access online. Access cloud recordings
by signing in to your web portal at Zoomgov.com. Choose "Recordings" on the
left side of the profile screen.

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.

6)



Steps for Recording in Zoom

A dialog box will pop up that shows where the video file has automatically
been saved. You can right click to rename it. Note what folder it is saved in.
You can also move it to a different folder by copying or dragging.

o

4| audic_only.méa

= playbackmiu

August 16.2019 1 . z00m_fimipd

Contact Lists

docs for 1-24-20

& Creative Cloud Fik
@ OneDrive - Arkans
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Documents

& Downloads

b Music

& Pictures

B videos

id os(c)
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3/19/2020

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Prohibiting Recording for
Non-host Users



Settings to Limit Recording

Open your web browser and go to Zoomgov.com. Choose “Sign in.”

Important Note!

Please use -
Zoomgov.com to
log in Lo your web
portal, and disregard
any references PLANS & PRICING CONTACT SALES
to Zoom.us.

REQUESTADEMO  188379.9664  RESOURCES ~  SUPPORT [

@c |UP, IT'S FREE

Zoom: A Leader in the 2018 Gartner
Magic Quadrant for Meeting Selutions

JOINAMEETING ~ HOSTAMEETIN

We have developed resources to help you through this challenging time. Click here to learn more.

Read the report

Video-first Unified
Communications Platform

Enter your work email

Enter your credentials and sign in.

« C @ & momuspsignin

REQUESTADEMO  18BB799.9664  RESOURCES =  SUPPORT

zool Y)  SOTIONS~  PLANSEPRICNG  CONTACT SALES JOINAMEETING ~ HOSTAMEETING »  SIGNIN SIGN UP, IT'S FREE

Sign In

Email address

| derek. henderson@arcouns.gov

Forgot password? # Staysigned in

G | Signinwith Google

§ | Signinwith Facebook

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Settings to Limit Recording

Choose “Settings.”

€ C O @& zomus/profile - % @
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Choose “Recording.”
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In Meeting (Basic)
i Host video ‘ )
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Account Profile Other Participants video O
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Settings to Limit Recording

Under “Local recording,” uncheck the box that says “Hosts can give
participants the permission to record locally.” You may be prompted to
choose “Save.”

€ C O & zcomus/profile/setiing?tab=recording % @ :

[ ™ O S R OT ™ = T Lo ™

zool Y]  SOWTONS~  PLANSEPRICING  CONTACTSAL SCHEDULEAMEETING ~ JOINAMEETING  HOSTAMEETING +
Profile Meeting Recording Telephone
Meetings
Recording
Webinars

Recordings

Local recording
Allow hiosts and parficipants to record the meeting te a local file
1, Hosts can give participants the permission to record locally

Reports Cloud recording \_)

Account Profile

Automatic recording \)
Record meetings altomatically as they start

Knowlecge Base 1P Address Access Control ‘\')
oy 1 i fir t

Only authenticated users can view cloud recordings J

tSodaMEEiBa

There are several important things to remember:

e No participant can record locally (i.e. save to hard drive) unless the host
grants permission. The setting recommendation above prevents the host
from accidentally granting recording privileges.

e Since the host controls whether others can record, it is important for
judges to be sure that their accounts are used as the host accounts for
video hearings. Be careful to not accidentally assign another party as a
co-host.

e These settings only affect participants’ ability to record through the
Zoom program, so be sure to warn participants that they should not
record through any alternate means.

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Gallery View to See
All Meeting Participants



Using Gallery View to See All Meeting Participants

The default view is “Speaker View.” This displays the person speaking
(microphones detect this automatically). “Gallery View” will display all
participants on the call on the same screen. Choose the “Gallery View” option
in the top right corner.

© Zoom Perticipant ID: 440216 _Meeting ID: 303-253-2157

Derek Henderson

Rocord B ctions

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Gallery View to See All Meeting Participants

Gallery View will appear as below. You can change back to Speaker View
using the same steps.

2 Zoom Participant 1D; 440216 Meeting ID; 303-253-2157 = o] %

Derek Henderson

Wl EtedaNaEl HawmD

Please note that this view may work differently with a tablet or mobile device.

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Screen Sharing (for all

participants to view a

document or program
simultaneously)



How to Share a Screen in Zoom

GO0 to zoomgov.com. Sign in to your account. Choose “My Account” or the person
icon in the top left.

Important Note!
Please use

Zoomgov.com Lo
log lll'l Lo if'l)ll_lf' web | REQUESTADEMO 18867990125  RESOURCES v  SUPPORT
portal, and disregard
any references
to Zoom.us.

PLANS & PRICING CONTACT SALES JOIN A MEETING HOST AMEETING

We have developed resources to help you through this challenging time. Click here to learn more.

In this together.
Keeping you connected
wherever you are.

| Sign up for Free Helpful Resources i

Choose “Settings,” then choose “In Meeting (Basic).”

© My Setiings - Zoom % B - @ x

« C O @& zomus/profilefsetiing a % @ :

REQUESTADEMO 18887990125 RESOURCES »  SUPPORT

Zoom SOLUTIONS ~  PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING  HOST AMEETING ~
Profile Meeting Recording Telephone
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Schedule Meeting

Schedule Meeting
Webinars ;
In Meeting (Basic)
Recaid Host video
In Meeting (Advanced) : » 0
Start meetings with host video on

Email Notification

Other Participants video O

Reports

Attend Live Training
Video Tutorials

Knowledge Base

O Telephone and Computer Audio

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



How to Share a Screen in Zoom

Scroll down. Turn on “Show Zoom windows during screen share.” Turn on
“Screen sharing.” The “Host Only” option is recommended so the judge will
control all screen sharing, but this is within the judge’s discretion.

B My Setiings - Zoom ® +
-3 C 0 @& zoomus/profile/setiing B 2 % 0 §

REQUESTADEMO 18887990125 RESOURCES »  SUPPORT

zool I I SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST A MEETING -

Schedule Meeting

In Meeting (Basic)

In Meeting (Advanced)
Email Notification

Other

W]

All Participants (7)

Who can start sharing when someone else is sharing?

Host Only All Participants (@)

Disable desktop/screen share for users ‘\)
share in a meeting and only allow
ations. (A

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



How to Share a Screen in Zoom

When you are in a call using the Zoom app, choose “Share Screen.”

Derek Henderson

Choose the document you wish to share. Use caution to avoid sharing
documents that you do not intend to share. Choose “Share.”

o

D select a window or an application that you want to share

1 EF Qe w ]

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



How to Share a Screen in Zoom

When you are viewing the shared document, you will see a green outline

around it. Other users are able to see what is inside of the green. You can
choose “Stop Share” at the top at any time.

Autosave (8 o) 5] D - : B L Ll
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



How to Share a Screen in Zoom

There is another way of sharing that will allow you to focus on a specific
portion of a document. Choose “Share Screen” at the bottom.

o

Derek Henderson

o

i) Payse Recard () Stop Record

Shate computer sound Optimize Screen Sharing for Videa Clip

apoEiNee =iy i

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



How to Share a Screen in Zoom

A green frame will pop up. You can move it around by grabbing it with your
mouse. You can resize it by grabbing the corner with your mouse. Choose
“Stop Share” when you wish to stop.

AutoSave @ o) [5] D~

Fle Home Insert Design Layout References. Mailings Review View Help FoxitPDF O Search # Share | ) Comments
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using the File Transter
Keature



Sharing Files Using Zoom Chat

Go to zoomgov.com on your web browser. Log in using your credentials. If you are
already logged in, choose “My Account” or the person icon at the top right.

Important Note!
Please use

Zoomgov.com to
log in Lo your web
portal, and disregard
any references
to Zoom.us.

JOINAMEETING MY ACCOUNT

We have developed resources te help you through this challenging time. Click here to learn more.

Taking your physical event virtual?

Learn how to host user conferences, executive briefing centers,
customer and prospect events, webinars, or training sessions
virtually over Zoom.
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Choose “Settings.”

& C 0O & zoomus/profile

REQUESTADEMO  1BBS799.0125  RESOURCES »  SUPPORT

zool Y1 sownons-  PLansePRICNG  CONTACTSALES SCHEDULEAMEETING  JOINAMEETING  HOSTAMEETING +

Derek Henderson
Meetings
f Commission on Children, Youth and Families
Webipars
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Account Profile ) )
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Attend Live Training

Video Tutorials i
Sign-In Emai derek henderson@arcourts.gov
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Sharing Files Using Zoom Chat

Choose “In Meeting (Basic)” on your left. Make sure that “Chat” is turned on
(it will show in blue). It is recommended that “Private chat” be turned off (it
will show in gray). This will prevent non-host participants from
communicating with one another without the host’s knowledge.

% C O & zoomus/profife/setting B e z
REQUESTADEMO 1887990125  RESOURCES -  SUPPORT
zool l I SOLUTIONS ~ PLANS & PRICING CONTACT SALE SCHEDULE A MEETING JOIN AMEETING HOST A MEETING «
| In Meeting (Basic)
| Require Encryption for 3rd Party Endpoints (H323/SIP) O
Zoom neryption for 3l data between the Zoom cloud, Zoom client, and
| In Meeting (Advanced) £ 3 AR o e
| Email Notification
[ Other Chat 4 Reset
Allow meeting participants 1o send a e
i Prevent participants from saving chat @
| Private chat Reset
| Auto saving chals K)
Automatically save 550 that hosts do ot need to manually save
| the text of the chat fing starts.
| Play sound when participants join or leave o
| Play sound when particigants jain or leave
© Heard by host and all attendees
! Heard by host only
L - - z
3 ] & 2w B oo E J

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Sharing Files Using Zoom Chat

Scroll down and turn on “File transfer” (it will show in blue).

€ C O @& zomus/profile/setiing By @ :
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Heard by host only
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In Meeting (Advanced)

Email Notification Record and play their pwn voice

Other

Fil@ transfer
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Feedback to Zoom ()
le users to provide feedback to Zoom at the end of the meeting

Display end-of-meeting experience feedback survey 1')

Co-host () '
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Participant 1D0: 41 Meeting ID: 303-253-2157

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Sharing Files Using Zoom Chat

In the chat bar on the right side, choose “File” at the bottom.

[~]

Derek Henderson

Choose the location of your file, usually “My Computer.”

© Zoom

Derek Henderson

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Sharing Files Using Zoom Chat

Choose the file you wish to transfer.

Zoom Group Chat
Lookin: | [ Documents & v Er

: Date modified Type A
3/26/2020 803 PM File fold'f
10/14/ 9 11:46 AM File fold
1171472019 10:25 AM Fite fold

Quick access

. 10/23/2019 8:36 AM File fold
Deskiop 1/2/2020 305 AM File fold
Custom Office Templates File fold
=] Datacmte Fite fald
Libraries dacs for 1-24-20 comm mitg File foid
L:j dacuments from Pam--past Commission busi. File fold
Downioads File fold &
This PC Jav officer cmte 10/14/2019 %53 AM File fald
E leave forms 12/18/2019:8:43 AM File fold |
'sg% AR i oo i Chmeibert 1012 a0 B Ak i gt |
L >
Network

File name

FO TP 4 I O] H -1

Join Audio

L

Record  Breakeut Rooms Reactions

401 PM

)

-FTE

A file name with a green check mark will appear to confirm the transfer.

© Zoom

Zoom Group Chat

Derek Henderson

403 PM
3/30/2020 26

1 Ed M ae 0T

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Locking a Meeting for
Security



Locking a Meeting

Locking a meeting makes it more secure. No new participants can join once it
is locked unless you unlock it. When you are having a call in the Zoom app,
choose “Manage Participants” at the bottom.

tedaMaEil BQeem:

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Locking a Meeting

At the bottom right, choose “More.”

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Locking a Meeting

Confirm that you want to lock.

Participants (1)

.

i) Payse Recard () Stop Record =T Add Comment @~

Mo new attendees can join this meeting ance loc

Mute All Unmiuge Al bdaire v

- T 734 PM
s @ &N 1 dx
Bimeemiio ., B

Go through the same process to unlock if needed.

© Zoom - & b3

i) Payse Recard ) Stop Record  =I Add Comment @~

Derek Henderson

Mute Participants on Entry

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using the ""Raise Hand"
Feature to be Recognized
in a Meeting



Using the “Raise Hand” Feature

The “Raise Hand” feature is a good way for users to inform the host that they
need to make a comment. This is important, because when one person is
speaking and then a second person speaks up (i.e. making an objection), the
microphone may not pick up the first words the second speaker says. Choose
“Manage Participants."

(2 Zoom Perticipant 10: 449584  Meeting ID: 661-049-915 - o ®
o Coa—
Meeting Topic: Derek Henderson's Zoom Meeting
Host: Derek Henderson
Password: BUY7YL
Numeric Password: 992559

(Telephone/Room Systems)

Invitation URL: https://zoom.us/j/681049915?pwd=RTIBMGhQKOIYVYmNgQ...

= 2

Join Audio Share Screen Invite Others

Participant ID: 449584

Es M aem

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using the “Raise Hand” Feature

Choose “Raise Hand."
e

9584) (7

Meeting Topic: Derek Henderson's Zoom Meeting
Host: Derek Henderson

Password: BUYTYL

Numeric Password: 992559

(Telephone/Room Systems)

Invitation URL: https)//zoom.us/j/6810499152pwd=RTIBMGhQKOIYVmNgQ

Participant ID: 449584

. o

> @

Join Audie Share Screen Invite Others

The host will get a notification as shown below.

Participant 10: 440216 Meeting ID: 303-253-2157 = ] x

2 Zoo

Derek Henderson

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using the “Raise Hand” Feature

The host has the option to “Lower Hand” for the user who raised it. This
option will be available for the person who raised the hand as well. See below
for tips on how to use this with a mobile device.

o

Derek Henderson

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using the “Raise Hand” Feature

If you are using a mobile device and wish to raise your hand, choose “More.”

303-253-2157 @

o w4 2

Join Audio Start Video Share Content Participants

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using the “Raise Hand” Feature

Choose “Raise Hand.”

Chat
Meeting Settings

Minimize Meeting

Virtual Background

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Breakout Rooms to
Allow Private Sidebar
Meetings



Using Zoom Breakout Rooms

Breakout rooms allow the host to place two or more participants in a separate
room temporarily. This can be used to let a client speak with his attorney
privately or other purposes as the court sees fit.

Go t0 Zoomgov.com in your web browser. Log in under your account (you may
have to click the person icon in the top right or “My Account” if you are
already logged in).

Important Note!
Please use = * @

REQUESTADEMO  18BE7990125 # _usCES =  SUPPORT |

x()[llllg(]\'.(}()lll Lo

log in Lo your web
portal, and disregard
any references
Lo Zoom.us.

We have developed resources to help you through this challenging time. Click here td learn more

How to adapt to remote working

Tools, tips, and information to help you stay connected and

-
productive in a remote work environment c -__

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Zoom Breakout Rooms

Go to “Settings” on the left.

€ C O & zoomus/profile
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_ Company The Supreme Court of Arkansas
<
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ceount Profile

Personal Meeting D 303-253-2157 Edit
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Attend Live Training Cust
Video Tuterials
Sign-ln Emai derek.henderson@arcourts.gov
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Licensed © e
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Zoom Breakout Rooms

Go to “In Meeting (Basic),” and scroll down to “Breakout Room.” Make sure
that “Remote Support” directly below it is turned off (it will show in gray).
Turn on “Breakout room” (it will show in blue). You can also check the box
below it to allow assignment during scheduling.

« C 0 @& zoomus/profile/setting B @ :

07 PaSe RECy ™ GO S RN =[ ROU oM™

REQUESTADEMO 18887990125  RESOURCES »  SUPPORT

ZOOI n SOLUTIONS ~  PLANSGPRICING  CONTACTSALES SCHEDULEAMEETING  JOINAMEETING  HOSTAMEETING ~
Partici a meeting.can erhal feed! 1 express opinions by

Email Notification

Other

This option has been changed pecauE x

« Remote support is updated.

Remote support ) Asdified  Roeset
Allow meeting host to provide 1:1 remote support to.anather participant 2

Closed captioning \)
Allov to type closed captions orassign 3 participant/third party device to add
o o i -

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Zoom Breakout Rooms

When you are in the Zoom app running a meeting as host, you will see an
option for “Breakout Rooms” at the bottom.

 Zoom Perticipant 1D: 30 Meeting ID: 303-253-2157

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Zoom Breakout Rooms

You can create any number of rooms, but you will probably only need one.
Choose “Manually” and “Create Rooms.”

=]

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Zoom Breakout Rooms

When the room is created, click “Assign” and check the names you would like
to assign.

ek Henderson

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Zoom Breakout Rooms

When you are ready to put the participants in the room, choose “Open All
Rooms.” The participants will have to choose to enter from their screens.

ek Henderson

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Zoom Breakout Rooms

When you are ready to end the breakout room, you can choose “Close All
Rooms.” By default, this will give the participants in the room a 60 second
countdown, but you can adjust that setting.

k Henderson

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Zoom Breakout Rooms

The breakout room users can choose to leave the breakout room before you
close the room. Their screens will appear as below. They can choose “Leave
Breakout Room.”

[ T

You are now in a Breakout Room
Derek } H S I IS i W%

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Using Zoom Breakout Rooms

When prompted, the users will choose “Return to Main Session.”

[~]

| O Leave Breakout Room

Do you want to leave this Breakout Room and return to
the main sessi

e I
Leave Mzstifg Return to Main Session canlll | |

(i) Payse Record {0 Stop Record =1 Add Comment @~

cRdaeMoBEiE Qe

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Troubleshooting Audio
Issues



Preventing and Fixing Audio Issues in Zoom

Some users have had difficulty with audio in Zoom. This guide presents best
practices to ensure audio access. Start by going to zoomgov.com. LOg in with your
credentials. If you are already logged in, choose “My Account” or click the
person icon at the top right.
Important Note!

Please use
Zoomgov.com Lo

* @

log in to your web
portal, and disregard
any references
to Zoom.us.

REQUESTADEMO  18B8799.0125  RESOURCES -

S5~ PLANS&PRICING  CONTACTSALES JOINAMEETING  HOSTAMEETIES ~ MY JRCOUNT

We have developed resources to help you through this challenging time. Click here to learn more.

Educating Over Zoom

Zoom is removing the 40 min time limit on our Basic free account
for K-12 schools affected by the COVID-19. Click 'Request Offer’
for more information,

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Preventing and Fixing Audio Issues in Zoom

Choose “Settings.” Make sure that “Telephone and Computer Audio” is
selected.

« C O @& zomus/profile/setting * @ :
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Meetings
Schedule Meeting Schedule Meeting
Webinars
In Meeting (Basic)
Host video ' )
In Meeting (Advanced) o
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Other Participants video ()
Start meetings with participant video on. Participants tan change this during the

Audio Type

Attend Live Training
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Telephone

Compuler ATIUG

3rd Party Audio

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Preventing and Fixing Audio Issues in Zoom

Scroll down, and make sure that all password settings are on except for
“Embed password in meeting link for one-click join.” Settings should appear
as below.

« C O @& zomus/profilesetiing L o
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Schedile Meeting I
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In Meeting (Basic) 1 renticate prior to joining the meetings, hosts can
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In Meeting (Advanced)
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Other A bed wie
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Require a password for instant meetings o

Require a password for Personal Meeting ID (PMI) o Madifiedll Reset

Only meetings with Join Before Host enabled

O All meetings using PMI
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For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Preventing and Fixing Audio Issues in Zoom

In the Zoom app, create an invitation by choosing “Schedule.” Choose
“Generate Automatically,” “Require meeting password,” and “Telephone and
Computer Audio.”

[=]

| © Schecuie meeting x

Schedule Meeting — @

L=

Tapic

| Dtk Hendareon's Zoom Mesting

Start Wed Aprii 1, 2020 11,00 AM

Duration: 1 hour v 0 minute

Recurring meeting Tirme Zone: Central Time (US and Canad.. ‘ﬁ

Meeting ID
O Generate Automatically Personal Meeting 10 303-253-2157
Password

Require mesting password | 009370

Video

Host @ on () off Participants: Q) on

Calendar

O ounaok Google Calendar Other Calendars
Advanced Options -

Internretation

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Preventing and Fixing Audio Issues in Zoom

Access the invitation, including the phone numbers, using “Meetings” and
then “Show Meeting Invitation.”

© Zoom — a

i

Derek Henderson's Zoom Meeting
303-253-2157

My Personal Meeting ID (PMI) 11:00/AM - 12:00 PM
Mesting ID:713-365-279
Today

Copy Invitation 7 Edit X Delete

Derek Henderson’s Zoom Meeting

o w N Esd el

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Preventing and Fixing Audio Issues in Zoom

You can use any of the phone numbers listed. The meeting ID and password
are near the bottom. The one tap numbers will work if you access the
information on a smart phone, but you will still need the password. If you
choose Outlook or another calendar when you schedule, this information will
also show in that invitation.

X

© Zoom — a

Derek Henderson's Zoom Meeting
303-253-2157

My Personal Meeting 1D [PMI) 11:00 AM - 12:00 PM

Meeting ID: 713-365-279

T Copy Invitation # Edit X Delete

Today

Derek Henderson’s Zoom Meeting

11:00 AM-12:00 PM

Meeting ID: 7

Derek He: ing you to a scheduled Zoom meeting.

Topic: Derek Henderson's Zoom Meeting
Time: Aps 1, 2020 11:00 AM Centra| Time {US and Canada)

Join Zoom Méeting
https://zoomus/j/T13365279

Meeting 1D: 713 365 279
Password: 009370

al by your
16465

1

on
+1669 500 9128 US (San Jose)
+1253 215 8782 US

Meeting 1D:713 365 279

Password: 009370

Find your lacal number; hittps://zoom.us/u/abMIxOTRZS

El e o

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Preventing and Fixing Audio Issues in Zoom

When you are in a call on the Zoom app, you will usually start by choosing
“Join with Computer Audio.”

 Zoom Participant ID: 3554 Meeting 1D; 303-253-2157

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Preventing and Fixing Audio Issues in Zoom

As an alternative to computer audio, click the tab for “Phone Call” and dial in
using the information displayed. Meeting ID and password are included on
this. Phone audio should be used when computer audio is not working
properly. You can still use the computer for video. The host will have to admit
all phone calls through the waiting room just as with video calls.

i) Payse Recard ) Stop Record  =I Add Comment @~

+1346 248 7799

Meeting [D: 465 708 437

Participant ID: 432738

Password; 024397

= Manage Participants  Polls

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



Preventing and Fixing Audio Issues in Zoom

During the call, you can change the audio input by clicking the up arrow next
to the audio button at the bottom left (the button says “Mute” while computer
audio is in use, and it says “Join Audio” when computer audio is not in use).
To switch to phone, choose “Switch to Phone Audio” to display the phone
number with meeting ID and password, then choose “Leave Computer
Audio.” If there are multiple devices in the same room, some may need to
disconnect audio to prevent feedback.

For additional help, please email AOC.PCHelp@arcourts.gov, or call (501) 682-9400.



