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1. Aplikace Zoom

- pro stabilnéjsi praci s aplikaci Zoom se vSemi dopliikky doporucujeme staZeni programu

- instalacni program pro Windows i Mac ziskate zde: https://zoom.us/download

- zakladni aplikace se jmenuje Zoom Client for Meetings

REQUEST A DEMO 1.888.799.0125 RESOURCES ~ SUPPORT

2 OO' l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~

Download Center Download for IT Admin ~

Zoom Client for Meetings

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

o,
‘ Download ' Version 5.2.3 (45120.0906)
e

Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Outlook installs a button on the Microsoft Outlook tool bar to enable
you to start or schedule a meeting with one-click.

Download Version 5.2.44833.0826 o



https://zoom.us/download

2. Prihlaseni

- po spusténi aplikace Zoom stisknéte Sign In

™ Zoom Cloud Meetings - X

Z00Mm

Join a Meeting

Version: 5.0.2 (24046.0510)

- zadejte své prihlaSovaci jméno a heslo

- potvrd'te stisknutim Sign In

™ Zoom Cloud Meetings = X

Sign In

L ladislav.benes@fsv.cuni.cz 3 | Q Sign In with SSO |
o 16 Sign In with Google '

Keep me signed in

| f Sign In with Facebook |

< Back Sign Up Free




3. Vytvoreni setkani - okamzité

- hovor zahdjite kliknutim na hlavni strané na New Meeting

® Zoom = (] X
& C O] 8] 3. Search :
Home Chat Meetings Contacts = AR @
o]
Gtery 8. zaii 2020
New Meeting ~ Join
o
No upcoming meetings today
Schedule Share screen ~
vs 7w s . , = = =
- dalsi ucastniky pozvete kliknutim na Participants - Invite
® Zoom Meeting — [m] X
) T3 Enter Full Screen S Participants (1)
B Ladislav Bene§ (Host, me) o A

Ladislav Benes
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- kliknéte na Copy Invite Link / nebo na Copy Invitation (obsahuje kompletni zaznam o
technickych parametrech hovoru) a odkaz poslete dalSim lidem
- primo v aplikaci miiZete vyuZit funkci Email, ktera Vas usnadni posilani pozvanky ptes

email, napf. skrze Gmail

® Zoom Meeting - o X
v Participants (1)

m Ladislav Bened (Host, me) 8 oA

= s IR @O adam I nn |
e Adrien- ° y A\ena- ; A[ena-

o 0 0
Aleé- ﬁ A\exandra. Atice NN

° azoets I g N Aot andreaJl

"Copy Invite Link | [ Copy Invitation

rer 2 2r 2

Invite Mute All Unmute All




4. Vytvoreni setkani — naplanované

- setkani naplanujete kliknutim na hlavni strané na Schedule

™ Zoom

[, ] o (O]

Home Chat Meetings Contacts

New Meeting v

Schedule Share screen v

No upcoming meetings today

Q, Search

Lo




- nastavte predevsim Topic, Start a Duration (délka trvani hovoru)

- nastaveni Recurring meeting znamenda, Ze se setkani bude opakovat a nemusite
studentiim posilat na kazdé setkani odkaz zvlast

- zakliknutim Waiting Room nastavite, Ze vstup do hovoru je podminény Vasim
souhlasem, kazdého studenta potvrzujete zvlast

- potvrd'te kliknutim na Save

® Schedule meeting X

Schedule Meeting

Testovaci nastaveni setkanr

Gt zaf 15, 2020 v | [12:00 %

AL

|| Recurring meeting

Meeting ID

24 hours v 0 minute

o Generate Automatically { Personal Meeting ID 261 667 0767

Waiting Room

Security
Passcode | 116913

Video
i Host: () on © Off Participants: () On ) Off
Audio
'l:: ) Telephone o Computer Audio Telephone and Computer Audio
Calendar
© outlook () Google Calendar () Other Calendars

Advanced Options «




- pozvanku si zkopirujte kliknutim na Copy to Clipboard a rozeslete

™ Zoom - Schedule Meeting X

Your meeting has been scheduled.

Click the button below to copy the invitation to clipboard.

Ladislav Benes is inviting you to a scheduled Zoom meeting.

Topic: Testovaci nastaveni setkani
Time: Sep 30, 2020 03:00 PM Budapest

Join Zoom Meeting
https://cuni-cz.zoom.us/}/977458426187
pwd=WjVNbk43a2huWVdWVOdPTWZMS3RhQTO9

Meeting ID: 977 4584 2618
Passcode: 768427

Open with default calendar (.ics) ‘ Copy to Clipboard ‘

- editovat naplanované setkani miizete kliknutim v hlavnim menu na Meetings

o
A . 8 Q Search ©
Home Chat Contacts

O

New Meeting ~ Join

-T
-m . No upcoming meetings today

Schedule Share screen ~




- v nabidce vlevo vyberte spravné naplanované setkani a nasledné:

Start - okamZité spusténi setkani

Copy Invitation - opétovné ziskani odkazu na setkani

Edit - zména nastaveni setkani

Delete - zruseni napldnovaného setkani

Join from a Room - spousténi z jiné aplikace

& Zoom
(& Upcoming Recorded ®
261 667 0767
My Personal Meeting ID (PMI)
Tue, Sep 29

Druhé testovaci nastaveni setkani
16:00-17:00
Meeting ID: 952 5172 0734

Wed, Sep 30

Testovaci nastaveni setkani
15:00-15:00

Meeting ID: 969 6701 7625

R on) [ 8]
Home Chat Meetings Contacts
Testovaci nastaveni setkani

15:00 - 15:00

Meeting ID: 968 6701 7625

m f@ Copy Invitation # Edit X Delete

Show Meeting Invitation

O, Search

Join from a Room

0]




5. Nahravani setkani

Vv

- uloZisté nahravani zjistite a nastavite kliknutim v hlavnim menu na ozubené kolecko

™ Zoom

Schedule

New Meeting ~

;N C ®© ®

= Q Search
Home Chat Meetings Contacts

No upcoming meetings today

Share screen

<

o

X
o

©

- nasledné kliknéte na Recording a vyberte misto uloZisté

0 Settings X
General B e e,
Local Recording Location(TC:\Users\LadisIav Benei\Docum(! | Open || Change
Video 3 ining.
R () Choose a location for recorded files when the meeting ends

Q Share Screen
0 chat

Virtual Background

@® Recording

Profile

@ Statistics

O Keyboard Shortcuts

Accessibility

() Record a separate audio file for each participant who speaks

) Optimize for 3rd party video editor (@
() Add a timestamp to the recording (®
Record video during screen sharing

(") Place video next to the shared screen in the recording

() Keep temporary recording files ®

Cloud Recording | Manage my cloud recording |

10



5.1 Nahravani naplanovaného setkani

- pro nahravani napldnovaného setkani miiZzete pouZzit metodu jako v bodé 5.2, nebo

muzZete nastavit automatické nahravani od zac¢atku setkani v nastaveni hovoru

- v nastaveni planovaného setkani (viz bod 4) kliknéte na Advanced Options

™ Schedule meeting X

Schedule Meeting

Topic

Testovaci nastavenr setkanr

Start: (st zaii 30, 2020 v | [16:00 &
Duration: ‘ 24 hours v I 0 minute

|:| Recurring meeting Time Zone: Budapest «
Meeting ID

© Generate Automatically () Personal Meeting ID 261 667 0767

Password

Require meeting password | 613028

Video
3 Host: () on Q Off Participants: () On @ Off
) Audio
Telephone o Computer Audio _ Telephone and Computer Audio
Calendar
Outlook Google Calendar o Other Calendars

Advanced Options -

=3

11



- nahravani nastavite zakliknutim Automatically record meeting
Poznamka - Cloud, do kterého muzZete soubor nahravat, je dostupny ve Vasem uctu na

strankach Zoomu: https://zoom.us/

® Schedule meeting X

Start: (st zafi 30, 2020 v | [1600 =
Duration: 24 hours v 0 minute

I}___] Recurring meeting Time Zone: Budapest «
Meeting ID i
© Generate Automatically () Personal Meeting ID 261 667 0767

Password

Require meeting password | 613029

Video

Host: () on Q oOff Participants: ( ) On @) Off

Audio

Telephone o Computer Audio _ Telephone and Computer Audio
Calendar

() Outlook () Google Calendar © Other Calendars

Advanced Options ~
Enable Waiting Room

Enable join before host
Mute participants upen entry

() og aain: Sign in to Zoom

Automatically record meeting
O Locally () Inthecloud

Alternative

Example:jchn@cempany.com;peter@school.edu

=3
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5.2 Nahravani okamzitého setkani

- béhem hovoru kliknéte na Record - Record on this Computer / nebo Record to the
Cloud

Poznamka - Cloud je dostupny ve Vasem uctu na strankach Zoomu: https://zoom.us/

® Zoom Meeting

9 © 3 Enter Full Screen

Ladislav Benes

Record on this Computer  Ali+R

Record to the Cloud Alt+C

13
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6. Interakce s diskutujicimi

- v ramci hovoru miiZete interagovat a chatovat s ostatnimi diskutujicimi
6.1. OkamZita interakce

- pro okamzZitou interakci s diskutujicim kliknéte béhem hovoru na Participants

® Zoom Meeting

s

Meeting Topic: Testovaci nastaveni setkani

Host: Ladislav Benes$

Password: 769395

Invite Link: https://cuni-czzoom.us/j/969670176257pwd=TlowdWY2ajZ.

opy UR

J @

Join Audio Share Screen Invite Others

Computer Audio Connecte




- kliknutim na Mute All ztlumite vSechny diskutujici

- jednotlivé reakce se objevi vedle Vaseho jména, objevi se vzdy pouze jedna

|

v Participants (1)
m Ladislav Bene3 (Host, me) 8 A
A/
O 0 © © © o
yes no go slower go faster more clear all

Invite Urmute All

T 4

go slower

©

go faster

L 4

clear all

- pridej

- zpomal

- zruSeni reakce

®2 0
&

maore

- kliknutim na more miuzete ziskat dal$i symbolické reakce na vybér

15



UPOZORNENT!

Hosté setkani maji oproti hostitelovi moZnost prihlasit se do diskuze pomoci zvednuti
ruky. Hostitel ridi diskuzi a miize naptiklad ztlumit vSechny ostatni, proto tuto funkci
nema.

Na tuto funkci je potieba hosty - studenty upozornit.

Funkce funguje kliknutim na Chat a vybrani znaku zvednuté ruky.

® Zoom Meeting
D @9 Participants (2)

m Ladislav Benes (Me)

‘fj Irena Kalhousova (Host, guest)

Ladislav

-

Invite Mute Me Reclaim Host

faice Hana - zhak zvednuté ruky

16



6.2 Chat

- Chat zapnete kliknutim béhem hovoru na Chat

- jednotlivé zpravy se odesilaji enterem

v Zoom Group Chat
From Me to Everyone:
dobry den

zde uvidite své zpravy

o@D

Type message here...

Everyone v ] ;
- kliknutim na Everyone

nastavite, komu se ma zprava odeslat

O File

- kliknutim na File muzZete ke

své zpraveé piidat soubor

17



7. Tabule

- nastroj Tabule slouZi podobné jako tabule v klasické tridé k psani, brainstormingu,

zdlraznéni urcitych udajt apod.

- béhem hovoru kliknéte na tlacitko na panelu Share Screen

® Zoom Meeting

@0

Meeting Topic: Testovaci nastaveni setkani

Host: Ladislav Benes

Password: 769395

Invite Link: https://cuni-czzoom.us/j/96967017625?pwd=TlowdWY2ajZ...
Copy URL

&y

Join Audio Share Screen Invite Others

Computer Audio Connected

- v nabidce zvolte Whiteboard a potvrd'te Share

W Select a window or an application that you want to share

Basic Advanced Files

/

9

Whiteboard iPhone/iPad

S——

(") share computer sound ] Optimize Screen Sharing for Video Clip @

18




- sdilen{ tabule zastavite kliknutim na Stop Share

- v horni ¢asti tabule jsou nastroje pro psani a kresleni

- obsah tabule ulozite kliknutim na Save

- vpravo dole miZete pridat novou stranu, kterym miZete pridat novou stranu a

zachovat i starou

e
ST 4 m stop share

Stamp  Spotlight

£

=il - tlacitko Save pro uloZeni aktualni strany tabule

- tlac¢itko nova strana

19



TIP!

Lze nastavit, aby mohli na sdilenou tabuli psati studenti. K tomu je ale nutné mit vlastni
licenci (jméno a heslo).

Pokud mate pouze piijéenou licenci, je nutné, aby Vam to pujcujici ¢clovék nastavil.

Zaroven musite mit Vy i studenti aplikaci Zoom verzi 5.1.0 a vyssi.

Nejnovéjsi verzi si miiZete stdhnout na: https://zoom.us/download

Pro spravné nastaveni je nutné se prihlasit na webovy portal Zoomu - https://zoom.us/

User

To enable annotation for your own use:

1. Sign in to the Zoom web portal.

2. In the navigation panel, click Settings.

3. Click the Meeting tab.

4. Under Meeting (Basic), verify that Annotation is enabled.

5. If the setting is disabled, click the toggle to enable it. If a verification dialog
displays, click Turn On to verify the change.
Note: If the option is grayed out, it has been locked at either the group or account
level. You need to contact your Zoom admin.

6. (Optional) Click the check box to allow saving of shared screens with annotations.

7. (Optional) Click the check box to restrict annotation to only the user sharing

content.

Navod na sdilenou tabuli: https://support.zoom.us/hc/en-us/articles/115005706806-

Using-annotation-tools-on-a-shared-screen-or-whiteboard

20
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Studenti, aby mohli psat na tabuli, musi mit aplikaci Zoom verzi 5.1.0 a vyssi.
Studenti po spusténi sdileni tabule pro moznost anotovani kliknou na View Options -

Annotate

View Options - b

Zoom Ratio

Annotate

¥ Side-by-side mode

Ladislav Benes

21



8. Ankety - Polls

TIP!
Podrobny navod na vytvareni anket, vcetné videonavodu, naleznete

https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings

zde:

- pro vytvoreni ankety je nutné se se prihlasit na webovy portal Zoomu - https://zoom.us/

Povoleni vytvareni ankety

User

To enable Polling for your own use:

1. Sign in to the Zoom web portal.

2. In the navigation menu, click Account Management then Account Settings (if you
are an account administrator) or Settings (if you are an account member).

3. Navigate to the Polling option on the Meeting tab and verify that the setting is
enabled.
If the setting is disabled, click the toggle to enable it. If a verification dialog

displays, choose Turn On to verify the change.

Poliing ()

Note: If the option is grayed out, it has been locked at either the Group or Account

level, and you will need to contact your Zoom administrator.

22
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Vytvoi‘eni anketni otazky - maximalné muzete vytvorit 25 otazek na setkani

Creating a poll

1. Go to the Meetings page and click on your scheduled meeting. If you do not have a
scheduled meeting, schedule a meeting now.
2. From the meeting management page, scroll to the bottom to find the Poll option.

Click Add to begin creating the poll.

You have not created any poll yet Add

3. Enter a title and your first question.

* (Optional) Check the box to make the poll anonymous, which will keep
the participant's polling information anonymous in the meeting and in the
reports.

* Select whether you want the question to be single choice(participants can
only choose one answer) or multiple choice question(participants can
choose multiple answers).

4. Type in the answers to your question and click Save at the bottom.
5. If you would like to add a new question, click Add a Question to create a new

question for that particular poll.
Spusténi anketni otazky

Launching a poll

1. Start the scheduled Zoom meeting that has polling enabled.

2. Click Polls in the meeting controls.

3. Select the poll you would like to launch.

4. Click Launch Poll.

Polling 1: Polling Questions Edit

1.What is your favorite color?
Red
Green

Blue

| Launch Poll |

23



5. The participants in the meeting will now be prompted to answer the polling

questions. The host will be able to see the results live.

1.What is your favorite color?

Red (0) 0%
Green 0) 0%
Blue (1) 100%

6. Once you would like to stop the poll, click End Poll.

7. If you would like to share the results to the participants in the meeting, click Share

Results.

Polling 1: Polling Questions Edit
Poll closed 1 voted
1.What is your favorite color?
Red (0) 0%
Green (0) 0%
Blue (1) 100%

Share Results Re-Launch Polling 1

Participants will then see the results of the polling questions.

TIP!
Navod na vygenerovani odpovédi z anket naleznete zde: https://support.zoom.us/hc/en-

us/articles/216378603

24
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9. Rozdéleni studentt do skupin

- v ramci hovoru mizete studenty rozdélit do mensich diskuznich skupin

TIP!

Kratky videonavod se vSemi podrobnostmi a detaily, co miizete béhem hovoru nastavit,

naleznete na: https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-

rooms

- béhem hovoru kliknéte na Breakout Rooms

Zoom
. . Talking: Ladislav Benes

Meeting Topic: Testovaci nastaven( setkan{
Host: Ladislav Bene$
Password: 769395

Invite Link: https://cuni-czzoom.us/j/96967017625?pwd=TlowdWY2ajZ.

- zvolte pocCet mistnosti

- zvolte, zda budou studenti rozdéleni automaticky (Automatically) nebo ru¢né (Manual)

- pro potvrzeni kliknéte na Create Rooms

™ Create Breakout Rooms X

D

Assign 0 participantsinto | ¥ .| Rooms:

-

) Automatically @ Manually

0 participants per room

veto NN

{ Create Rooms )

T —

25
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- nastaveni muZzete editovat nasledovneé:
Rename - prejmenovani dané skupiny
Delete - smazani dané skupiny

Recreate - nové nastaveni rozdéleni
Options - dalsi nastaveni rozdéleni, viz nize
Add a Room - piidani nové skupiny

Open All Rooms - spusténi skupin

™ Breakout Rooms - Not Started

v Breakout Room 1

v Breakout Room 2

v Breakout Room 3

e

Assign

Assign

Open All Rooms

26



- v nastaveni Options miZete schvalit nebo zamitnout:

Move all participants into breakout rooms automatically - ucastnici se po navrhnuti
umisténi automaticky premisti do dané mistnosti

Allow participants to return to the main session at any time - ucastnici se mohou
v pribéhu hovoru odpojit a znovu pripojit

Breakout rooms close automatically after X minutes - nastaveni deadline pro diskuzi
Countdown after closing breakout room - poté, co vypnete diskusni mistnosti, spusti se

pro ucastniky odpocitani s danym poctem vterin, po kterém je mistnost definitivné zavirena

Move all participants into breakout rooms automatically
Allow participants to return to the main session at any time

-

Breakout rooms close automatically after: 30 minutes

Countdown after closing breakout room

Set countdown timer: | 60 v seconds

27



10. Motiv videoprostredi

- zménu videoprostiedi, tedy motiv, ktery bude v obraze na kamere za Vami, nastavite

kliknutim v hlavnim menu na ozubené kolecko

® Zoom

Schedule

New Meeting ~

Home Chat

Share screen

Meetings Contacts

14:52

tery 8. zafi 2020

No upcoming meetings today

Q Search

- nasledné kliknéte na Background & Filters a nastavte motiv videoprostiedi nebo filtr

0 Settings
General
Video
Audio
Share Screen
Q) chat
Recording
Profile
Statistics

O Keyboard Shortcuts

ﬂ Accessibility

Video Filters

) I have a green screen @ Mirror my video

X

28



