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Insert a Virtual Background in ZOOM

Make your ZOOM meetings extraordinary!

As ZOOM has rapidly become the most common way to communicate with friends,
family and business colleagues, you might like to create a virtual background:

e |tsavisual reminder about where you are calling from
e |t provides additional branding
e It blocks out kids, cats and anything else in your background!

Its easy to set up but not particularly intuitive, so here are some pointers:

1. Enable Virtual Background
i. Log into your zoom account from a computer (not a mobile device)
ii. Select Settings (on the left)
iii.  Select In Meeting (Advanced)
iv. Ensure that Virtual Background is turn on
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Schedule Meeting Language Interpretation C)
. Allow host to assign participants as interpreters who can interpret one language into another in real-time. Host can
In Meeting (Basic) assign interpreters when scheduling or during the meeting.

In Meeting (Advanced)

Email Notification Far end camera control »
Allow another user to take control of your camera during a meeting

Other

Group HD video »

Activate higher quality video for host and participants. (This will use more bandwidth.)

Virtual background
Allow users to replace their gftkground with any selected image. Choose or upload an image in the Zoom Desktop

application settings.

Identify guest participants in the meeting/webinar »

Participants who belong to your account can see that aguest (someone who does not belong to your account) is
participating in the meeting/webinar. The Participants list indicates which attendees are guests. The guests
themselves do not see that they are listed as guests. (@)

Auto-answer group in chat >»
Enable users to see and add contacts to ‘auto-answer group' in the contact list on chat. Any call from members of
this group will be automatically answered.

Only show default email when sending email invites »

Allow users to invite participants by email only by using the default email program selected on their computer

Use HTML format email for Outlook plugin » m
Use HTML formatting instead of plain text for meeting invitations scheduled with the Outlook plugin
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2. Import Virtual Background
i. Log into your zoom account from a computer (not a mobile device)
ii. Select the dropdown menu by Resources (top right)
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zZoom

PERSONAL Meeting Recording Telephone
Profile
Mastings Schedule Meeting Schedule Meeting

InMeeting (Basic)

Webinars i
Host video ()
In Meeting (Advanced) .
Recordings s with

Email Notification

Other Participants video @

ADMIN
User Management Audio Type
Room Management
Account Management

Telephone and Computer Audio
Advanced °

Telephone

Computer Audio

Attend Live Training Join before host @ ]
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Use Personal Meeting ID (PMI) when scheduling a meeting

Use Personal Meeting ID (PMI) when starting an instant meeting

ii.  Select Download Zoom Client
iv. Download Zoom Client for Meetings
v.  Save file on your computer
Vi. Navigate to the installer that you have downloaded - it might be on your
desktop —and double click to run it
vii.  Open your Zoom Client and click on the cog button on the top right corner
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iX. Download the smart virtual background package (if you get this pop up)
X.  Select the + symbol above the standard images
xi.  Select Add Image
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Home Chat Meetings Contacts
© Settings X

General

Video

Audio

O Chat
B8 Virtual Background

Recording

§ Profile

L) statistics

O Feedback

D Keyboard Shortcuts

ﬂ Accessibility

Choose Virtual Background ®

Add Video

| I have a green screen @ Mirror my video

xii. ~ Then you can navigate to your preferred image on your computer and
simply double click it to upload it!
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xiii.  Voila! —there you have it. You'll look like you are at the beach, up a
mountain, in the bush - anywhere except for your home office!
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