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WWW.ZOOM.US

• Unicorn company – already over $1 billion value before COVID 19.  

• Competitors:  GoToMeeting, WebEx, Google Hangouts, and Microsoft 

Teams.

• ZOOM is the #1 video conference platform.

• Went from 10 million to 200 million users in March and April 2020.

• Most Florida courts have adopted the platform.  
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ZOOM MEETINGS





PARTICIPANT

TWO 
WAYS TO 
USE 
ZOOM



HOST

HOST
PARTICIPANT

TWO 
WAYS TO 
USE 
ZOOM



TWO WAYS TO LOG IN

1. THE ONLINE PORTAL (VIA BROWSER) 

Open www.zoom.us and log in.  

2. THE APPLICATION (MOBILE APP or .EXE)

This is what you download.   

ZOOM calls it the “Meeting Client.”  

http://www.zoom.us/


LOGGED IN 
VIA BROWSER
(ZOOM.US)



LOGGED IN TO 
APPLICATION
(APP OR .EXE)



HTTPS://PICRESIZE.COM/

UPLOAD A 
PROFESSIONAL 
PHOTO OR 
LOGO HERE

https://picresize.com/


COMPLETE ACCESS 

TO SETTINGS AND 

TOOLS FOR 

SCHEDULING & 

HOSTING

LOGGED IN 
VIA BROWSER
& ZOOM.US

BROWSER TAB



EMAIL LINK

SMART PHONE

TABLET

TOOLBAR MENU

LOGGED IN TO 
APPLICATION



HOSTING FROM 

MOBILE DEVICE =

LIMITED ACCESS TO 

SETTINGS AND 

TOOLS

LOGGED IN TO 
APPLICATION

EMAIL LINK

SMART PHONE

TABLET

TOOLBAR MENU



TIME TO JOIN A VIDEOCONFERENCE!  

• https://www.youtube.com/watch?v=JMOOG7rWTPg

• “A Video Conference in Real Life” (3.5 minutes)

• OPEN PPT → CLICK SCREEN SHARE CHOOSE PPT THUMBNAIL → CLICK SHARE →

START PPT PRESENTATION. 

• CLICK YOUTUBE LINK → NEW SHARE → CHOOSE YOU TUBE THUMBNAIL → CLICK 

SHARE.  CLICK OPTIMIZE COMPUTER SOUND.  

• VIDEO ENDS:  NEW SHARE → PPT THUMBNAIL → CLICK SHARE → NEW SLIDE.  

https://www.youtube.com/watch?v=JMOOG7rWTPg


DIFFERENT LEVELS OF FAMILIARITY

•Some people are not comfortable with technology

•Some people are fine with technology, but just 

unfamiliar or inexperienced with this program

•PRACTICE & PREPARE – on your own or with a group



AVOID TECH HARDWARE ISSUES

• Click on any prompts to 

“Join Audio” and “Join 

Video.”

• Be prepared!  Test your 

tech ahead of time

• Use the ZOOM audio and 

video tests before and in-

meeting if needed.



IN-MEETING 

TROUBLESHOOTING 

FOR AUDIO AND 

VIDEO



TROUBLESHOOT HARDWARE ISSUES

• Did the audio or video device fail?  

TIP:  Check the computer control panel settings to make sure 

headsets and web-cams are connected, active and selected.

• Still having trouble?  

ZOOM Video FAQ & YouTube university! 



BEST POSSIBLE INTERNET CONNECTION

•Perfect: 1.5 Mbps internet connection & be hard-wired 

from your laptop to the router with an ethernet cable.   

•Good enough:  minimum 600 Kbps internet connection & 

private, password protected home or office wifi network.

•Avoid:  Public, unsecured wifi networks & “speakerphone” 

audio in public places.  

•Check your internet speed using SpeedTest.net. 



USB A / ethernet adapter



INTERNET CONNECTION/ PROCESSING 
TROUBLESHOOTING

Top Five Tips:

1.Plan B:  Get participant cell phones at the beginning.  

2. Internet traffic might affect bandwidth.

3.Keep open desktop applications to a minimum.

4.Turn off video and proceed on voice-only. 

5. If all else fails, REBOOT. 







LOOK PROFESSIONAL!

Top Five Tips:

1. Lighting from the front.

2. Camera at eye level. 

3. Normal tone of voice.

4. Solid color tops & ties.  

5. Tidy and non-distracting

background.   



SETTING UP  A 
VIRTUAL BACKGROUND



GREEN SCREEN, ANYONE? 



LOCK YOUR DOORS!



ZOOM TOOLS
• DIFFERENT WAYS TO VIEW PARTICIPANTS

• CALENDAR INTEGRATION DURING SCHEDULING

• OUTLOOK, GOOGLE AND ICAL

• RECORDING

• BREAKOUT ROOMS

• CHAT

• FILE SHARING

• WHITEBOARD, ANNOTATE & REACTIONS

• SCREENSHARE

• CO-HOSTS

• CLOSED CAPTION (EITHER WITH A TOKEN OR WITH A DESIGNATED PERSON)

• REMOTE DESKTOP CONTROL

• SPOTLIGHT SPEAKER OR PIN VIDEOS



MINI-WINDOW:

GALLERY VIEW SPEAKER VIEW



1. Go into your Profile through Web Portal to 

“Configure Calendar and Contacts Service”

The program supports

Google, Exchange, and

Office 365 (Outlook) 

2. Sign out and sign back in.

3. Add a Zoom plug in to your email program if available. 

CALENDAR INTEGRATION DURING SCHEDULING



CALENDAR 
INTEGRATION
DURING 
SCHEDULING
(APP VIEW)



OPENS A 

CALENDAR 

WINDOW TO 

ADD THE 

MEETING



YOU CAN COPY THE 

LANGUAGE OF THE 

INVITATION TO 

PASTE IN AN EMAIL 





USE UNIQUE 
(AUTOGENERATED) 
MEETING ID AND NOT 
PERSONAL MEETING ID

AND 

ALWAYS USE A 
PASSWORD



RECORDING

• ZOOM’s default is to allow 

recording of your meeting.

• Once it’s on, the program tells 

you it is recording and allows 

you to pause and stop.  



TURN OFF RECORDING IN YOUR SETTINGS

• ZOOM’s default is to record 

your meeting.  



TURN OFF 
RECORDING 
WHEN 
SCHEDULING



BREAKOUT ROOMS

• If you are hosting on a 

tablet or phone you won’t 

be able to use this feature.

• Even on a laptop, you must 

first enable Breakout Rooms 

in advanced settings.  

•Always create one extra 

room:  aka “the kitchen”



BREAKOUT ROOMS

• Only Host can open Breakout Rooms.

• Host decides how many Breakout Rooms and can re-name them.

• Host assigns Participants to Breakout Rooms. Default is automatic, but manual 

assignment is recommended.  

• There is now a setting where participants can “self-select” which breakout room 

to go to but it must be enabled – not useful for mediation.  You want to be the 

one assigning people so they don’t end up in the wrong place. 

• Host opens Breakout Rooms.  Participants may be asked to click “Join Breakout 

Room.”



BREAKOUT ROOMS, CONTINUED. 

• Host chooses which Breakout Room to join and can move from room to room.

• Host can also move - “ re-assign” - participants from room to room. 

• Participants can see who else is in their room by clicking “Participants”

• Participants can click “Leave Breakout Room” and return to the Main Session.  

• To bring everyone back together, Host closes Breakout Rooms.  All Participants 

receive 60 seconds notice (which can be extended).

• When Breakout Rooms close, everyone returns to the Main Session.  



BREAKOUT ROOMS TIP

• Wait until everyone is on the call 

to assign participants and open 

Breakout Rooms.

• Then, before you go into Breakout 

Rooms:

• go to your Security icon 

• turn off the Waiting Room. 

• If someone gets disconnected they 

will go right back to the Breakout 

Room.  



CHAT

• If enabled, you can chat with the people in your room.  

• Chat can go to “Everyone” or, if enabled, to an individual, using 

the dropdown box. 

• You can’t chat with someone who is not in your room. 

• Communication Backups: 

• If you are in a Breakout Room, click “ASK FOR HELP” to call the host.

• Get cell phones at the beginning of the meeting if you will need to 

be able to have conversations with people in other Breakout Rooms.  



CHAT CONFIDENTIALITY



FILE SHARING

• File sharing must be enabled.

• It can be limited to specific 

types of files.  

• In-meeting, file sharing can be 

accessed through the “Chat” 

tool

• It works like an email 

attachment.



SCREENSHARE

CLICK SCREEN SHARE



CHOOSE WHICH SCREEN TO SHARE THEN SHARE



WHITEBOARD & ANNOTATION

1. CLICK SCREEN SHARE

2. CHOOSE WHITEBOARD

3. ANNOTATION TOOLS APPEAR

Note: Must be enabled 

in Settings



ANNOTATION



USE SCREEN SHARING TOOLBAR TO STOP SHARE…

…OR TURN PARTICIPANT SCREEN 
SHARING OFF OR ON 
FROM THE SECURITY ICON



OTHER TOOLS

• POLLING

• CO-HOSTS

• CLOSED CAPTION (EITHER WITH A TOKEN OR WITH A DESIGNATED 

PERSON)

• REMOTE DESKTOP CONTROL

• SPOTLIGHT SPEAKER OR PIN VIDEOS



WHAT ABOUT SECURITY?  

To report Zoombombing:  
FBI’s Internet Crime Complaint Center at ic3.gov. 
Report threats during a teleconference at tips.fbi.gov.



GETTING AGREEMENTS SIGNED

E-SIGNATURE PROGRAMS

• ADOBE FILL & SIGN

• DOCUSIGN

• HELLO SIGN

PDF PROGRAMS

• ADOBE ACROBAT PRO

• PHANTOM FOXIT 

• NITRO PRO 

FOR YOUR LESS TECHY PEOPLE

• HYBRID METHOD WITH PRINT AND 

SCAN

SMART PHONE SCANNERS

• IPHONE – USE THE SCANNER IN 

“NOTES” (NEW NOTE → PICTURE →

SCAN)

• GENIUS SCAN (FREE)

• CAM SCANNER (FREE)



ADOBE ACROBAT PLANS – ESIGNATURES AND PDF EDITOR

EDIT PDFS

PASSWORD PROTECT

*DESKTOP VERSION*



ADOBE FILL AND SIGN

• You will need individual emails for each signer.  Start gathering them early.

• Your signing parties will probably need to download the App.  Give them a heads 

up.  They can work on this in caucus.   

• When the parties reach an Agreement, save any MS Word Agreement file as a 

PDF.  (Some people use “Save As” PDF, some people use Print and select)..

• Open your PDF with Adobe and click on “Request Signatures.”

• Click “More Options” and choose “Complete in Any Order.”

• Type in all the signer emails and click “Next” or “Specify Where to Sign.”



“SAVE AS” 
PDF



“PRINT” 
PDF



OPEN YOUR PDF WITH ADOBE AND CLICK ON 
“REQUEST SIGNATURES.”



CLICK “MORE OPTIONS”…



… AND 
CHOOSE 
“COMPLETE 
IN ANY 
ORDER”



TYPE IN ALL THE SIGNER 
EMAILS AND CLICK 
“NEXT” OR “SPECIFY 
WHERE TO SIGN”



ADOBE FILL AND SIGN

• Click and drop in text boxes for initials, and signature boxes and/or date boxes 

for each signer.  Review the type of boxes!  Make sure you didn’t miss any pages!

• When you’re ready, click “Send” and the document will be emailed out.  You will 

get an email saying the document was sent out.

• You can go back and email “Reminders” from within Adobe and check the status 

of signatures.  (“2 of 4 signed”)  

• When everyone signs, Adobe automatically sends every signer a fully executed 

version of the document.

• If you are efiling, you will need to convert your encrypted signature file to a PDF-

A – one without any metadata.  



CLICK AND 
DROP IN 
TEXT BOXES 
FOR 
INITIALS, 
AND 
SIGNATURE 
BOXES 
AND/OR 
DATE BOXES 
FOR EACH 
SIGNER.



REVIEW AND 
WHEN YOU’RE 
READY, CLICK 
“SEND.” 
THE DOCUMENT 
WILL BE 
EMAILED OUT.  



ADOBE SENDS SIGNATURE STATUS EMAILS



ADOBE FILL AND SIGN
FOLLOW UP AND EFILING

• You can go back and email “Reminders” from within Adobe and check the 

status of signatures.  (“2 of 4 signed”)  

• When the last person signs, Adobe automatically sends every signer a fully 

executed version of the document.

• If you are efiling, you will need to convert your encrypted signature file to a 

PDF-A – one without any metadata.  



THANK YOU! 
ANY QUESTIONS?  
ANA CRISTINA MALDONADO

ACMALDONADO@UWW-ADR.COM

(561) 301-5174

mailto:ACMALDONADO@UWW-ADR.COM
mailto:ACMALDONADO@UWW-ADR.COM

