Zoom Quick Guide

Zoom User Guide (for hosts)
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1. Sign in CUHK Zoom Portal
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1. Access https://cuhk.zoom.us (or https://cuhk.zoom.com.cn/profile

in China). Click “Sign in”.

@) Video Conferencing, Web Confe: X +

& C {} & cuhkzoom.us

200Mm

Video Conferencing

Join Connect to a meeting in progress

Start a meeting

(]

Sign in Configure your account

Made with Zoom

\g Started Download Client Zoom Support
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2. Sign in via CUHK Login.

& Signin X 4+

sts.cuhk.edu.hk

CUHK LOGIN

For Office 365, @Link, LibrarySearch and more

Login with

Student: Student-ID @ link.cuhk.edu.hk
Staff: alias @cuhk.edu.hk

Alumni: glumni-ID@link.cuhk.edu.hk
Password: OnePass Password

[Login D ]

OnePass Password

Login Help

Change Current / Expired Password

Forgot Alumni ID / Password

Gopyright 2016. All Rights Reserved.
Information Technology Services Centre The Chinese University of Hong Kong Contact ITSC
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2.S5Schedule a meeting

Ak LR https://www.cuhk.edu.hk/elLearning

) The Chinese University of Hong K
oo The ese University of Hong Kong



https://www.cuhk.edu.hk/
https://www.cuhk.edu.hk/eLearning

1. Click “Schedule a Meeting”.

- O
®m My Profile - Zoom b4 +
< C { @& cuhkzoom.us S % Incognito
18887998854 RESOURCES ~  SUPPORT
2 OO' l I SOLUTIONS PLANS & PRICING COMNTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING «
_ Edit
Meetings
Webinars
Recordings
Change
Settings
Personal Meeting ID Edit
Account Profile
Reports
Personal Link Customize

Attend Live Training

Sign=In Email Edit
Wideo Tutorials
Knowledge Base
User Type Licensed @
5 ¥ 5 .
A& LK https://www.cuhk.edu.hk/eLearning
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2. Fill in the details of the meetings. Click “Save”.

O

W Schedule a Meeting - Zoom x 4+

& C { & cuhkzoom.us 8 % Incognito

REQUEST A DEMO 1.888.799.8854 RESOURCES - SUPPORT

ZOOI l l SOLUTIONS - PLANS & PRICING COMNTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST A MEETING -
Profile My Meetings = Schedule a Meeting
Meetings Schedule a Meeting
Webinars P .
Topic My Meeting]
Recordings ; ’
Settings Description (Optional) Enter your meeting description
4
Account Profile
Reports
When 06/16/2020 | [ | 500 < | PM -~
Duration 1 =~ |hr| O « |min
Attend Live Training
Video Tutorials Time Zone ({GMT+8:00) Hong Kong SAR w

Knowledge Base

[ Recurring meeting

R
_ The Chinese University of Hong Kong
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(Continued)

Registration

Schedule For

Meeting ID

Meeting Password

Video

Audio

Meeting Options

Alternative Hosts

H#EFXRE
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[0 Required
Mysell
® Generate Automatically (O Personal Meeting ID

Require meeting password

Host ) on @ off

Participant O on @ off

(O Telephone O Computer Audio @ Both

Dial from Hong Kong SAR and other 1 country  Edit

O Enable join before host
Mute participants upon entry
Enable waiting room

O Only authenticated users can join

[0 Breakout Room pre-assign

O Record the meeting automatically

Example: mary@company.com, peter@school edu

https://www.cuhk.edu.hk/elLearning

It is recommended to follow
“Information Security Best
Practices” > “Online Meeting /
Video Conferencing” to protect
your data from cybersecurity
threats.
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3. You can create Poll on the next page. For more: Zoom Help
Center: Polling for Meetings

= | r— * Hosts need to be using the
wesinas o desktop client to manage

polling.

Acmr:ist - Add to [ Google Calendar ] [ Eﬁ Outlook Calendar (.ics) ] [e‘f’ahoo Calendar ] On/y the Origina/ meeting
s Meeting D host can edit or add polls

during a meeting. If the

N host or co-host role is

e transferred to another user,
e that user will only be able to
launch polls already

Meeting Options

Delete this Meeting

Dial from Hong Kong 5AR and other 1 coun:

Enable join before host

~ Mute participants upon entry (2

~ Enable waiting room

Only authenticated users can join

Record the meeting automatically

Save as a Meeting Template

Edit this Meeting

Start this Meeting

You have not created any poll yet.

Add 4

H#EFXRE
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created.

If a poll is relaunched in a
meeting, the poll report will
only display the last poll
occurrence.
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Registration

* To learn about Registration, please see Zoom Help Center: Setting up registration for a meeting

* Please note: if a registrant passes the link to another person who has not registered the
meeting, that person would be able to join the meeting.

BB &2+ x ke . ,
B e Chinese University of Hong Kong https://www.cuhk.edu.hk/elLearning 12
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Waiting Room

 Starting from 4t May 2020, the Waiting Room feature would be automatically turned on by
default. If you have created your meetings before 4" May 2020, please review and enable this
option for the protection.

* To learn how to control when a participant joins the meeting, see Zoom Help Center: Waiting
Room

* Participants should use the latest version of Desktop Client or Mobile App to join the meeting.
To download the Client or the App: Zoom: Download Center

hinese University of Hong Kong
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Only authenticated users can join (CUHK only)

If you would like to restrict the meeting to CUHK users only, please update the settings as
follows:

1. Access https://cuhk.zoom.us > "Settings" > "Schedule Meeting” (under “Meeting”) > Scroll
down a bit and enable "Only authenticated users can join meetings"
You should see "CUHK only (Default)" for "Meeting Authentication Options".

Profile Festing: | Recording Use Personal Meeting ID (PMI) when starting an instant C)
— meeﬁng

Meetings

Schedule Meeting

Webinars
In Meeting (Basic)

Recorcings In Meeting (Advanced)

Require a password for Personal Meeting 1D (PMI

Account Profile Other

Reports

Only authenticated users can join meetings () Modified Reset

The participants need to authenticate prior to joining the
meetings, hosts can choose one of the authentication
methods when scheduling a meeting.

Meeting Authentication Options:
FRETLRE CUHK only (Default)  Edit Hide in the Selection 14

The Chinese University of Hong Kong
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Only authenticated users can join (CUHK only)

2. Then, when you "Schedule a Meeting", select "Only authenticated users can join". Then you
should be able to see "CUHK only" and "*.cuhk.edu.hk" under the option. Save this setting and
the meeting should be only accessible to CUHK users.

Meeting Options [] Enable join before host

Mute participants upon entry

Enable waiting room

Only authenticated users can join: CUHK only
*.cuhk.edu.hk Edit

[] Breakout Room pre-assign

[] Record the meeting automatically

AT LKXE https://www.cuhk.edu.hk/elLearning
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Breakout Room

Pre-assign students to Breakout Rooms with StudentID@link.cuhk.edu.hk (instead of
alias@link.cuhk.edu.hk). For the steps of Breakout Room pre-assignment: Zoom Help Center: Pre-

assigning participants to Breakout Rooms

Set the meeting to “Only authenticated users can join: CUHK only”. Participants (students) would
then use StudentID@link.cuhk.edu.hk to join the meeting and be assigned to the breakout rooms

Check the prerequisites for participating and managing Breakout Room:

— Zoom Help Center: Participating breakout rooms

— Zoom Help Center: Managing breakout rooms

—  We suggest users to use the updated Desktop Client / Mobile App: Zoom: Download Center

In case you notice participants are not assigned to the rooms in the meeting, try to use “Recover
to pre-assigned rooms” under “Recreate” to see if it helps. For more: Zoom Help Center: Reverting

to pre-assigned breakout rooms

AE#HF L KE . )
The Chinese University of Hong Kong https://www.cuhk.edu.hk/elLearning 16
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Alternative Hosts

* The alternative host must have a CUHK computing account. For staff, please input her/his @cuhk.edu.hk

email address for assigning alternative host. For student, please input StudentID@Ilink.cuhk.edu.hk,
instead of alias@link.cuhk.edu.hk.

» Before you assign the user as the alternative host, s/he needs to activate his/her CUHK ZOOM account
first. To activate the CUHK Zoom user account, please sign in CUHK zoom portal at https://cuhk.zoom.us
(or https://cuhk.zoom.com.cn/profile for users in China). Then, you can add him/her as an alternative
host.

* According to Zoom Help Center, a host (meeting owner) can host up to 2 meetings at the same time on
the desktop client with “join multiple meetings simultaneously” enabled. Please consider making use of

scheduling privilege instead of alternative host if you need to schedule meetings that overlap. For more:

— Zoom Help Center: Can | Host Concurrent Meetings?

— Zoom Help Center: Joining multiple meetings simultaneously on desktop

— Zoom Help Center: Scheduling privilege

* For more, please refer to Zoom Help Center: Alternative host

AT LKXE https://www.cuhk.edu.hk/elLearning
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3.

Copy and send the invitation

A#F L K& . :
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1. You should be able to see the meeting URL and invitation
under “Meetings” > Click the Topic.

z OOl l . SOLUTIONS - PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING -

Profile Upcoming Meetings Previous Meetings Personal Meeting Room W Get Training

Meeting Templates
sl s Schedule a New Meeting Join a meeting from an H.323/5IP room system

Recordings .
Show meetings by host:  All -
Settings
Account Profile Start Time = Topic = Meeting ID
Recurrin Start Delet
Reports & : -
Recurring Start Delete
Attend Live Training Recurring RecurringMeeting Start || Delete
Video Tutorials Recurring Start Delete
Knowledge Base Fri, Jun 19 Start Dele°
14N ARA
A& P LK 2 https://www.cuhk.edu.hk/eLearning 19
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2. Click “Copy Invitation”. You can then copy the meeting
details and send it to students (e.g. using Blackboard Email
Announcement feature.)

ZOOI l I SOLUTIONS « PLAMS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING
Profile My Meetings Manage "RecurringMeeting”
. Start this Meeting
Meetings
Topic RecurringMeeting
Webinars
Recordings Time Recurring meeting
Settings Add to [ Google Calendar ] [ ﬂi Outlook Calendar (ics) ] [ @Yahco Calendar ]

Account Profile

Reports Meeting ID

Meeting Password rresrerr Show

Attend Live Training

Invite Link https: #cuhk.zoom.us/j/ (G Copy Invitation
Video Tutorials
Knowledge Base

Video Hast Off

Participant Off o

Audio Telephone and Computer Audio

Aok LR https://www.cuhk.edu.hk/eLearning 20
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4. Install and Update Zoom
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1. Download and Install Zoom from Zoom: Download Center

2 OOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST A MEETING ~ SIGN IN SIGN UP, IT'S FREE

Download for IT Admin ~

Download Center

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Download Version 5.1.0 (27830.0612)

AT LKXE https://www.cuhk.edu.hk/elLearning
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2. Before you start the meeting, you are advised to check if the

desktop client is updated. For more: Zoom Help Center: Upgrade /
update to the latest version

Q Zoom

&

Upcoming

Meeting ID:

Recurring meeting

Recorded

Home

©
-

Chat Meetings

My Meeting

Recurring

Contacts

Show Meeting [nvitation

) Search

=) | Add a Personal Note

£ Setiings

® fvailable
@ Away
@ Do not disturb

Change My Picture
Try Top Feaftures

Help

LICENSED

Check for Updates

Switch to Portrait View
Switch Account

Sign Out

https://www.cuhk.edu.hk/elLearning
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=

s N

5.Start the meeting

Ak LR https://www.cuhk.edu.hk/elLearning
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1. Open Zoom. Click “Sign In”. Select “Sign in with SSO”.

) Zoom Cloud Meetings — > ) Zoom Cloud Meetings — x
ZOOI l l Sign In
[Enter your email ] Q Sign In with 550
Sign In ] _ s ] ] )
() Keep me signed in Sign In f Sign In with Facebook |
Version: 5.0.5 (26213.0602) ¢ Back Sign Up Free
ALK https://www.cuhk.edu.hk/eLearning 25
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2. Enter “cuhk” for Company Domain. Sign in via CUHK Login and

follow the instruction to launch the application. Click “Continue”.

) Zoom Cloud Meetings

Sign In with SSO

[ Company Domain

cuhk

L00IM.Us ]

| do not know the company domain

¢ Back

H#EFXRE

The Chinese University of Hong Kong
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3. Select the meeting under “Meetings” > “Upcoming” and click
“Start”.

2 Zoom - O ht
R - 0 Q. Search
Home Chat Meetings Contacts
o Upcoming Recorded (+)
RecurringMeeting
Recurring

-

fa Copy Invitation # Edit X Delete

Show Meeting Invitation

RecurringMeeting

Host: Prin Lau

Meeting ID: 193 708 289

AE#HF L KE ) ;
The Chinese University of Hong Kong https://www.cuhk.edu.hk/elLearning
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4. Test your speaker and Microphone, or Join with Computer
Audio.

Please check “Security” for the in-meeting security options as
well: Zoom Help Center: In-meeting security options

) Zoom Meeting Participant 1D: — O >
a . Talking:

Meeting Topic: &) Choose OME of the audio conference options .

Host: Phone Call Computer Audio

Password:

Invite Link:

Join with Computer Audio

Test Speaker and Microphone

Participant ID:
[} Automatically join audio by computer when joining a meeting

L4 @

Join Audio Share Screen Invite Others

] AR T X X% https://www.cuhk.edu.hk/elLearning

)5 -" The Chinese University of Hong Kong
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6. Recording

https://www.cuhk.edu.hk/elLearning
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1. You can perform either Cloud Recording or Local Recording.
For more, please refer to Zoom Help Center: Recording
The recording will start processing after it has been ended.

) Zoom Meeting Participant ID: — O *
L

Meeting Topic: RecurringMeeting

Host:

Password:

Invite Link:

Participant ID:

Join Audio

Participants

AT LKXE https://www.cuhk.edu.hk/elLearning 30
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Recording Chat

* If you save the chat to the cloud, it will only save chats that were sent to everyone and
messages sent while you were cloud recording (i.e. the chat between a specific participant and
the host would not be recorded). For more: Zoom Help Center: Saving in-meeting chat

BB &2+ x ke . ,
B e Chinese University of Hong Kong https://www.cuhk.edu.hk/elLearning 31
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Recording Gallery View

You have to update the setting as follows to allow the recording of Gallery View:

* Sign in https://cuhk.zoom.us/ > “Settings” > “Recording” > “Record gallery view with shared screen”

> “Save”.

Profile
Meetings
Webinars

Recordings

Account Profile

Reports

Attend Live Training
Video Tutorials

Knowledge Base

H#EFXRE

The Chinese University of Hong Kong

Meeting Telephone

Recording
Local recording
Allow hosts and participants to record the meeting to a local file

Hosts can give participants the permission to record locally

Cloud recording

Allow hosts to record and save the meeting / webinar in the cloud

Record active speaker with shared screen

Record gallery view with shared screen (@

Record active speaker, gallery view and shared screen separately
Record an audio only file
Save chat messages from the meeting / webinar

Advanced cloud recording settings

Add a timestamp to the recording (@)

Display participants’ names in the recording

Record thumbnails when sharing (7)
Optimize the recording for 3rd party video editor (3
Audio transcript (%)

Save panelist chat to the recording (@)

concel

If you are in gallery view, the recording will
be similar to the meeting client and display
a grid layout of participants' video. The
gallery view recording can only display a
maximum of 25 participants.

 Zoom Help Center: Recording Layout

https://www.cuhk.edu.hk/elLearning
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Recording in Breakout Rooms

e Zoom Help Center: Managing breakout rooms:

— If the meeting is being cloud recorded, it will only record the main room, regardless of what room
the meeting host is in.

— If local recording is being used, it will record the room the participant who is recording is in.
Multiple participants can record locally.

# P Xk # https://www.cuhk.edu.hk/eLearning 33
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Managing Cloud Recordings

* You can manage your cloud recordings under “Recordings” > Cloud Recordings > Share.... For
more: Zoom Help Center: Managing Cloud Recordings

SOLUTIONS v  PLANS & PRICING  CONTACT SALES SCHEDULE AMEETING  JOINAMEETING  HOSTAMEETING .
200Mm * Anyone with the

Profile Cloud Recordings Local Recordings Settings recordlng //nk

Meetings and passcode

Webinars From| mm/dd/yyyy |[E To| 06/16/2020 |5§ All Status v W[ / / be a b / e to

[ ] access the
Search by ID - O Export
Settings recording.
Delete Selected Delete All Trash (15)
Account Profile
Reports O Topic ID Start Time File Size
O 2 Files (79 MB) Share...

More +

Attend Live Training O 2 Files (64 MB) Share..

Video Tutorials
More »

Knowledge Base

O 3 Files (%8 MB) Share...
More «
ﬁe?mfwimémiommmg https://www.cuhk.edu.hk/eLearning 34
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Managing Cloud Recordings

* You can download the cloud recordings.

ZOOI ' | SOLUTIONS + PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING +
Profile Cloud Recordings Local Recordings Settings
Meetings
Webinars From | mm/dd/yyyy FE  To| 06/16/2020 = All Status w
Recordings
Settings

Delete Selected || Delete All Trash (15)
Account Profile
Reports O  Topic ID Start Time File Size
0 2 Files (79 MB) Share...
| More~ |
Attend Live Training O 2 Files (64 Download (2 files)
Video Tutorials Delete |
Knowledge Base
0 3 Files (98 MB) Share...
More o
b LRE https://www.cuhk.edu.hk/eLearning 35
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7. Usage and Meeting Reports

A#F L K& . .
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Usage and Meeting Reports

2 OOI l l SOLUTIONS ~  PLANS & PRICING SCHEDULE A MEETING  JOIN A MEETING HOST A MEETING «
Profile Usage Reports Document
* Usage Report
Meetings

Webinars Usage Q

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

Recordings
Settings .
Meeting
Account Profile View registration reports and poll reports for meetings.

/™

W
L * Registration Report

e Polling Report

Attend Live Training
Video Tutorials

Knowledge Base

AE#HF L KE ) ;
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Usage Reports

* You can click the number of Participants to see more details.

zool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING
Profile Reports Usage Reports = Usage
Meetings
& From: | 06/16/2020 EH To:| 06/17/2020 |
Webinars Maximum report duration: 1 Month
Recordings The report displays information for meetings that ended at least 30 minutes ago.
Settings

Account Profile

Attend Live Training
Video Tutorials

Knowledge Base

H#EFXRE
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Export as CSV File

Meetii U Creati Durati
Topic eetng ser User Email Department Group Zoom ‘rea on Start Time End Time L!ra on
1D Name Time (Minutes)
Rooms?
02/04/2020 06/16/2020 06/16/2020
Staff  Ne 03:30:57  09:03:02  09:03:10 1
PM AM AM
06/16/202006/16/2020 06/16/2020
Staff  No 09:23:47  09:24:50 09:43:27 19
AM AM AM
02/04/2020 06/16/2020 06/16/2020
Staff  Ne 03:30:57  05:05:48  05:31:25 26

PM PM PM

https://www.cuhk.edu.hk/elLearning

HOST A MEETING ~

You can set the
meeting to "Only

o authenticated users
can join meetings”
(CUHK only) in
Toggle columnse order to capture
particioants dource the student
information.
i foom
i boom
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Meeting Reports (e.g. Poll Reports)

* Select “Poll Report” and set the time range. Click “Generate”. For more: Zoom Help Center:
Generating Meeting Reports for Registration and Polling

2 Ool I . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~
Profile Reports Usage Reparts Meeting Document
Meetings .

Meeting Report Report Queue
Webinars
Recordings Report Type O Registration Report @ Poll Report
Settings Search by time range - From: = 04/20/2020 E§ To:| 05/19/2020 5]  Search
Maximum report duration: 1 Month
Account Profile

O Scheduled Time Start Time Topic Meeting ID Attendees
0 05/14/2020 05/14/2020 5 Generate
10:30:00 AM 10:49:59 AM
Attend Live Training
O 875.; ]61:; ;Opzr\?‘ 1 Generate
Video Tutorials o
05/07/2020
G at
Knowledge Base [l 08:54:41 AM 2 enerate
) 05/05/2020 2 Generate
09:42:14 AM
O 04/30/2020 2 Generate
10:24:01 AM
) 04/30/2020 1 Generate
10:19:52 AM
O 04/29/2020 2 Generate
05:07:09 PM
T XLRE https://www.cuhk.edu.hk/eLearning
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Meeting Reports (e.g. Poll Reports)

* You can then download the report under “Report Queue”.

Z OOI l l SOLUTIONS « PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~
Profile Reports Usage Reports Meeting Document
Meetings

Meeting Report Report Queue
Webinars
Recordings Include reports that failed to generate results
N LG
Settings
Report Type Scheduled Time Start Time Topic Meeting ID 1G-Iener:|te
ime

Account Profile

— Jun 17,
£pol ool Renort May 14, 2020 May 14, 2020 2020 S
s} epo ownloa
P 10:30:00 AM 10:49:59 AM 10:36:00
AM
Jun 9, 2024
. Jun 9, 2020 Jun 9, 2020 102906 1 Downion
Attend Live Training oll Report 10:00:00 AM 10:17:12 AM v owmnios
Video Tutorials P
Jun 9. 2020 Jun 9, 2020 un =
Knowledge Base Poll Report 10:00:00 AM 10:11:33 AM 10:26:28 Download
e i AM
Jun 9, 2024
Poll Report ~ un 92020 Jun 9, 2020 101601 | Download
s 10:00:00 AM 10:11:33 AM v !
Aok LR https://www.cuhk.edu.hk/eLearning
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Help

e elLearning@CUHK: https://www.elearning.cuhk.edu.hk/

e Zoom Help Center

* Contact us:

— elearning@cuhk.edu.hk

— ITSC Service Desk: https://servicedesk.itsc.cuhk.edu.hk

https://www.cuhk.edu.hk/elLearning
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