Zoom

Manage Participants in a Meeting
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Show or Hide Participants Panel:

e Toggle the Manage Participants button in the toolbar at the bottom of the

meeting window to show or hide the Participants Panel.
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Mute Individual Participants:

1. In the Participants Panel, locate the attendee you @ Patrick Adkins (Host, me)

WISh to mute. @ Academic Technology @ -
2. Hovering over the microphone icon to the right of @) Pavrick Adkins (Host, me)

the attendee’s name will reveal additional controls. @ #oademic Technono.. [T (T2
3. Click the Mute button. The attendee’s mic will be @ retick adkins (Host, me) @ ¢

muted and the mic icon will display with a red slash. @ #cadenic Technology X -

Mute All Participants:

1. At the bottom of the Participants Panel, click the jiadll hmendl o
Mute All button.
2. A message will appear asking you to confirm and e
Current and new participants will be muted
prOVide you the Opportunity to a”OW/deny O Allow participants to unmute themselves

participants’ ability to unmute themselves. SV Coninue |
Click Continue.

e R
The host has muted all participants
All participants receive a message
acknowledging all microphones are muted.
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Unmute All Participants:

1. At the bottom of the Participants Panel, click LTI
the Unmute All button.

. . . The host h d all [d]
2. All participants receive a message

acknowledging host has unmuted all participants.

Allow/Deny Participants’ Ability to Mute/Unmute:

1. At the bottom of the Participant Panel,

Mute All Unmute All More
click the More button for additional X
control options.
2. Check or uncheck the setting e
Play Enter/Exit Chime
Allow Participants to Unmute Themselves. o i

Request That a Participant Unmute:
*When the Host of a meeting mutes a participant, the Host can unmute that participant.
**If Participants mute themselves, then the Host must request that the participant unmute.

1. In the Participant Panel, locate the participant © rovicknkins viosm 8

@ Academic Technol...
X

you would like to unmute.
2. Hover over the microphone icon to the right of
the attendee’s name. Click Unmute.

3. The participant will receive a message that the host

The host would like you to unmute
your microphone

has requested they unmute their microphone. The
. . Stay muted '7!7 mute i7 7277 v7'
participant can then choose to unmute or stay muted.
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Stop A Participant's Video:

1. In the Participants Panel, locate the attendee @ Pavick adkins (Host, me) @ ¢
whose video you wish to stop. @ #cademic Technoiogy o m
2. Hover over the camera icon to the right of the @ ravickadiins (Host, me) & ¢
attendee’s name to reveal additional controls. @ #oacemic Technon... [T ISR,

@ ratick adkins (Host, me) 8 wm

3. Click the More button.

4. Click the Stop Video.

5. The participant will receive a message that the host has stopped their video.

6. If participant attempts to re-start their video after Q st o ot
the host has stopped it, they will receive a o
| Ok |

message denying the ability to do so.
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Request a Participant Start Their Video:

.. Patrick Adkins (Host, me) § wm
1. In the Participants Panel, locate the attendee © ‘
@ Academic Technology 0 %

not currently sharing video.

2. Hover over the camera icon to the right of the

v Participants (2)

attendee’s name to reveal additional controls.

@ Patrick Adkins (Host, me) § =
3. Click the More button. Q) #cacemic ochvelo. ([ (11 gy
4. Click Ask to Start Video. @ povicusains tosma 4

eeeee

5. The Participant will receive a message that the host

The host has asked you to start your video.

has requested they start their video. The Participant

(EER st v, viceo |
can then choose Start My Video or Later.
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Rename a Participant:

1. In the Participants Panel, locate the attendee © Fovick adkins (os,me) @ e

you would like to rename. @ Acacemic Technology s u

2. Hover over the camera icon to the right of the

v Participants (2)

attendee’s name to reveal additional controls.
@ retrick Adkins (Host, me) § =

3. Click the More button. © sovdemeToshmol.. [131] (12074

@ Pratrick Adkins (Host, me) 0 =

@ Academic Technolo... m

Chat

4. C“Ck Rename. Stop Video

Make Host
Make Co-Host
Rename

Puton hold K

Remove

® Rename

5. Enter a new Display Name for the participant. O Enter new name here:
|
Cancel .ﬁ
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Make a Participant Host:

1. In the Participants Panel, locate the attendee

you would like to promote to host.

2. Hover over the camera icon to the right of the

attendee’s name to reveal additional controls.

3. Click the More button.
4. Choose Make Host.
You will become an attendee and the
participant now assumes the role of host.
Make a Participant a Co-Host:

1. In the Participants Panel, locate the attendee

you would like to promote to Co-Host.

2. Hover over the camera icon to the right of the

attendee’s name to reveal additional controls.

3. Click the More button.

4. Choose Make Co-Host.

A Co-Host has the same privileges as the Host,

except for designating other Co-Hosts or the

ability to end the meeting.
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@ Patrick Adkins (Host, me) ! [ []
@ Academic Technology . d
v Participants (2)

@ retrick Adkins (Host, me) 8 m

@ Academic Technolo... m m
X

@ ratrick Adkins (Host, me) 0 wm

o Academic Technolo... m
Chat
Stop Video

Make Co»Hos[*

Rename
Put on hold

Remove

@ Patrick Adkins (Host, me) . [ [

@ Academic Technology ! [em[

v Participants (2)

@ Patrick Adkins (Host, me) . -

@ Academic Technolo... m m
X

@ Patrick Adkins (Host, me) . -
@ Academic Technolo... m
Chat
Stop Video

Make Host

Make Co-Host
X

Rename
Put on hold

Remove
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Attendee On Hold:

The Host can stop video and audio transmission to a participant by putting them On Hold. All
remaining participants can continue the meeting while temporarily preventing any participants
who are on hold from seeing and hearing the other attendees.

Enable Attendee On Hold:

Sign in to the ETSU Zoom web portal at https://etsu.zoom.us
Click Settings.

Navigate to In-Meeting (Basic) settings.

Enable Allow Host To Put Attendee On Hold.

wbh =

Put a Participant On Hold (If Enabled):

1. In the Participants Panel, locate the attendee you @ ratrick Adkins (Host, me) & e
wish to temporarily remove from the meeting. Academic Technology 8 =
P y g g
2. Hover over the icons to the right of the attendee’s v Participants (2)
name to reveal additional controls. @ ravickadkins (Host, me) e
3. Click the More button. @ #oacemic Tectnon... (TN (TN,
@ Patrick Adkins (Host, me) ! -
@ Academic Technolo... m
4. Choose Put On Hold. gict
Stop Video
Make Host
Make Co-Host
Rename

Remove

) ici is temporaril
5. The participant is temporarily Please wait, the meeting host will let you in soon.

removed from the meeting.

1 person is on hold

6. To allow the participant back into Takeoffhow
) p. P X

the meeting click Take Off Hold. 1 participant in the meeting
@ Patrick Adkins (Host, me) . [
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In-Meeting Chat:
Zoom offers the ability to chat with everyone in the meeting simultaneously or send

private messages to individual participants.

Show or Hide Chat Panel:
e Toggle the Chat button in the toolbar at the bottom of the meeting window to

show or hide the Chat Panel.

SN mG A 2 9 A© ms

Stop Video Invite Manage Participants Polling Share Record Breakout Rooms

As the host, you can control who participants are allowed to chat with. You can also
disable the chat for all participants or disable private chat, so participants cannot send

private messages.

Change Chat Permissions:

1. Click the More button located at the bottom of the Chat Panel.
2. Allow participants to chat with:

e No One: Disables in-meeting chat. To: Everyone prem
e Host Only: Only the host can send Type message here... st
.. Allow Participants to chat with:
messages to everyone. Participants [
. Host only
can send private messages to the Everyone publicty
host v Everyone publicly and privately

e Everyone Publicly: Participants can
only send public messages. Public messages are visible to all participants.
Participants can still send private messages to the host.

e Everyone Publicly and Privately: Participants can send public or private
messages. Public messages are visible to all participants. Private messages
are sent to a specific participant.
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