Zoom Chatbox for PC

If you have only one monitor, and the chatbox is in your way while during a Zoom session, you
have options to rearrange your Zoom window.

Fullscreen vs Restore vs Maximize

When you are viewing a shared screen session, Zoom automatically changes to Full Screen.
Unfortunately, you cannot merge the chatbox to the Zoom window in full screen, so you will
need to exit full screen within Zoom, and then Maximize the window.

Enter Fullscreen

1. Towards the upper right corner of the vew optons -
window, click the View button.

2. From the drop down menu select
Fullscreen. Standard

Side-by-side

Immersive
Follow Host's Video Order

Hide Self View

Hide Mon-video Participants
Show Meeting Timers

Fullscreen

Exit Fullscreen

1. Towards the upper right corner of the window, click
the View button.

2. From the drop down menu select Exit Full Screen. Standard

Side-by-side: &
# Side-by-side: Gallery

Immersive
Follow Host's Video Order

Hide Self View

Hide Mon-video Participants

Show Meeting Timers

Exit Full Screen




Maximize the Zoom Window
1. In the top right corner of the Zoom window, click the @7

Maximize button.
his's Zoom Meeting -

Zoom Views During Screen Sharing

When the host (instructor) is sharing their screen with you, there are additional View options
available.
1. Atthe center of the You are viewing Presenter's screen View Options  ~
screen, click View
Options. Zoom Ratio  Fit to Window »
2. Select or deselect
Side-by-side
mode.

Request Remote Control

~ Side-by-side mode

Resizing Zoom Panels

When various elements are merged to the meeting window, you can resize those
panes. Hover your cursor over a dividing line until you see the double headed arrow.

While that double headed arrow is present, click and drag to resize the pane.
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Presenter

% Presenter
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Type message nere..




Chat Box

If you want to use the chat box during a Zoom session that has a shared screen presentation,
you may need to play around with the Zoom layout a bit to find the layout that works best for
you.

Floating Chatbox

@ Meeting Chat

Michelle Klishis's Zoom Mecting

Web Browsers
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Move the Chat Box
1. Move your cursor over the title bar of the

ﬂoa'ting chatbox. o ) ) Michelle Klishis's Zoom Meeting
2. While you cursor is in the title bar, click and

drag to move the chatbox to a new location.

& Meeting Chat — O X

S Who can see your messages?

Type message here...

Merge the Chatbox

In many (but not all) views, you can merge the chatbox to the meeting window so it does not
cover/hide any of the screen.

1. Towards the upper right corner of © ecting cha -
the chat box, click the ellipse Michelle Klishis's Zoom Meeting
button. Save Chat -
2. From the drop down menu, select
Merge to Meeting To Meeting Participant Can Chat with:
Window. Mo One

Host and co-hosts
Everyone

« Everyone and anyone directly

Merge to Meeting Window

S¢ Who can see your messages?

Type message here...

? © 0 Q- v




Pop Out the Chatbox

If you have multiple monitors and

would like to move the chatbox to a

different monitor, you can use the

pop out button on a merged chat

window.

1. Towards the upper right corner
of the merged chatbox, click the
pop out button.

Zoom Meeting




Private Chats
You can send private messages to others attending the Zoom session.

Sending Private Chats

1. Open the chat box.
a. On a PC, move your mouse to see the Zoom menu, then click Chat.

b. On an iPad, tap the screen, then in

the menu at the bottom of the 9 (3 Py 20 @
screen tap More and then tap Unmute Startvideo  Participants  Chat
Chat.
c. On a phone, tap the screen, then in the ) = 91% em
menu at the top of the screen tap Chat. v 222 ...
- Leave

Start video Participants More

Chat

Apps

Captions

2. In the chatbox, tap Everyone to bring up a list of everyone in the Zoom session, then select
the name of the person to whom you want to send a private message.
a. OnaPC: @

Comparing and Contrasting the Leadership of FD... ---
Send chat to...

+ Everyone in meeting
@ Russ (Co-host)
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b. On an iPad:

Cancel

Everyone

Russ ==

Send to

= (co-host)

Michelle

aFe (Host)

Close Meeting chat

W=

Kathy =

Send to: Everyone ~

1 see your messages? Recording Or

¢. On an iPhone:
Meeting chat

Send to:

(* Tap here to chat

20

<)

g @ &

Unmute Start video Participants Chat Reactions Sh

3. Type in the message you want to send.
4. Tap the blue Send icon to send the message.




a. On a PC: tap the blue send icon in the lower right @ weeting chat B
corner OR press the Enter key on the keyboard.

Comparing and Contrasting the Leadership of FD... -

Mew messages

Michelle K to You (direct message) 10:02 AM

@ Here is private message !

Michelle to You(direct message) 10:06 AM

Hello to me'

Se Who can see your messages? Recording on

| To: WELGLERVE (direct message)
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b. On an iPad:
Close Meeting chat o
Send to: Michelle ~
® Helloto me' @) a
c. On a phone: 1ITOIUCTIHILD 1\WwyuaTvTiL alivu

Truman

A Comparison and Contrast in Leadership styles
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Russ #=e=twe's screen

X Meeting chat

Send to:
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