 Setting up hybrid meeting 
Zoom Computer and remote screen
Materials:
	Computer with Zoom Pro (or better) and video connection. Zoom basic allows only 40-minute connection.
	Remote Screen with connection compatible with computer.
	Video cable or wireless.
	Connection to Internet.
	Extension cord for 120 Volts (optional if computer battery is good).
Note: There are many different USB connectors and several video connectors. Be sure you have the proper types for the equipment you will use or that you have adapters.
Procedure:
Note: Steps 1-3 below are the same if you are connecting the computer to the screen for in-room viewing or for a hybrid meeting.
1. Power on Zoom computer and remote screen. Log onto the computer operating system.
2. Connect computer to remote screen, either wireless or with video cable. If using a Windows computer, the best wireless connection is wireless HDMI or wired HDMI. Note: if your computer has Display Port instead of HDMI you may need an adapter to convert to HDMI.
If the computer and screen both have any of the following you may be able to use these connections:
	Apple AirPlay,
	HDMI wired or wireless,
	VGA (DB-15) connectors, or
	USB-C.
3. If using Windows computer, hold down the “Windows” key and press “P”, select Duplicate. With Extend, you cannot have the in-room audience and online audience seeing the same screen. 
If not doing hybrid, Extend would probably be better.

4. Launch Zoom on computer
5. Select your meeting, hit Start if asked. Either “Turn on” or “Close” AI Companion.
6. Admit remote connections as requested on top of the Zoom Computer screen.
Meeting room speaker and microphone 
Computer audio is frequently not good for medium or larger audiences. This step is:
· Optional for fewer than 10 audience members,
· Recommended for 11 through 25 audience, or
· Mandator for audiences larger than 25 members
Materials
Conference room speaker/microphone (example Anker Power Conf, model A3301)
Procedure
1. Plug an external, conference room speaker and microphone into the USB port on the Zoom computer. 
2. Launch Zoom if not done earlier.
3. In the lower left corner of the Zoom screen, click on the up arrow to the immediate right of the microphone icon.
4. Select the device connected in step 1 of this procedure.
5. TEST the audio, send and receive, with the computer before the meeting begins!!!
Adding second camera to view audience 
Optional but recommended so remote viewers can see in-person audience
Materials:
Device with video camera capable of connecting to Zoom (maybe a smart phone, iPad, or laptop computer).
Tripod for above device.
Note 1: Zoom Host computer will probably support only 1 camera, the one normally on top of the screen and intended to capture the speaker. For the remote audience to see the in-person audience, connect a second camera (which means a second Zoom device and setup) and connect as listed below.
Note 2: Be sure your device (Smart phone, iPad, or laptop) is fully charged.
Assuming using a smart phone (iPad should be the same but has not been tested).
Procedure:
1. Launch Zoom on the phone and tap “Join meeting” then either enter meeting ID, or respond to email invite if it is on the phone.
2. If a speaker icon is shown in the upper right of the smart phone screen, tap on it and select “No audio”.
3. Tap “Join” is asked.
4. On Zoom Host computer click on Admit (top of screen) to allow remote attendees access. This second camera will appear to be a remote device to Zoom.
5. On smart phone, tap on right of screen to bring up Zoom tool bar. Hit mute on the microphone if it is not already muted.
6. Adjust phone and tripod to see as much audience as possible.
PowerPoint (optional)
Procedure:
1. If you want to use PowerPoint on the Zoom Host Computer, click “View” on upper right of Zoom screen. Click “Exit full screen”
2. Move Zoom screen out of the way (suggest down).
3. Launch PowerPoint and select file to display
4. Move Zoom screen back to center of computer screen
5. Select Share
6. Select Application Window and desired Presenter Layout. I use the screen with PPTX and Presenter “As Background” You can move presenter on screen to where it doesn’t cover the PowerPoint information. 
7. If the presenter looks ghosty, click on the up arrow to the right of the Video camera icon in the lower left corner of the Zoom screen, click on Video Settings, click on Virtual backgrounds, click on “None”, and close the window by clicking on the “x” in the upper right. 
8. Click “Share” on bottom of the screen
9. Click “Slide Show” on Power Point ribbon, then click “Start at beginning”
10. You will not be able to see your image on your screen, but your users will see the presenter on their screens.
Other technical challenges (all optional)

Additional material: handheld control with Wireless USB connector
Challenge 1. I like to use a handheld control for advancing slides. Plug control into a USB port on the PowerPoint computer after PowerPoint is brought up. Power on the control and test it for Forward, Back, and Turn display off and on. Pointer probably will be washed out and not visible on the screen.
Additional material: Alternate or multiple cameras on speaker
Challenge 2(a). (Possible in a TM meeting.)  It may be desirable to have a camera capture the speaker speaking and at other times to have the camera capture the project the speaker is discussing. 
Solution 2(a)1. This could be done by having a camera-person moving the single camera from looking at the speaker then looking at the project and then back. This would be the quick-and-easy manner but would not look professional to the viewers. 
Solution 2(a)2. Another solution would be to have two cameras, one fixed on the speaker and the other fixed on the project. The operator would then use the Zoom Video Icon to switch between cameras.
Solution 2(a)3. Another solution would be to perform the project before the meeting and take photos of the desired steps, place the photos on the Zoom host computer, and share the screen to share the steps in the project.
Challenge 2(b). (Possible in a TM meeting) As Zoom Master, I like to be able to see the Zoom computer when sitting at my seat even when I am not presenting. The camera built into the zoom computer will be pointing at me, not the speaker. Solution. Use another web camera on a tripod to capture the speaker. It can be mounted higher so look more directly at the speaker and not up his or her nose. Plug the camera into a USB port on the computer. In the lower right corner of the Zoom screen, click on the symbol to the right of the VIDEO icon and select the camera you added. Note: this description is for a webcam, not another Zoom device. Your Zoom computer still has only one active camera, now it is the webcam, not the built-in camera.
Challenge 2(c). (Highly unlikely in a TM meeting, possible in corporate meeting with remote VPs or Division Heads.)  It may be necessary to have multiple speakers in a meeting and you would like to, or need to, have each one on his/her own camera. Or perhaps have one camera capturing the speakers on the right, another camera capturing the speakers on the left, and a third camera capturing the speakers at the end of the table. Solution. If you don’t have a conference room with multiple cameras set up for remote meetings, get as many cameras as you need and hook them through a USB expander to the Zoom host computer. Then have someone use the Video icon in the lower left corner of the Zoom screen to switch to the desired camera.
The step above of “Adding second camera to view audience” above is similar to Challenge 2(a), except Challenge 2(a) puts more emphasis on the person in the in-person audience that is speaking, not the speaker in front of the room.
Additional material: USB port multiplier
Challenge 3. (Likely necessary in a TM meeting) The above setup may use more USB plugs than ports on the computer. If so, use a USB Port multiplier. Be sure to test this in advance because some devices use power supplied by the computer through USB and some USB port multipliers do not pass on enough power. If you have that problem, plug the devices that need more power directly into the computer and the devices that use less power into the port multiplier. Or you can use a powered USB port multiplier and it will supply the needed power to all devices.
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