
Using Zoom

Key Points

• It seems likely that using Zoom effectively involves setting up meetings with clear audio and video,
using features like recording, captions, and invitations for better collaboration.

• Research suggests recording meetings can be done locally or to the cloud, with advanced settings for
quality and separate audio tracks.

• The evidence leans toward captions improving accessibility, with options for automated or manual
transcription during meetings.

• Inviting participants can be done via URL, email, or calendar, with advanced security like passwords
for controlled access.

• Managing notifications, such as email alerts for recordings, can be customized to reduce distractions
during meetings.

Using Zoom Effectively

Zoom is a powerful tool for virtual meetings, and using it effectively can enhance communication and
productivity. Start by testing your audio and video settings before meetings to ensure clarity. Mute your
microphone when not speaking to minimize background noise, and position your camera at eye level for
better engagement. For larger meetings, consider using features like polls or breakout rooms to keep
participants involved.

Advanced Usage and Specific Features

Zoom offers several advanced features that can elevate your meeting experience:

• Recording Meetings: You can record meetings locally on your computer or to the cloud if you have
a paid plan. To set up, go to Preferences > Recording and choose your storage location. During the
meeting, click “Record”to start, and stop when finished. For better quality, enable HD video and
consider recording separate audio files for each participant, which is great for editing later. Access
recordings in your specified folder for local saves or the Zoom web portal for cloud recordings.

• Captions and Live Transcription: Captions improve accessibility, especially for hearing-impaired
participants. As a host, enable closed captioning in Settings > Meeting > In Meeting (Advanced). During
the meeting, click “Captions”to start, and participants can turn them on or off. Zoom offers automated
captions via AI, which may have some inaccuracies, or you can use manual captions with a designated
typist. Live transcription supports English and can be saved as a text file for reference.

• Inviting Participants: Invite others by starting a meeting and clicking “Invite”to copy the URL or
send via email. For scheduledmeetings, use your calendar to send invitations with options like meeting
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passwords for security. During a meeting, add more participants by clicking “Participants”then “Invite”
. Use waiting rooms to control who joins, enhancing meeting security.

• Managing Notifications: Customize notifications to avoid distractions. Go to the Zoom web portal,
click “Settings”> “Email Notification”to adjust alerts for meeting recordings or reminders. In the desk-
top app, under Preferences > Notifications, set do-not-disturb hours or turn off in-app alerts for chat
messages, ensuring focus during meetings.

Detailed Survey Note on Using Zoom Effectively

This comprehensive guide explores how to use Zoom effectively, focusing on advanced features like record-
ing, captions, inviting participants, and managing notifications. Drawing from various online resources, in-
cluding university guides and Zoom’s official support, this note provides a detailed breakdown for users
seeking to optimize their virtual meeting experience as of February 27, 2025.

Recording Meetings in Zoom Recording meetings is a key feature for capturing discussions, and
Zoom offers both local and cloud options. To set up, users can navigate to the Zoom desktop app, select
Preferences, and go to the Recording tab. Here, choose the storage location for local recordings or enable
cloud recording if on a paid plan (e.g., Pro, Business, or Enterprise, with varying cloud storage limits). The
process involves clicking “Record”during the meeting, which can be stopped at any time, and files are
processed post-meeting.

For advanced usage, consider optimizing settings for quality. Enable “Record a separate audio file for each
participant”to facilitate post-editing, as highlighted in a guide from FilmKraft (Zoom Recording Guide). This
feature is particularly useful for interviews or panels, allowing individual audio tracks. Additionally, enable
HD video in the Video tab for potential 720p resolution, though internet speed impacts quality. The guide
recommends using external equipment like Logitech C920x Pro webcams or Blue Yeti microphones for better
results, and ensuring good lighting (e.g., by a window) and a stable internet connection (e.g., ethernet over
WiFi).

Accessing recordings varies by method: local files are saved to the chosen folder, while cloud recordings
appear in the Zoom web portal under the “Recorded”tab. Sharing can be done via email or by granting
access to cloud links, making it easy to distribute content to absent participants.

Step Details

1 Dial in Recording Settings: Download latest Zoom, go to Preferences > Recording. Select
destination, check “Record separate audio file for each participant”, optimize for 3rd party
video editor.
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Step Details

2 Check Video Settings: Enable HD in Video Tab, consider “Touch up my appearance”
(optional, may blur skin tones, recommend off for editing).

3 Audio Settings: In Audio Tab > Advanced, enable “Original Sound”and “High fidelity music
mode”for better audio (48Khz, 96Kbps mono/192kbps stereo, requires fast internet).

4 Recording Basics: Click “Record”to start, pin participant’s video for focused recording, files
generated post-meeting.

Using Captions in Zoom Captions enhance accessibility, crucial for inclusive meetings, and Zoom pro-
vides both automated and manual options. To enable, hosts go to the Zoom web portal, select Settings >
Meeting > In Meeting (Advanced), and toggle on “Closed captioning”and “Enable live transcription service”
. During the meeting, click “Captions”in the toolbar to activate, and participants can turn them on by se-
lecting “Show Captions”, with options to customize (e.g., white text on black background, draggable at the
bottom).

Automated captions, powered by AI, are convenient but may have inaccuracies, as noted in a guide from
the Disabled Students Program at UCSB (Closed Captions in Zoom). For higher accuracy, manual captions
can be assigned to a participant or use a third-party service. Live transcription, supporting English only,
can be viewed in full by selecting “View Full Transcript”and saved as a .txt file, useful for meeting notes.

Action Steps Notes

Enable
Captions
(Host)

Select More > Captions, “Show Captions”
button appears.

Participants can turn on closed
captions/live transcription.

Turn on
Closed
Captions
(Participants)

Select Show Captions, confirm/choose
language, select Save.

Subtitles appear at bottom,
draggable. Default: white text, black
background. Modify via Caption
Settings.

Turn off
Closed
Captions
(Participants)

Select Hide Captions. Turns off only for the user who
selected it.

Use Live
Transcription

Select caret next to Hide/Show Captions > View
Full Transcript. Transcript appears, save as .txt.

Supports English only; clear speech
recommended for accuracy.

This feature is particularly valuable for educational settings, as seen in a guide fromDePaul University (Using
Captions in a Zoom Meeting), emphasizing universal design for inclusion.
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https://dsp.sa.ucsb.edu/faculty-resources/closed-captions-zoom
https://resources.depaul.edu/teaching-commons/teaching-guides/technology/zoom/Pages/captions.aspx
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Inviting Participants to ZoomMeetings Inviting participants is straightforward, with options for instant
and scheduled meetings. To invite during an instant meeting, click “Invite”to copy the meeting URL or use
email services integrated into Zoom, such as Outlook or Gmail, as detailed in a guide from the University
of Pittsburgh (Zoom Meetings: Etiquette and Best Practices). For scheduled meetings, use the “Schedule”
button, enter details, and select calendar types (e.g., Google Calendar), sending invitations with meeting
passwords for security.

Advanced usage includes managing participant access with waiting rooms, restricting joins to invited par-
ticipants only, and assigning roles (e.g., co-hosts). A guide from Texas Law Help (Zoom on Desktop: How
to add or invite another person to the meeting) notes sharing the invite link and ensuring participants have
the meeting passcode, enhancing security for sensitive meetings.

Managing Notifications in Zoom Notifications can be distracting, but Zoom allows customization to
suit user preferences. Email notifications, such as alerts for cloud recording completion, can be adjusted in
the Zoom web portal under “Settings”> “Email Notification”, as outlined in a guide from the University of
Delaware (Adjust Zoom Email Notification Settings). Options include toggling off notifications for deleted
recordings to reduce clutter.

In-app notifications, like chat message alerts, can be managed in the desktop app under Preferences >
Notifications. Users can set do-not-disturb hours or disable specific alerts, ensuring focus during meetings.
A community discussion on the Zoom Community forum (Zoom Desktop Notifications - HOW TO TURN OFF)
highlights user frustrations with pop-up notifications, suggesting customization as a solution.

This detailed approach ensures users can tailor Zoom to their needs, enhancing productivity and reducing
distractions in virtual meetings.

Key Citations

• Zoom Recording Guide for Video Editing
• Closed Captions in Zoom for Accessibility
• Using Captions in a Zoom Meeting for Education
• Zoom Meetings Etiquette and Best Practices
• Zoom on Desktop How to Invite Another Person
• Adjust Zoom Email Notification Settings Guide

4

https://www.technology.pitt.edu/blog/zoom-tips
https://texaslawhelp.org/article/zoom-on-desktop-how-to-add-or-invite-another-person-to-the-meeting
https://texaslawhelp.org/article/zoom-on-desktop-how-to-add-or-invite-another-person-to-the-meeting
https://ats.udel.edu/conferencing/zoom/email-notifications/
https://community.zoom.com/t5/Zoom-Meetings/Zoom-Desktop-Notifications-HOW-TO-TURN-OFF/m-p/107226
https://www.filmkraft.tv/guides/record-zoom-meetings
https://dsp.sa.ucsb.edu/faculty-resources/closed-captions-zoom
https://resources.depaul.edu/teaching-commons/teaching-guides/technology/zoom/Pages/captions.aspx
https://www.technology.pitt.edu/blog/zoom-tips
https://texaslawhelp.org/article/zoom-on-desktop-how-to-add-or-invite-another-person-to-the-meeting
https://ats.udel.edu/conferencing/zoom/email-notifications/
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