Getting Started with CSI Zoom Rooms
Faculty Guide

COLLEGE OF

SOUTHERN IDAHO

Table of Contents

INtroduction £0 CSI ZOOM ROOMS..........coiuiiiiiiiiiitet ettt sttt ettt e b e s bt e saeesanesane s b e e nbeenneennes 2
[0 Tor- 1 T T o L= OO PP ST PP TR 2
LY =] e E T e BT U T « TSRS 2
INSErUCEOr PrepParation.............uviiiiiiiii e e e e e e st e e e e e s s s abbaaaeeesesassasstaaaeeesssansasssnneees 2
Z00M ROOM COMPONENTES ....cooiiiiiiiiiiiiiiiiiiiiitititeeeeeettetetteeeeteeetteetttttettttrttttetetttttttttetttttettteetttetetretereeeteteeeeeseeeeemenn 3
Teacher Workstation/Zoom ROOM CONTIOIIET ............c..ueeiieeeieeiieeieee ettt ettt eraee e e s e steeessesaaeessesseeessanes 3
IVIONIEOTS ...ttt ettt e s e s b et e s et e s b e s e s b bt e s be e s me e e s b e e s ba e e s n e e sranesanee s 4
L0713 1= - LT PORPOP 4
1Y 1ol g0 o] o T 1= 4
WOrking With ZOOM ROOMS ..........ooiiiiiiii it e e et e e et e e e e tte e e e e atteeeeaasaeeessnsbeeeeanssaeesasseeenan 5
[0 TF o1 & 1 BT o o T=Te L] 11 Y- T 5
I 10T o 11 - T 8
Z0OOM ROOM CONTIOIS ...ttt sttt et et e s bt e sae e satesab e et e e b e e s beesmeeemeeeneeennean 9
FAQS ... ettt ettt ettt sttt a et e s he e a e e bt bt et e bt e a b e bt eht et e ekt e a e e bt e Rt et e eh e e beeheeat e bt eheeateeh e e Rt e bt eaeetesheentebesaeenee 9
B Lo T8 e 1=T o To Yo u o T- R 13

Last updated April 2024 Page 1 of 13



Introduction to CSI Zoom Rooms
Locations

As of the Summer Semester 2024, CSI Zoom Room locations are:

Building Room Campus Email Address for Scheduling
Canyon 123D Main Campus Canvyon-123D@csi.edu
Evergreen A20 Main Campus EvergreenA20@csi.edu
Evergreen C76 Main Campus Evergreen-C76@csi.edu
Fine Arts 87 Main Campus FineArts-87 @csi.edu
Hepworth 179 Main Campus Hepworth179@csi.edu
HSHS 105 Main Campus HSHS-105@csi.edu
HSHS 239 Main Campus HSHS239@csi.edu
Jerome 111 Jerome Jerome-111@csi.edu
Jerome 112 Jerome Jerome-112@csi.edu
Mini-Cassia Center A05 Mini-Cassia Center BurleyAO5@csi.edu
Mini-Cassia Center A09 Mini-Cassia Center BurleyAQ9@csi.edu
Mini-Cassia Center A11 Mini-Cassia Center BurleyA11@csi.edu

Standard Set-up

CSI Zoom Rooms have been correctly configured to match the set-up of any other
Zoom Room, anywhere in the world. Additionally, Zoom accesses CSI Zoom Rooms
once a week to run performance checks.

Instructor Preparation

This overview document is provided to instructors who are preparing to teach in a Zoom
Room:

v Additional training related to pedagogy and how to teach in a Zoom Room can be
accessed by contacting the CSI Teaching & Learning Center during business
hours at (208) 732-6398 or tic@csi.edu.

v" Questions related to the technology present in a Zoom Room should be directed
to the IT Helpdesk at (208) 732-6311 or helpdesk@csi.edu.
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Important resources for instructor review before teaching in a Zoom Room:

1. Getting Started with Zoom Rooms

2. Zoom Room Meeting Controls and Settings

3. Zoom Room Camera Controls

Note: CSI Zoom Rooms use an iPad Zoom Room Controller, so please see that
section of the Zoom Room Guide.

Zoom Room Components

Teacher Workstation/Zoom Room Controller

Zoom Room .
Monitors

Non-Zoom Room
Teacher
Workstation

Zoom Room
Controller ‘

AVer
Document 8
Camera

* Non-Zoom Room Teacher Workstation: for use by instructors who are teaching
in multi-purpose Zoom Room classrooms and may or may not be using Zoom
Room technology. Also useful for instructors who are using the Zoom Room and
want to share content with the meeting.
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https://support.zoom.us/hc/en-us/articles/207483343-Getting-started-with-Zoom-Rooms
https://support.zoom.us/hc/en-us/articles/207483343-Getting-started-with-Zoom-Rooms
https://support.zoom.us/hc/en-us/articles/360021921032-Zoom-Room-meeting-controls-and-settings
https://support.zoom.us/hc/en-us/articles/360021921032-Zoom-Room-meeting-controls-and-settings
https://support.zoom.us/hc/en-us/articles/204065759-Zoom-Rooms-camera-controls
https://support.zoom.us/hc/en-us/articles/204065759-Zoom-Rooms-camera-controls

« Switch Selector: allows instructors to switch between the Non-Zoom Room
teacher workstation computer and the Zoom Room Controller.

+ Zoom Room Monitors: will display content that is being shared in the Zoom
meeting.

« Zoom Room Controller: the iPad controller containing all needed functions to
control the Zoom Room.

+ AVer Document Camera: enables instructors to share physical content with
Zoom meeting participants.

Monitors

In addition to the teacher monitors at the teaching station in the front of the room, each
Zoom Room has:

« HDTV display monitors at the front of the classroom.

+  Some Zoom Rooms are also configured to have confidence monitors in the rear,
which will always show the same thing as the display screens at the front of the
room and both teacher monitors.

Cameras

In addition to the document camera by AVer (which works about the same as an EImo),
Zoom Rooms also have multiple PTZ (Pan, Tilt, Zoom) cameras mounted strategically
in the room. Instructors can control these cameras (including in remote Zoom Rooms)
using the Zoom Room Controller.

Microphones

Zoom Rooms have ceiling array microphones installed, positioned, and calibrated to
pick up clear audio from participants (focused on the instructor and those students
seated in chairs).

Active noise canceling will optimize audio quality. For example, noise from the air
handler in the classroom will not project to participants — unless someone is speaking.
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Working with Zoom Rooms

Digital Scheduling

Each Zoom Room'’s digital calendar can be scheduled through the
Canvas/Zoom/Outlook integration. By inviting the Zoom Room to your Zoom meeting,
you schedule the virtual Zoom Room technology for a given day and time.

1. Navigate to the Zoom interface in your Canvas course.

2. Click the blue Schedule a New Meeting button:

200m

Your current Time Zone and Language are (GMT-07-00) Mountain Time (US and Canada), English £ R
All My Zoom Meetings/Recordings ‘ Schedule a New Meeting '
e

3. Enter the details for the meeting. Save the meeting.

4. In the meeting details on the next screen, click Outlook Calendar (.ics) and open the
file in Outlook:

Topic Hands-On Zoom Room Practice

Time 1:00 PM  Mountain Time (US and Canadal

7 N
Addto | [EJJ Google Calendar / ui Outlook Calendar (.ics)

e Yahoo Calendar

N

Meeting 1D 914 4933 0331

Invite Attendees Join URL: hitps://csi.zoom.us/j/91449330331 ?pwd=RIZhaVROdWxOVINFRFNITEJERGhQZz09
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You have chosen to open:
=] meeting-91336130519.ics |

which is: iCalendar File

from: https://csizoom.us |

'What should Firefox do with this file?

(® Openwith | Outlook (default)
() Save rme

oo this automatically for files like this from now on.

QK Cancel

5. In the Outlook meeting dialogue, click to select the Scheduling Assistant tab, and
add the Zoom Room to the meeting invitation:

© E
X ; . - All Attendees
File Appointment Scheduling Assistant Insert Draw Format Text Review Help
. V' Required Attendee
IE —> ~ | @ TeamsMeeting Pi & show As:  [HBusy v [l Reminder: 10 minutes i
Your Name
Title My Test Meeting Add required attendee
e v Optional Attend.
Close Start time Fri 11/12/2021 =] | 500AM - | Allday [] @ Time zones ptional Attendee

End time Fri 11/12/2021 7] 600AM v <O Make Recurring Add optional attendee

Resource (Room or Equipment)
Location https://csi.zoom.us/j/933120583147pwd=T25IR09UTStYMVIgN210R3R6KZkyUTO9
Add resource

Tips:
1. The email identity (“Name”) of CSI Zoom Rooms is listed on page 2 of this
document. For example, enter Hepworth179@csi.edu to schedule Hepworth
179.

2. Note that your Outlook interface may look slightly different than the screen
shots illustrated here. The key takeaways are to open the meeting in Outlook,
locate the Scheduling Assistant, and add the Zoom Room as the room the
meeting will be held in (essentially adding the Zoom Room as a participant in
the Zoom meeting).

IMPORTANT: Zoom Room scheduling software will block out room availability for
that Zoom Room for a given day/time. This can be problematic for successive
meetings.
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For example, if you teach in the Hepworth 179 Zoom Room at 9 AM and another
instructor follows you at 10 AM, it is imperative that you schedule the Zoom
Room (through the Outlook Zoom meeting invitation) for 9 — 9:55 AM and not 9 —
10 AM. If you were to schedule until 10 AM, the software will block out the Zoom
Room for the 10 o’clock hour as well, leaving it unavailable for the next instructor
when they try to schedule the Zoom Room.

Please be certain to adjust Zoom Room meeting times to end five minutes
before the hour. Doing so will not cause the Zoom Room meeting to abruptly
end at that time, but it will ensure that the Zoom Room will be available to
schedule for the next hour.

6. Last, return to the “Appointment” tab and click “Save & Close”. This will simply
edit the Zoom meeting originally scheduled in Canvas (and available to your
students) to also include and schedule the Zoom Room.

=] &~ =

File Appointment Scheduling Assistant Insert Draw Form
o »

m =] calendar ¢ @ Qi_ b Show As:

Delete Teamns Meetin Invite :
—% Forward ~ g Reminder:
e Meeting MNotes Attendees I‘_’l Ehbas
Actions Teams Meeting | Meeting Notes| Attendees
Title My Zoom Meeting
Start time (7] 12:00PM =
End time =1 12:55PMm -

Location https://csi.zoom.us/[/987217134667pwd= OFlx ekecUdl
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Notes:

L This process adds your Zoom Meeting to the Zoom Room’s digital
calendar and books the virtual Zoom Room at that time. This does not
reserve the physical room; room reservation must still be completed
through either CSl instructional administration or the CSI| Facilities
Request Form.

Be cautious when scheduling a Zoom Room you will not be physically
located in; Zoom Rooms auto-start by default, and if another use of
that physical classroom has been scheduled, the Zoom Room will
impose on their use of that space at the time you schedule it to start.
Always ensure you have properly scheduled the physical classroom
prior to scheduling the Zoom Room.

Remember, your Outlook interface may look slightly different than the
screenshots provide, depending on the version of Outlook you are
using.

Launching

Note: there is an important distinction between CSI Zoom Rooms. As of the
Summer Semester 2024, some main campus Zoom Rooms are still dual-purpose
classrooms, while others are used solely as a Zoom Room.

Zoom Room meetings will auto-start in the majority of CSI Zoom Rooms.

However, instructors (or students, if the instructor is teaching remotely) may need
to select the button indicated below on the switch selector to switch from the
teaching station computer to the Zoom Room computer so they can correctly see
and hear instructor content shared from the teaching station through the Zoom
Room audio:
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https://www.csi.edu/facilities/facilities-request.aspx
https://www.csi.edu/facilities/facilities-request.aspx
https://www.csi.edu/facilities/facilities-request.aspx
https://www.csi.edu/facilities/facilities-request.aspx
https://www.csi.edu/facilities/facilities-request.aspx

Zoom Room Controls

Generally, Zoom Room Controls:

1 . Are only customizable to a certain
extent. For example, microphone
settings are locked out by design.

2. Anything an instructor can change
relative to Zoom Room Control
settings will revert to default settings e, N —
as soon as the Zoom meeting closes. (<) (s2) (&) (@) (wm)

Zoom Rooms User Guide: 6-page e Co e v
illustrated guide to Zoom Room Controls

Quick Start: 1-page quick start guide to
Zoom Room Controls.

FAQs

Can | schedule Zoom meetings, including the Zoom Room, for the entire semester?

Yes!

1. Reserve the room by “inviting” it to the meeting through a Zoom meeting
invitation (through either Canvas/Outlook or Outlook directly).

2. Beware of over-scheduling — please remember to schedule until 5 minutes
before the full hour, so as not to overbook.

Note: When scheduling a Zoom Room using Outlook directly (meaning not
starting in Canvas first), be sure to add a Zoom meeting to the scheduled
appointment!

How do | record a Zoom Room meeting?

1. Recording settings come through from the user/host. If you don't have your
personal Zoom meeting settings set to auto-record, the Zoom Meeting will
not auto-record.
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https://cdn.brandfolder.io/AMC8F81D/at/37sx8wbwhw92g2sfz35j3hz/ZR_User-Guide.pdf
https://cdn.brandfolder.io/AMC8F81D/at/37sx8wbwhw92g2sfz35j3hz/ZR_User-Guide.pdf
https://cdn.brandfolder.io/AMC8F81D/at/wsph7pvxb3rqcmggnsrq/ZR_Quick-Start-Guide_Print.pdf
https://cdn.brandfolder.io/AMC8F81D/at/wsph7pvxb3rqcmggnsrq/ZR_Quick-Start-Guide_Print.pdf

2. If you start the meeting from the Zoom Room as an ad-hoc (instant)
meeting, Zoom will auto-record the meeting, but will not recognize a
meeting owner and the recording will not be recoverable — unless you:

* Press Stop on the Zoom Room Controller display to stop the meeting
recording and then press Record to restart the recording.

* You will be prompted to enter an email address to which the meeting
recording link can be sent:

Hepworth-179's Zoom Meeting ()

3. Recording in Zoom Rooms Enter the email address

which will receive notification
after recording is ready

Stop Video Share Content or Camera
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https://support.zoom.us/hc/en-us/articles/214193586-Recording-in-Zoom-Rooms
https://support.zoom.us/hc/en-us/articles/214193586-Recording-in-Zoom-Rooms

How do | share my content?

Sharing content in a Zoom Room is very similar to sharing content in a Zoom
meeting outside of a Zoom Room.

Tip: There is no option to share content directly from the Zoom Room without a
secondary computer. You have two options to share content from another

device:

1. Use the Non-Zoom Room teacher workstation to present content by simply
joining the Zoom meeting from this computer and clicking to share content via
Zoom.

2. Bring your own mobile device to share content by also joining the Zoom
meeting from that computer.

In either case, the next steps are to:

= Join the meeting as a participant by either entering the meeting
ID number or by calling up the Zoom link in your Canvas course
or Outlook calendar.

= Do not join meeting audio from the Non-Zoom Room teacher
workstation or your mobile device.

= Ensure the switch selector is set to the “Zoom” setting and not to
the teacher workstation.

= Share content from the teacher workstation.

= Share sound with other participants. There are two options to
do this:

A. Once content has been shared, find the Zoom toolbar and click the 3 ellipses
next to “More”. Select “Share Sound”.
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B. Or, from the Zoom share content dialogue on the teacher workstation, click
to Share sound :

Share sound  + Optimize for video clip m

Can students share content?

Yes! Zoom Room settings permit multiple participants to share simultaneously.
Students can enter a URL generated by the Zoom Room, then enter a shared
key to project their content. You can also block students from sharing.

Screen sharing in Zoom Rooms

Direct Sharing in Zoom Rooms

Can | join — and control — the Zoom meeting from another location?

Yes! Students can join from their devices at home as well.

How do | control the camera in another Zoom Room?

If you're teaching from home or at an off-campus location, you can still control the
cameras in the Zoom Room. You do that through “Participants” in the meeting.
Click the video for that Zoom Room or click the Participants button in the Zoom
meeting ribbon, and next to the Zoom Room click the blue “More” button to
request camera control.

Managing Far End Camera Control in Zoom Rooms
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https://support.zoom.us/hc/en-us/articles/203727929-Screen-sharing-via-share-zoom-us-in-Zoom-Rooms
https://support.zoom.us/hc/en-us/articles/203727929-Screen-sharing-via-share-zoom-us-in-Zoom-Rooms
https://support.zoom.us/hc/en-us/articles/214629303-Direct-sharing-in-Zoom-Rooms
https://support.zoom.us/hc/en-us/articles/214629303-Direct-sharing-in-Zoom-Rooms
https://support.zoom.us/hc/en-us/articles/203028599-far-end-camera-control
https://support.zoom.us/hc/en-us/articles/203028599-far-end-camera-control

Can | use the physical whiteboard in Zoom Room classrooms, and will the
cameras be able to view it?

Yes! The 4K AVer cameras in CS|I Zoom Rooms can usually show a clear view of
the physical whiteboard but generally, using the Zoom digital whiteboard will
ensure all participants can see clearly.

Troubleshooting

Zoom Room Help: contact the IT Support Desk with questions or concerns about CSI
Zoom Rooms during business hours at (208) 732-6311. You can also submit a help
ticket by sending an email to support@csi.edu.

Tip: If you encounter a problem or question, try the following to troubleshoot on
your own:

A. End the Zoom Room Meeting and rejoin the meeting.

* Watch out for this gotcha! Don’t leave a meeting if you are having trouble
without “ending for all” unless you want to leave the Zoom Room in the meeting
without you!

B. Search online and find troubleshooting information and answers to common
Zoom Room questions. With standardized Zoom Room configuration, chances
are you may find a Zoom Guide that can help you.

More Information

Would you like added support to prepare to teach in a CSI Zoom Room? A learning
designer from the CSI Teaching & Learning Center can meet with you to consider
together how your course materials may be best delivered via Zoom Room. Please
reach us at (208) 732-6398 or tic@csi.edu.
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