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Newest updates are bolded.

Breakout Rooms

Purpose: Breakout rooms are separate sessions (isolated in terms of audio and video)
from the main session that can be used for collaboration and discussion of the meeting.
Features: Hosts can share their screens to all breakout rooms; broadcast messages to
all breakout rooms; join breakout rooms; move participants between breakout rooms;
create, remove, and rename breakout rooms after launch; save breakout rooms for
future use; and view statuses of participants in breakout rooms. Participants can self-
select which breakout room to join; share their screens in breakout rooms; and record
in a breakout room.

How to Enable

How to Preassign Participants to Breakout Rooms

How to Manage Breakout Rooms

How to Participate in Breakout Rooms

Enable/DlsabIe Chat

Purpose: Chat allows participants to type messages to each other during a meeting.
Features: Hosts can adjust participants’ ability to chat privately or publicly. All Zoom
users can adjust their Zoom chat notification settings.

How to Disable Private Chats

How to Disable Chat

How to Change Chat Notification Settings

Focus Mode

Purpose: “Designed with the digital learning environment in mind,” focus mode “allows
students to stay attentive or work on their tasks while under supervision, without being
distracted by others and their tasks”

Features: Participants cannot see each other’s videos but can see their own video and
other participants’ names, nonverbal feedback or reactions, and hear them when
unmuted

How to Enable


https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms
https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms#h_01F0WE7DPPTMX7B84GHVQP5A2R
https://support.zoom.us/hc/en-us/articles/360032752671-Pre-assigning-participants-to-breakout-rooms
https://support.zoom.us/hc/en-us/articles/206476313-Managing-breakout-rooms
https://support.zoom.us/hc/en-us/articles/115005769646-Participating-in-breakout-rooms
https://support.zoom.us/hc/en-us/articles/115004809306-Enabling-or-disabling-in-meeting-chat
https://support.zoom.us/hc/en-us/articles/360060835932
https://support.zoom.us/hc/en-us/articles/115004809306#h_01F541Y54SB6G7T20FD81NSDR0
https://support.zoom.us/hc/en-us/articles/360061113751-Using-focus-mode-#h_01FCC37Y5QD7GYB35S3HX94MYA
https://support.zoom.us/hc/en-us/articles/360061113751-Using-focus-mode-#h_01FCC38B7JSJG9WZ7Y90HRXVM4

How to Use

Custom Gallery View

Purpose: Easily take attendance in a meeting or class

Features: Save the arrangement of participants as a custom seating chart for a meeting
How to Reorganize the Gallery View

How to Save for Future Use

Meeting Templates

Purpose: Easily create multiple meetings with the same settings

Features: Use one meeting’s settings (like allowing participants to join before host,
recording automatically, and muting participants upon entry) for other meetings
Create a Template

Schedule a Meeting from a Template

Polls & Quizzes

Purpose: Engage meeting participants by soliciting their input or assessing their
knowledge

Features: Question types include single choice, multiple choice, matching, rank order,
short answer, long answer, fill in the blank, and rating scale. Questions can display
images, can be answered anonymously, and can have correct answers. Hosts can see
results live and share them with meeting participants. The same polls and quizzes can be
made available in all your meetings. Poll and quiz reports can be downloaded.

How to Enable
How to Create

Post Meeting Survey

Purpose: Collect feedback from meeting participants as soon as a meeting ends
Features: Meeting hosts create a survey that Zoom displays in participants’ browsers as
soon as the meeting ends. Question types include single choice, multiple choice, rating,
and long answer.

How to Enable


https://support.zoom.us/hc/en-us/articles/4411732965389-Using-focus-mode-in-a-Zoom-Room#h_01FCC38GFMXB9CXC5P47FK3VKB
https://support.zoom.us/hc/en-us/articles/4413866054285-Setting-a-custom-gallery-view-order-
https://support.zoom.us/hc/en-us/articles/4413866054285-Setting-a-custom-gallery-view-order-#h_01FMR42KEQRWJG4NR88MY2Z0GD
https://support.zoom.us/hc/en-us/articles/4413866054285-Setting-a-custom-gallery-view-order-#h_01FMR42QBZDC3Y8W9QZ2R1A7JT
https://support.zoom.us/hc/en-us/articles/360036559151-Meeting-templates
https://support.zoom.us/hc/en-us/articles/360036559151-Meeting-templates#h_3970d0b0-228d-4322-be20-d35517ae51ec
https://support.zoom.us/hc/en-us/articles/360036559151-Meeting-templates#h_86f06cff-0852-4998-81c5-c83663c176fb
https://support.zoom.us/hc/en-us/articles/4412325214477-Advanced-polling-and-quizzing-for-meetings
https://support.zoom.us/hc/en-us/articles/4412324684685#h_01FK6N1APT7JCR00HMGQ9G95S2
https://support.zoom.us/hc/en-us/articles/4412325214477#h_01ETTJHB1NSXG2A5E1PQ5X3ZB9
https://support.zoom.us/hc/en-us/articles/4404969060621-Using-post-meeting-survey-and-reporting
https://support.zoom.us/hc/en-us/articles/4404939095053

e How to Use

Wh|teboa rd

Purpose: Share live visualizations or collaborate with meeting participants

e Features: Draw shapes or lines, write, or highlight, create lines or arrows, type text,
create sticky notes, upload images, erase, or change colors. Determine whether meeting
participants can collaborate, view, or comment. Whiteboards are automatically saved
to your Zoom desktop client and web portal account.

e How to Create

e How to Share

e Zoom Whiteboard User Guide



https://support.zoom.us/hc/en-us/articles/4404969060621-Using-post-meeting-survey-and-reporting
https://support.zoom.us/hc/en-us/articles/4410916881421
https://support.zoom.us/hc/en-us/articles/4410916881421#h_01G02Y6HXHRPSH11XCXECNZYWM
https://support.zoom.us/hc/en-us/articles/4410916881421#h_01G02YEEDT8PK53TPPSTSF601M
https://support.zoom.us/hc/en-us/articles/5304058491405
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