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Promoting hearing awareness for you, your friends and family and your organisation

Zoom Conferencing

Using the Polling Facility

Setting up
Log into your account on the Zoom web site

In the left hand column select “Settings”
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New Features Our latest release went live on April 7th. Check out our blog to review the new enhancements for ensuring the security and privacy of your account. To update to the latest X
version of Zoom, visit our download page.

PERSONAL : .
Meeting Recording Telephone
Profile
Meetings Security
Webinars Waiting Room » Modified ~Reset
Recordings When participants join a meeting, place them in a waiting room and require the

host to admit them individually. Enabling the waiting room automatically disables

_ the setting for allowing participants to join before host.

Waiting Room Options

ADMIN The options you select here apply to meetings hosted by users who turned 'Waiting

> User Management

ﬂ P Type here to search

+ Everyone will go in the waiting room

Within the settings screen, scroll down to the “Polling” section and toggle
button to the “On” position
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went wrong. @

Co-host O

Allow the host to add co-hosts. Co-hosts have the same in-meeting controls as
the host.

Polling O Modified  Reset

Add 'Polls' to the meeting controls. This allows the host to survey the attendees.

®

Always show meeting control toolbar ()

Always show meeting controls during a meeting @

Show Zoom windows during screen share (7) () o
H bl Type here to search
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This will now allow the Host to create and initiate polling questions for the
conference delegates to vote on.

Using the Polling Facility

To set your Polling Questions in advance

Log in to the main Zoom website, select the “Meetings” tab on the left hand
side of the screen and then select the “Personal Room” tab followed by the
“Polling” tab and then the “+Add Poll” tab
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Meetings Get Training
Profile
Upcoming  Previous Personal Room  Meeting Templates
-
Webinars Details Poll
R¢ dii —_——
ecordings You have not created any poll yet. +Add Poll
Settings
ADMIN

> User Management

> Room Management

> Account Management
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Alternative you can add your polling question whilst in your meeting.

Open the main Zoom client and launch your meeting. On the toolbar that
appears on the bottom of the screen when the mouse runs over that area you
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will now see a “Polling” icon

) Zoom Meeting - X

Belper and Duffield Rotary
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e

30/09/2020

Click on the “Add Question” Screen to set up your poll. This will take you to the
“Meetings” page in the main Zoom website where you will be able to set up
your polling question. (You may need to log into your account on the website,
if you have not already done so.)

www.hearingambassadors.org © 2021 Hearing Ambassadors



COVID-19: guidance forth- X | @ Amazon UK Deals - Discove X | () My Meetings - Zoom X | @ MyMeetings - Zoom X | @ My Meetings - Zoom x + = X
O @ & https//us02web.zoom.us/meeting#/pmi/3017921750 % a Yo e -
@) racebook @ Amazon ¥ Lioyds (® Guardian e BBC @ YouTube [7) 123-reg (@ YouTube Music Google Calendar {4 Udemy ot NS&I @ Google Maps > | B3 Other favourites
:
ZOONY\  sOWTONS -+ PLANSGPRICING  CONTACTSALES SCHEDULEAMEETING ~ JOINAMEETING  HOSTAMEETING ~ “
PERSONAL 3 .
Meetings Get Training
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Webinars Details Poll
Recondines You have not ¢r€ated anypoll yet. [ +Add Poll !
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Settings
ADMIN

> User Management
> Room Management

> Account Management

H AR Type here to search

On the “meetings” page select the “Poll” tab then select the “+Add Poll” tab to
launch the question box
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1. Untitled Question

Untitled Option 1

Untitled Option 2

+ Add Question

Anonymous Save Cancel

LIl © Type here to search

Within the question box you can set a main title, the question you wish to poll
and the options for the delegates to select. Click on each option to edit the
text within each box, you may need to click twice in order to highlight the
default text before you can enter new text. You can also add further selection
options, and questions within this box. Within this box you can also select
whether you wish the results to be “Anonymous” or show who selected the
various options. (The default is “Anonymous”)
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Using the Polling Facility

Question 1 Single Choice v
1. Do you enjoy using the Polling facility?

Yes

No

((undecideq

+ Add Option

+ Add Question

Anonymous Save Cancel

AR Type here to search

When you have created your Poll click “Save”. The “Poll” question will now be
set within the website “Meetings” page. You can edit or delete within this page
as required.
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PERSONAL Meet—ings Get Training
Profile
Upcoming  Previous  Personal Room  Meeting Templates
i
Webinars Details Poll
Recordings E
Title Total Questions Anonymous +Add Poll
Settings
> Poll 1: Using the Polling
. 1 question Yes Edit Delete
A Facility

> User Management

> Room Management

> Account Management

ﬂ P Type here to search =1} 5 ; 3 P A & = ) ENG 301,1:;,‘;02” L¢3
You can then return to the main Zoom application and your meeting.

Launching the Poll during your meeting

To launch the Poll during the meeting, as “Host” press the “Poll” icon on the
bottom of the screen. This will then display the pre-set polling question.
Pressing the “Launch Poll” will display the polling questions to all the delegates
and allow them to select their response.
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© polls

Polling 1: Using the Polling Facility

1. Do you enjoy using the polling facility

uffield Rotary Launch Polling

| /(I
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When the “Poll” is launched it will show the responses from the delegates
within the meeting. The host can end the polling at any time by clicking the
“End Polling “tab

[~]

=]

1. Do you enjoy using the polling facility

Yes
No

Undecided

End Polling

End

18:44
~ Q) ENG
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The host can then choose to share the results if required by selecting the
“Share Results” tab

o

Q Polls

Polling 1: Using the Polling Facility

End
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The host can end the sharing of the results by clicking the “Stop Share Results”
tab

Q
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so092020
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To return to the meeting screen and exit the results box click the X at the top
right hand corner of the results box.

Poll Reports

After the Poll has ended, you can obtain a poll report for subsequent analysis.
Log into your account on the Zoom website
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PERSONAL
Profile
Meetings
Webinars
Recordings

Settings

ADMIN
O User Management
O Room Management

O Account Management

Account Profile
Account Settings

Billing

Recording Management

IM Management

PLANS & PRICING CONTACT SALES

Usage Reports User Activity Reports

Daily
Active Hosts
Inactive Hosts

Show the users who are not active during a period.

Upcoming Events

View upcoming meetings and webinars.

Meeting View registration reports and poll reports for meetings.
Cloud Recording View detailed information about cloud storage usage by host.
Remote Support View in-meeting support sessions during a certain period.

SCHEDULE A MEETING

Show daily number of new users, meetings, participants and meeting minutes in a month.

View meetings, participants and meeting minutes within a specified time range.

If a participant requests removal of their personal information from your account, please go to Delete Participant's Personal Da

Click on the Meeting row, toggle Poll Report and Search for your reports using appropriate

dates...
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PERSONAL
Profile
Meetings
Webinars
Recordings

Settings

ADMIN

PLANS & PRICING

CONTACT SALES SCHEDULE A MEETING

Reports Usage Reports Meeting
Meeting Report Report Queue
Report Type ") Registration ROgrt @ Poll Report

Search by time range v From: | 2021-01-11 021-01-12

‘e

The report displays poll information for meeting that ended at least 5 minutes ago.

Maximum report duration: 1 Month

Scheduled Time Topic

Generate the appropriate report...
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PERSONAL
Profile
Meetings
Webinars
Recordings

Settings

ADMIN
O User Management
O Room Management

O Account Management

PLANS & PRICING

CONTACT SALES SCHEDULE A MEETING
Reports - Usage Reports - Meeting
Meeting Report Report Queue
Report Type Registration Report @ Poll Report
Search by time range ~ From: | 2021-01-11 i To:| 2021-01-12 =
Maximum report duration: 1 Month
0 Scheduled Time Start Time Topic Meeting ID

2020-04-2818:24:49  2021-01-1119:56:33 (QPersonal Meeting Room

2020-04-2818:24:49  2021-01-1112:29:01 (I -sona! Meeting Room

20200428 18:24:49  2021-01-111028:35 (Personat Meeting Room

JOIN A MEETING

JOIN AMEETING

HOST AMEETING ~

Document

Meeting ID

HOST A MEETING ~

Document
Attendees
7 Generate
33
9 Generate

which will then appear in your Report Queue, from where it may be downloaded...
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Zoom

PERSONAL

Reports Usage Reports Meeting Document
Profile
Meetings Meeting Report Report Queue
Webinars

Include reports that failed to generate results
Recordings Report Type Scheduled Time Start Time Topic MeetingID  Generate Time
Settings ' Apr 28, 2020 Jan 11,2021 - . Jan 12, 20, :

Poll Report 18:24:49 12:29:01 lersonal Meeting Room 17:00:13 Download

You should find a csv file in your Downloads folder which you should then import into
Excel...

AutoSave

B0 7786524456 _PollReport
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@ Possible Data Loss Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file format.
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This data may be used to generate graphs and reports within Excel, as required.
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Host;Participant | attend Zoom
Co-host;| icipant || attend Zoom
Participant | attend Zoom
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