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Sign in to Zoom

● Please go to zoom.us.

● Click Sign In.

● Sign in with Email and Password, SSO, Apple, 
Google or Facebook.

zoom.us

#
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Your Web Portal

● The Zoom Web Portal allows you to set up your:

+ Profile

+ Meeting settings

+ Schedule, edit and view your meetings 

Meetings Settings

ADD THE PROFILE PAGE
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Your Web Portal

● The Settings tab choose specifics settings for 
your Meetings and Recording

● Pick settings for 

+ Meeting security

+ Meeting features 

Meetings Settings
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Zoom Desktop Client

● Please go to zoom.us/download.

● Locate Zoom Desktop Client.

● Click Download.

● Open the install file and follow the instructions to 
install the Zoom desktop client.

Download & Install

#
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Zoom Desktop Client

● Click Sign In.

● Sign in with email and password, SSO, Apple, Google, 
or Facebook.

Sign In

#
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Zoom Desktop Client

● Start a New Meeting.

● Join a meeting.

● Schedule a meeting.

● Share Screen to display on a nearby screen.

● View a list of todayʼs upcoming meetings.

● Click your Profile Picture to open Settings, Check 
for Updates, and more.

Home Screen

#
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Zoom Mobile App

● Go to zoom.us/download.

● Locate Zoom Mobile Apps.

● Select the desired operating system.

Android & iOS

#
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Sign In
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Sign in options

SSO login

#
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Join a Meeting
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Join any meeting 
by typing the ID

Start or schedule 
meetings with PMI

Start, schedule, 
or join meetings

Start meetings 
youʼre hosting

#
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Settings
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Display name
Department

Sign out

Contact settings

Phone settings

Meeting 
settings

Team Chat 
settings

General settings

Whiteboard

#
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Whiteboard
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#
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for human connection
AI-first work platform 

OUR VISION
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The smart assistant that empowers you to increase productivity, improve 
team effectiveness, and enhance skills. 

Empowering

High quality
Zoomʼs unique federated 

approach provides flexibility to 
choose & deploy the right AI 

models to deliver high-quality 
results.

Easy to use
Zoom AI Companion capabilities 

are embedded within the intuitive, 
simple, easy-to-use Zoom 

experience that you know and 
love to drive usage and adoption.

Platform-wide 
Zoom AI Companion capabilities 

are available across the Zoom 
platform Meetings, Team Chat, 

Mail, Whiteboard, Docs) and 
compatible third-party apps.

Trusted
Zoom does not use customer data 
to train Zoomʼs or its third-party AI 

models. Zoom provides admins 
with controls to manage features 
and users with visibility when AI 
Companion is active in meetings.

Federated Responsible

May not be available for all regions or industry verticals
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Get caught up quickly on your first day back
● Better understand whatʼs being discussed 
● Get a list of action items from a chat channel 
● Summarize unread chats within a chat channel
● Summarize recent activity within a chat channel

Prompt AI Companion with: "When is my next meeting 
with PERSON"

When you just 
get back from 
being out of the 
office…

Use Case
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Capture valuable information in a meeting
● What the discussion was about
● Attendee Feedback
● Key points made by each person
● The outcome of the discussion 

Ask additional questions that are answered via web 
search from AI Companion within the meeting

Find out more information about Attendees (i.e. who 
they report to, where they are based, etc.)

Retain access to valuable information from the 
meeting

When you're juggling 
multiple tasks during a 
meeting...

Use Case
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Leverage complex documents to get concise answers 
quickly by finding:

● What you want
● When you want it
● How you want it formatted

AI Companion can be used to query documents like: 

● Benefits policies
● Instructional guides
● Support documentation 

Use Case

When you need 
an answer quickly…
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After a meeting, ask AI Companion to create content:
● Write a thank you note
● Create an initial draft
● Create a task list with owners & due dates
● Create a Product Spec
● Prepare a Project Brief/Plan

Upload context (doc) & ask AI Companion to create: 
● Unique ideas 
● Alternative layouts
● Updated tone of a draft

Use previous meeting content to get prepared

When you don’t 
have time for your 
next steps…

Use Case
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What Can Zoom AI Companion Do?

Smart Recordings
Review meeting highlights and next steps quickly when AI 

Companion divides meeting recordings into chapters by 
topic

Analyze a Document
Get info about documents connected to Zoom Workplace, 

including email attachments, documents from chat and 
Zoom Docs.

Meeting Summary
Save time taking notes and share important action items. 

Summaries are shared in 36 supported languages.

Jumpstart Your Drafts
AI Companion can help you summarize lengthy, complex 

documents and create new content

AI Companion 2.0
Your personal AI Companion to help you get more done.

Whiteboard Content Generation
Generate ideas for your whiteboard as 
stickies, tables, or mind maps. Refine & 

categorize existing content on whiteboards.
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How Do I Use AI Companion?
AI Companion fits right into how you use Zoom — just look for the      icon within Zoom, 

such as in your Zoom Meetings controls toolbar or the Zoom Team Chat window.
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NDA REQUIRED

AI Companion side panel 
Get instant help from your personal productivity assistant

Let AI Companion help you recap content, 
locate information, and manage tasks

Draw information from multiple sources 
across Zoom, including third-party apps 

Get contextual responses based on which 
tool you’re using in the Zoom Workplace App
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● Your personal AI Companion to help you get more done. This 
new digital AI assistant in Zoom Workplace will stay with 
users throughout their day.

● Open up the AI Companion side panel on the Zoom client by 
clicking the AI Companion icon       in the top menu bar.

● Select a prompt or write a message to AI Companion. 

● Or you can type in / to bring up additional options including 
selecting a specific:

○ Meeting
○ Chat
○ Contact
○ Other items

AI Companion Side Panel
Using AI Companion Side Panel
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Meeting Summary 
with AI Companion 

Capture key takeaways without hitting record

Automatically generate a summary of 
your meeting using Zoom’s AI Companion

Instantly gather an overview and next steps 
without recording your conversation 

Share your summary with participants via 
chat, email, or a Zoom Calendar card
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● Generate a summary and next steps of what was 
discussed in your meetings and share through email 
and Team Chat

● Summaries for meetings you hosted can be managed 
from the web portal and will be sent through email and 
posted to the meetingʼs dedicated group chat in Team 
Chat.

● Meeting Summaries are supported in more than 30 
languages. 

● Participants must be signed in to their Zoom account 
during the meeting to automatically receive the 
summary.

● Only the meeting host and co-host can start or stop 
the meeting summary through the in-meeting controls.

● Can be managed by admins at the account, group & 
user level.

Meeting Summary
Overview
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● For meetings you host, you can start or stop the meeting summary 
through the in-meeting controls.

○ Activating meeting summary, triggers meeting transcription, the meeting 
summary is generated based on the transcript after the meeting ends. 

● The summarization of the meeting only begins when the host or co-host 
clicks Start Summary.

● Users can also adjust their settings to have Meeting Summary start as 
soon as the meeting starts, skipping the need to manually enable 
summary generation in their meetings. 

○ Note: This does not require the host to be present, as the Meeting 
Summary generation will begin as soon as someone starts your meeting. 

● The participants will see a notification when the meeting summary has 
started. 

● The notification type will depend on the participantsʼ client version.

● To stop the summary, click Stop Summary.

Meeting Summary
How To Start



© 2023 Zoom Video Communications, Inc.

● If the host does have Meeting Summary enabled for their 
meetings, any meeting participants can request that it be started 
for the current meeting.

○ The host will receive an in-meeting request to start Meeting 
Summary for the current meeting.

● If the host does not have Meeting Summary enabled for their 
meetings, the host, co-hosts, and any participants can request 
that it be enabled.

○ If the host or another meeting participant is an admin, they will be 
prompted to enable it during the current meeting.

■ For Pro accounts, an admin in the meeting will be prompted 
to enable both the in-meeting Meeting Summary feature & 
the web-portal Meeting Summary setting through the 
meeting window prompt. This will take effect immediately.

■ For Business accounts & higher, an admin in the meeting 
will be prompted in the meeting window to open the web 
portal and enable Meeting Summary setting. This will take 
effect upon the start of the next meeting.

○ If no one in the meeting has the necessary admin permissions, 
admins will receive the request as an email from Zoom.

Meeting Summary
Request Enablement 
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● If the host enables sharing, meeting participants can access the 
summary through email & Team Chat.

● The meeting summary is only available through Zoom Team Chat 
if the meeting was scheduled with Continuous Meeting Chat 
enabled.

● To access the summary on Team Chat, select Team Chat on the 
Zoom desktop client. 

○ Find & select the group chat with the same name as the 
meeting topic. 

○ Search for the message from Zoom Meetings, then click 
View Details. 

○ If desired, hosts can click Edit to modify the summary, then 
click Save.

○ A host can also delete the summary by clicking Delete. 
Please note, this action cannot be undone. 

Meeting Summary
View the Meeting Summary - Team Chat
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● Once the meeting summary is available, a copy of it is 
provided through email.

● Summaries for meetings that have continuous meeting 
chat disabled are only shared through email. 

● To see the meeting summary, open your email inbox.
○ Find & select the email with the same subject as the 

meeting topic. 
○ If desired, hosts can click Edit Summary Here in the 

body of the email to modify the summary.
○ The host will be prompted to sign in to their Zoom 

account, and continue editing the summary through 
the web portal. 

● Please note:
○ Users not logged in to their Zoom account will not 

receive an email summary, as there was no email 
address associated with their presence in the meeting.

○ Participants joining the meeting ad hoc (through the 
in-meeting contact invitation or sharing the join link) 
will not receive the summary, as they were not on the 
original invitee list.

Meeting Summary
View the Meeting Summary - Email
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● To view, edit & share the summaries of meetings 
you hosted, sign in to the Zoom web portal.

● In the navigation menu, click Meeting Summary 
with AI Companion. 

● In the My Summaries tab, select or search for 
the desired meeting. Click the meeting name to 
open up the meeting summary.

● Here you can:
○ Share - send the summary through email. 

■ You will be prompted to enter one or 
more email addresses or contact 
names, then click share.

○ Edit - modify the summary & click save.
○ Delete - permanently delete the summary.

Meeting Summary
Managing the Meeting Summary
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● Users can now use AI Companionʼs in-meeting 
questions capability in 32 languages (in preview).

○ Generally available
■ English

○ Core languages
■ Spanish, Japanese, French, German, Portuguese, 

Chinese & Italian. 
○ Additional Languages:

■ Arabic MSA, Chinese Traditional), Bengali 
Bangladesh+India), Czech, Danish, Dutch, 
Estonian, Farsi / Persian, Finnish, French-CA, 
Hindi, Hungarian, Indonesian, Korean, Malay, 
Polish, Romanian, Russian, Swedish, Tamil, 
Tagalog, Telugu, Turkish, Ukrainian & Vietnamese

Meeting Summary
Supported Languages



Enabling AI Companion Meeting Summary
Meetings

Settings > AI Companion

*Participants must be signed in to their Zoom account during the meeting to 
automatically receive the summary



AI Companion Meeting Summary (App 
version) Meetings



AI Companion Meeting Summary (Web Portal)
Meetings



AI Companion In-Meeting Questions Meetings
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● Quickly catch up and get clarity on what you missed 
during a meeting without interrupting it using 
pre-populated prompts like:

○ Catch me up
○ Was my name mentioned?
○ Are there any actions items?

● Users can ask additional questions, as well.

● Questions and responses are supported in more than 
30 languages. 

● Only the meeting host can start or stop AI Companion 
through the in-meeting controls. 

● Questions can only be answered if the content was 
discussed while AI Companion is active in the current 
meeting.

● Can be managed by admins at the account, group & 
user level.

AI Companion Questions
Overview
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● Start a meeting as the host with the Zoom desktop client. 

● In the meeting control toolbar, click AI Companion.
○ The AI Companion panel will open in the meeting.

● Under Who can ask questions to AI Companion?, select which group of 
meeting participants can interact with AI Companion:
○ All participants: Allows all participants to ask questions.
○ All participants only from when they join: Allows all participants to ask questions 

about the discussion since they joined the current meeting. 
○ Only hosts: Allows only the original host, alternative host, and users with host 

privileges assigned before the meeting starts to ask questions. 

● Click Start to begin having the meeting conversations analyzed.

○ If transcription is enabled for the meeting, you will be able to ask questions about 
anything that happened prior to starting AI Companion Question, if transcription 
was not enabled, the transcription will start once AI Companion Questions is 
enabled. Therefore, you would only be able to get answers for questions based on 
the transcription from that point forward.

● Click Got it to confirm; all participants will see a notification informing them that 
AI Companion is active.

AI Companion Questions
Turning on During a Meeting
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● If the host has AI Companion enabled for their meeting, any 
meeting participant can request that it be started for the current 
meeting. 

○ The host will receive an in-meeting request to Start AI Companion 
for the current meeting.

● If the host does not have AI Companion enabled for their meetings, 
the host, co-host & any participants can request that it be enabled.

○ If the host or another meeting participant is an admin, they will be 
prompted to enable it during the current meeting.

■ For Pro accounts, an admin in the meeting will be prompted to 
enable both the in-meeting AI Companion feature and the 
web-portal AI Companion setting through the meeting window 
prompt. This will take effect immediately.

■ For Business accounts and higher, an admin in the meeting 
will be prompted in the meeting window to open the web 
portal and enable AI Companion setting. This will take effect 
upon the next meeting start.

○ If no one in the meeting has the necessary admin permissions, 
admins will be sent the request as an email from Zoom.

AI Companion Questions
Enablement Requests

Host 
View

Participant  
View
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● When AI Companion is active in a meeting, all 
participants will be able to ask questions about the 
meeting discussions thus far.

○ Itʼs important to ensure that your caption language is set 
correctly, as this ensures AI Companion is transcribing 
your speaking language correctly, which improves the 
quality of the generated transcript for AI Companion 
questions. 

○ If no caption language has been set, English is used by 
default. 

● In the meeting control toolbar, click AI Companion.

● The AI Companion panel will open on the right side of 
the meeting window. 

● Click a provided question, or click the text compose 
box at the bottom to enter a custom question. 

○ AI Companion will provide a generated response based 
on what it has heard & properly analyzed thus far in the 
meeting.

AI Companion Questions
Asking a Question
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● Users can now use AI Companionʼs in-meeting 
questions capability in 32 languages (in preview).

○ Generally available
■ English

○ Core languages
■ Spanish, Japanese, French, German, Portuguese, 

Chinese & Italian. 
○ Additional Languages:

■ Arabic MSA, Chinese Traditional), Bengali 
Bangladesh+India), Czech, Danish, Dutch, 
Estonian, Farsi / Persian, Finnish, French-CA, 
Hindi, Hungarian, Indonesian, Korean, Malay, 
Polish, Romanian, Russian, Swedish, Tamil, 
Tagalog, Telugu, Turkish, Ukrainian & Vietnamese

AI Companion Questions
Supported Languages



Enabling AI Companion In-Meeting 
Questions

Settings > AI Companion 

Meetings



AI Companion Smart Recording 
Meetings
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● Review cloud recordings faster through highlights, 
smart chapters, summaries, and next steps, and get 
analytics on key meeting and conversation factors.

● Recording highlights, smart chapters, and next steps 
can be edited by the owner of the cloud recording (the 
host) or a user with permission to manage cloud 
recordings. 

● Smart Recording currently only supports cloud 
recordings in English. 

● Not available for Education accounts that provide 
educational services to children under the age of 18.

● Use of Smart Recording with AI Companion is not 
available in all countries.

● Can be managed by admins at the account, group & 
user level.

Smart Recording
Overview



© 2023 Zoom Video Communications, Inc.

● Once the cloud recording & audio transcript have 
finished processing, go to the Zoom web portal to 
manage & edit the recording highlights, smart 
chapters, next steps, trim, download & more.

● In the navigation menu, click Recordings.

● On the Cloud Recordings tab, click the name of the 
recorded meeting or webinar you would like to view.

● Click the Video thumbnail with the play icon.

● The recording will open and the transcript text appears 
to the right of the video. 

Smart Recording
Manage Cloud Recordings
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● Zoom AI Companion can analyze & provide metrics on 
key factors in your meeting conversations, such as talk 
speed, talk-listen ratio, longest spiel, filler word usage, 
& your patience in discussion.

● These metrics can be viewed when viewing a cloud 
recording after it has finished processing.

● Coaching is available only for host & eligible account 
admins.

● On the cloud recording page of the Zoom Portal, select 
the video thumbnail you want to view; once it is open 
under the video, click My meeting Coach tab.

○ Your metrics for this recording will display below.

Smart Recording
Meeting Coaching Analytics 



Enabling Smart Recording with AI 
Companion Meetings

Settings > AI Companion tab

* Cloud Recording will also need to be enabled
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● Users can generate ideas, refine and extend existing 
content, and add objects to a canvas for an improved 
Whiteboard experience.

● Currently, Whiteboard Content Generation only 
supports prompts in English.

● Use of Whiteboard Content Generation with AI 
Companion is not available in all countries

● Can be managed by admins at the account level.

Whiteboard Content 
Generation
Overview



Zoom
Docs



Zoom Docs  
Capabilities

Collaborative Document
Wiki

Project Management

Unlike a traditional document, Zoom Docs offers an easy-to-use and flexible solution 
that tackles three core use cases — all in one place for teams to collaborate



Collaborative documents
Create beautiful documents

● Add many different types of content to a page (text, 
table, image, video, audio, tasks, lists, etc.)

● Use drag and drop to move blocks around for a 
flexible layout

● Customize your pages effortlessly to make them 
beautiful



● Control access to documents by restricting access 
based on your use case

● Invite specific collaborators by adding Zoom Team 
Chat Channels, individual contacts, and limit access 
to 'Only collaborators'

● Share company documents with easy-to-understand 
permissions

○ E.g., employee handbooks by granting access to 
'Anyone in {organization name}'

○ External users, allow access to 'Anyone signed-in 
with the link' by sharing the document link with them

Collaborative documents
Share information securely



Enhance collaboration, transparency, and efficiency 
throughout the project lifecycle

● Centralized Project Materials:  Consolidate all 
project-related materials in one location

● Enhance Oversight:  Utilize a data table to improve 
project visibility and keep stakeholders informed 
about progress

● Streamline Task Management: Assign tasks, track 
progress, and monitor deadlines using task lists

Wiki
Project hub

Optimize project management



Docs + AI Companion
Help me write, revise & summarize

● Draft, brainstorm, improve writing, change tone, 
adjust length, summarize, explain, etc.

● Lower the barrier for ordinary users to utilize AI 
with an intuitive user experience



Docs + AI Companion
Generate from meeting summaries

● No dedicated notetaker needed

● Access meeting summary and create 
content from meetings after they occur



Docs throughout the lifecycle
Pre-, mid-, and post-meeting

● Start an instant meeting from a doc, 
and automatically share the doc with 
meeting participants

● Create a new meeting event from a doc 
and include it as an attachment to offer 
participants better context for the 
meeting

● Support these functionalities across 
both the Zoom Workplace web and 
desktop apps to enhance the seamless 
utilization of pre-meeting documents

Easily manage your meetings and let participants 
know about the agenda

Pre meeting
Quickly start or schedule meetings from Docs (both 
web and desktop apps)



● Login to the Zoom Workplace web portal, 
click Settings, then select Docs

● Here users can customize their Doc 
settings, including:

○ In-meeting Docs
○ Docs Access
○ Notifications
○ Caching 

User settings

Setup
Zoom Docs



● Zoom Docs can be accessed by clicking 
the Docs tab on the Zoom Workplace 
desktop app

● To access Zoom Docs on the Zoom Web 
App visit docs.zoom.us, and log in to 
your Zoom account

Zoom Workplace Desktop App

Access
Zoom Docs



Updates
Receive notifications on docs 
you have been added to, @ 

mentions, and more 

Homepage overview

Recent
List view of the docs 

you last viewed

My Meetings
See your meeting details, 

including: time, 
participants, summary, 

next steps & any meetings 
that have a doc linked

My Docs
A list of all folders/docs 

you have created

Shared With Me
An organized space of 

all Zoom docs that have 
been shared with you

Starred
Any favorited folders or 

docs will show here

Shortcuts
Click one of these boxes to:

● Create a new Zoom doc
● Use AI Companion to create 

a document
● Choose a template for a 

document
● Import

Open 
Click on any title to open that 

document, see the title, 
owner, and when you last 

viewed it



Title
Give your doc a title

New doc overview

Text
Start typing, type / to 

bring up menu options, 
or click the AI 

Companion icon to bring 
up generate content 
with AI Companion

Toolbar
Utilize this menu to change font 
style, add comments, or click the 
blue circle to bring up additional 
formatting/insert/embed options

Collaborate 
See who is currently viewing 

the document

Share 
Share the document with 

contacts, channels, or 
individuals via email. You can 

also copy a share link and 
set who has access to the 

document.

Meet 
Meet now or schedule a 

meeting. If you select meet 
now, you will be added to a 
new meeting with the doc 
visible, and you can add 

teammates so everyone can 
collaborate together.

Comments 
Show all comments

More Options 
Additional controls including, 

page width, page options, 
version history, and more.



● Press the spacebar to open AI 
Companion

● Type what you would like AI 
Companion to do or choose from one 
of the suggested prompts

AI Companion assisted writing



AI Companion generate from meeting

● Press the spacebar to open AI 
Companion

● Write @ to bring up a list of meetings 
and select the desired one



Templates overview

● Donʼt want to start with a blank doc? 
Save time by utilizing a template
 

● Click Templates, then select a 
template from the pop-up menu

● You can preview any template by 
hovering over it and selecting Preview 

● Once you find the desired template, 
click Use



Meeting Doc overview

● Meeting docs present your meeting 
details, such as time, participants, 
summary, next steps etc.
 

● All Zoom meetings you have hosted, 
attended, or been invited to within the 
last 15 months will be displayed here

● For any meeting you hosted, you can 
click Meeting docs, then click Create 
Meeting doc

● A document will be created for that 
meeting, you can then further 
collaborate on the document



ZOOM
Surveys & Polls
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New Survey & Poll Library

68

What’s new?

● A single entry point to Create, 
Manage, Share and View 
Survey & Poll results

● A single builder to create Polls 
& Survey with unified 
experience (question types…)

Surveys & Polls are now accessible from a 
single entry point in the web-portal
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Survey Types

69

Survey

Survey are available for Zoom 
Subscribers, Surveys are 
made available to users 

across all Zoom modalities : 
Desktop Client, Mobile Client, 

Web Browsers.

Polls

Polls content items are 
similar to  surveyʼs, the 

difference resides in the 
execution model, Polls are 
executed in live sessions. 

Quizzes are polls with correct 
answers preset.

Consumer 
Engagement 

Survey

Consumer Engagement 
Survey have a limited list of 
question types compare to 
generic Surveys to fulfil the 
omni-channel expectation, 

assignment & permission  are 
specific to ZCC. 

#
https://docs.google.com/presentation/d/1ct5rpN6lDRRp0CYFfFvcmsFaD9VsGSxHqKxfN2nU8Mk/edit?usp=sharing
https://docs.google.com/presentation/d/1ct5rpN6lDRRp0CYFfFvcmsFaD9VsGSxHqKxfN2nU8Mk/edit?usp=sharing
https://docs.google.com/presentation/d/1ct5rpN6lDRRp0CYFfFvcmsFaD9VsGSxHqKxfN2nU8Mk/edit?usp=sharing
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Create a Survey

70

Creating a new Survey

● Sign in at zoom.us.

● Select Surveys & Polls, any existing surveys 
will show. 

● Click + Create to build a new Survey.

● Select if you would like to to create a 
Survey or Poll or quiz, then click Create.
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Create a Survey

71

Select a Question Type for 
your survey. 

● Options include:
+ Single choice
+ Matching
+ Rank order
+ Short answer
+ Long answer
+ Fill in the blank
+ Rating scale

View all the added 
questions in the 
Question List. 

The Settings allow you to 
configure the preferences of 

your survey.

Once complete, click 
Save or click … to save 
it as a draft or delete.

Title the survey.

Edit the Theme of 
the survey.
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Survey Branding

72

● Select the Background color 
from a predefined range or 
even your own color code. 

● Customize the image banner 
with you own logo or brand 
visual.

Surveys look & feel can now be customized
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Question Skip Logic

73

● Survey creators are now 
allowed to define the next 
question based on respondent 
choice. 

● Skip logic is currently available 
for single choice questions 
type only.

Allow Survey Owners to customize the 
path a respondent takes through the 
survey based on their previous responses
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Send a Survey

74

Ways to send a Survey

● Click … on a created survey to Copy Link.
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Enhanced Results View

75

● Surveys and Polls are now 
persistent, Results views offer 
multiple data aggregation:

+ An overview of all 
collected responses

+ Responses aggregated 
per meeting, webinar or 
link sharing

+ Individual responses

Results can now be 
aggregated in various way
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Default Post-Session Survey

76

● Users are now allowed to define a 
default Survey that will be offered to 
meeting or webinar participants at the 
end of all sessions

● It is possible to filter on the type of 
user that will be exposed to the 
survey (internal or external)

● Default Survey can also be defined at 
the account level by the Admin

Default post-meeting or webinar 
Survey offer a consistent way to 
collect feedbacks
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Polling

To expand Zoomʼs polling tool beyond the meeting experience, as 
a portable, flexible feedback system integrated with meetings, 
chat, contact center, webinars, and pre-and-post meeting. Adding 
flexible new ways to share, visualize, create, and assess.

Expanding possibilities for active 
feedback and demonstrating knowledge.



ZOOM
Whiteboard
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Core Whiteboard Scenarios

79

Key Activities For Whiteboard Include: 

Ideating

Brainstorming ideas and solutions
● Workshops
● Retrospectives
● Problem solving
● Decision-making

Sharing

Presenting information
● Visual explanations
● Lectures
● Team building
● Presentations

Diagramming

Mapping ideas, processes, people, 
and events

● Flow charting
● Org charts
● Activity diagramming
● User journey maps

Planning

Develop strategies and plans
● Strategic planning
● Contingency planning
● Product roadmaps

Aligning

Organize people and resources for 
task execution

● Agile & Scrum
● Scrum
● Weekly Team Sync

Reviewing

Collect feedback on a deliverable 
to improve

● Design review
● Document feedback
● Presentation feedback
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Editing Tools

80

Collaborate Together Using A Broad Set Of Tools For:

● Moving objects

● Freehand drawing

● Creating and editing shapes

● Drawing lines and arrows

● Adding text

● Sticky notes

● Templates

● Inserting images and documents

● Tables

● Mind Map

● Kanban

● Cards
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Zoom Whiteboard Overview

Diagramming
Map out your best ideas faster

Sharing Outside of Meetings
Instantly collaborate from anywhere, at any time

Templates
Tools to help solve your team’s unique needs

Meeting Workflows
Easily collaborate before, during, after you meet

Facilitation Tools
Focus everyone’s eyes on the exact same spot

Quick Ideation
Brainstorm and structure content in notes, cards, and tables

*Features available with the Zoom Whiteboard basic plan 
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Enable Whiteboard

● To enable Whiteboard, admins will need to 
go to Account Management → Account 
Settings.

● Select the Whiteboard tab at the top.

● Click the toggle to Enable In-Meeting 
Whiteboard.
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In-Meeting Whiteboard
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Enable Whiteboard

● To create whiteboards outside of a Zoom 
Meeting, click the toggle for Enable 
Out-of-Meeting Whiteboard.

● Allow whiteboards to be saved to cloud 
will also be enabled. If you do not want to 
save whiteboards to the cloud, disable this 
setting.

● Sharing: if enabled, choose if only users in 
the same organization can share among 
themselves or with anyone with a Zoom 
account.
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Out-of-Meeting Whiteboard & Sharing
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Web Experience 

● Log in to zoom.us. 

● Select Whiteboards.

● Click + New Whiteboard to create a new 
whiteboard.

84

Web Browser



© 2024 Zoom Communications, Inc.

● Log in to the Zoom desktop client.

● Click the Whiteboard tab to access your 
Whiteboards.
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Client Experience 

Zoom Client
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Dashboard

● Dashboard to help manage your 
whiteboards.

● Create new whiteboards from scratch or 
utilize a template, both in and out of 
meetings.

● Manage who has access to the 
whiteboards created by you or your team.
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All Whiteboards
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Zoom Whiteboard
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Dashboard

Create a new whiteboard

Change whiteboard view

View all templates

Share 
Whiteboard

More options

Favorite 
Whiteboard

View all whiteboards you 
have access to

Click to open 
Whiteboards you 
have access to

Whiteboards recently viewed

Whiteboards you created
Whiteboards that have been 

shared with you

Your favorited whiteboards

Deleted whiteboards, 
recoverable for up to 30 days

Create folders to store 
whiteboards
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Zoom Whiteboard Dashboard

● Co-Owner - can access the whiteboard, edit, share, edit 
permissions & comment. Can even access the whiteboard 
when locked.

● Editor - can access the whiteboard, edit, share, and 
comment. Cannot access the whiteboard when locked.

● Commenter - can access the whiteboard, and add comments 
and see comment threads. Cannot access the whiteboard 
when locked.

● Viewer - can access the whiteboard, but cannot comment or 
edit. Cannot access the whiteboard when locked.

88

Role Permissions
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Zoom Whiteboard 

89

Toolbar
Select - Select and move existing objects

Draw - Freehand drawing, with a pen or highlighter

Shape - Create new shapes: rectangle, circle, diamond, & triangle 

Line - Create new lines: line, arrow, double arrow 

Text - Create new text boxes, or labels to items

Sticky Note - Create new sticky notes: select a color for the note

Templates - Select a template to bring into your whiteboard.

Frame - Select from a list of standard frame sizes, add them to a canvas, and adjust as needed 

Image - Upload an image or PDF from your computer, you can also cut and paste images 

More Tools - Additional tools including: Mind Map, Table, Kanban, Card, Zoom IQ
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Zoom Whiteboard 

90

Overview

Title of
whiteboard

Individuals 
currently in the 

whiteboard

Add collaborators, 
select roles, share link

Add a comment, 
and view all 

comments on the 
whiteboard

Zoom in or out, 
or reset to 100%

Go back to the 
Whiteboard 
dashboard

Right click on the 
whiteboard to open 
up this menu Undo or Redo 

last action

Mini Map

Switch between 
pages, delete a page, 
or create a new page 
- up to 12

Open 
Whiteboard in 
a new window

Meet NowTimer

LaserPresentation
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Zoom Whiteboard

● Select Whiteboard.

● Set the sharing properties for the whiteboard by 
clicking ^ next to the Whiteboards button.

+ Allow attendees to access after the meeting will 
be enabled by default - allowing attendees to 
access the whiteboard outside the meeting.

● Choose a New, template, or an existing whiteboard.

● Click Open / Create to bring up the whiteboard.

In Meeting
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● Collaborate on the whiteboard within your Zoom 
Meeting.

● If enabled, the cloud icon on the top left will show 
when your whiteboard is auto-saved to the cloud.

Zoom Whiteboard

In Meeting
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● Sign into the Zoom Client, and Click Whiteboard.

● Create or open an existing whiteboard.

● In the left toolbar, click the AI Companion icon.

● Enter a prompt in the prompt field or select from the 
list of suggested ideas.

● Right next to the prompt field, expand the drop-down 
list and select Generate Stickies.

● Click the send icon.
○ Click Refine Results to narrow your search criteria, 

apply filters, and obtain more precise & relevant info.
○ Click Add More to add more relevant content in sticky 

notes.
○ Click the Close icon to cancel the sticky notes 

generation. 

● When you are satisfied, click the checkmark icon.

Whiteboard Content 
Generation
Generate Sticky Notes
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● Create or open an existing whiteboard.

● In the left toolbar, click the AI Companion icon.

● Enter a prompt in the prompt field or select from the list 
of suggested ideas.

● Right next to the prompt field, expand the drop-down list 
and select Generate Table.

● Click the send icon.
○ Click Refine Results to narrow your search criteria, apply 

filters, and obtain more precise & relevant info.
○ Click Fill to complete or populate a table with relevant 

data or information.
○ Click Add row to insert a new row into the table.
○ Click Add column to insert a new column into the table.
○ Click the Close icon to cancel the table content 

generation. 

● When you are satisfied, click the checkmark icon.

Content Generation
Generate a Table
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● Create or open an existing whiteboard.

● In the left toolbar, click the AI Companion icon.

● Enter a command in the prompt field or select from the 
list of suggested ideas.

● Right next to the prompt field, expand the drop-down 
list and select Generate Table.

● Click the send icon.
○ Click Refine Results to narrow down your search 

criteria, apply filters, & obtain more precise & relevant 
info.

○ Expand the Length drop-down menu to adjust the 
length of your generated text.

○ Expand the Tone drop-down menu to change the tone 
of your generated text.

○ Click the Close icon to cancel the table content 
generation. 

● When you are satisfied, click the checkmark icon.

Content Generation
Generate Texts
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● To organize sticky notes, create or open an existing 
whiteboard.

● Select one or multiple sticky notes, click the AI 
Companion icon.

● Select an option that allows you to enhance the 
selected content.

○ If you select a single sticky note, you can create 
additional similar stickies.

○ If you choose multiple sticky notes, you have the 
option to create similar stickies or identify and group 
related ones together for better organization and 
management

Content Generation
Edit Existing Whiteboard Content
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● To format a table, create or open an existing 
whiteboard.

● Select table you want to format, click the AI 
Companion icon.

● Format the table using the following options:
○ Click Fill to complete or populate a table with relevant 

data or information.
○ Click Add row to insert a new row into the table.
○ Click Add column to insert a new column into the 

table.

Content Generation
Format Table
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● To edit text, create or open an existing whiteboard.

● Select the text you want to edit, click the AI 
Companion icon.

● Edit the text using the following options:
○ Length - allows you to shorten or lengthen the text, 

summarize in a single sentence, or rewrite it in bullet 
points.

○ Tone - allows you to modify the tone of the text to 
match your preference, selecting from options such as 
Professional, Casual, Formal, or Forceful.

Content Generation
Edit Text



Zoom
Clips
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Zoom Clips

● Users can easily record themselves and their screen, 
then immediately share that recording with others. 

+ Those videos can be shared and are stored in the 
userʼs ‘Clips Library ,̓ accessible in both the Zoom Web 
Portal and the Zoom Workplace app for easy follow-up.

+ Team members can engage with the videos while view 
and engagement analytics are tracked. 

● Some of the key features of Zoom Clips include: 
+ Easy video recording from the web portal, menu/task 

bar, or the Zoom Workplace app.
+ Generate shareable links to easily share your clips.
+ Set permissions for who can view your clip.
+ No time spent waiting for a video to render, it is all done 

within the same screen, in a matter of clicks. 
+ Receive comments on your clips.

100

Overview
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Zoom Clips User Flows

Record

User initiates a ‘Clipʼ from 
any of the ‘Entry Points .̓

User specifies various 
settings for the recording 

(audio, video, screen, 
etc.)

User completes the 
recording.

Review

After the Clip is 
completed, user is taken 
to the web portal or Clips 

tab in the client on a 
‘Review & Editʼ page.

User can play the Clip, 
review, do basic 

trimming.

Share

User will instantly receive 
a URL they can share 

with anyone via multiple 
means.

Playback

A recipient of the Clip 
URL can playback the 

Clip in a browser.

Access will be subject to 
any viewing permissions 
placed on the Clip by the 

creator.

Store

When the Clip is 
completed, it will be 

stored in the ‘Clipsʼ tab, 
which is a basic ‘Content 
Management Systemʼ for 

all the userʼs Clips.
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Enable Clips

● Sign into zoom.us. 

● Default on, for most accounts, but if needed, Admins will 
be able to enable/disable Clips.

● Go to Account Management and select Account 
Settings. 

● Scroll over to Clips. 

● Next to the Clips option, click Enable. 

102

Web Experience
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Create a Clip

● Sign in to your account at zoom.us. 

● Select Clips and you will see the 
Zoom Clips welcome page.

● To create a new Clip, click + New Clip. 

● The web launcher page will open the 
Zoom Workplace app, where it will 
launch the Create Clip window.

103

Web Experience



© 2024 Zoom Communications, Inc.

Create a Clip

● Sign in to your account at zoom.us. 

● Select Clips.

● To create a new clip, click + New Clip. 

● The Record new clip window will open.

104

Zoom Workplace App  Experience
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Recording a Clip

● The Create Clip menu box will open. 
Once all options/settings are set, click 
Start Recording.
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Settings

Select a screen, application, or window to share

Choose to share:
● Your screen & video
● Only screen
● Only video

Select your: 
● Microphone
● Video
● Screen recording 

quality
○ 1080
○ 720

● You can also mute or 
turn off your camera.

Preview window, of 
what will be 

recorded

Video Preview

Advanced Settings, allow you to enable: 
● Virtual background & avatar
● Layout and wallpaper
● Mirror your video
● Noise suppression
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Recording a Clip

● A countdown will start, then your 
screen/video will record. 

● Share any content you want in the clip. 
If needed, you can Pause the recording 
and Resume when ready.

● Did you mess up? No worries, simply 
click Restart to restart the recording.

● Once you are finished, click Finish, and 
the recording will automatically open in 
the Zoom Workplace app under the 
Clips tab section. 
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How to Record

Pause recording/ 
resume recording

Mute / Stop video or change mic 
and video settings

Cancel recording

Finish recording
Start Over
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Zoom Clips

● After you create a clip AI Companion will 
analyze the clip and create a Title, add 
Description & Tags. 

● You can make further edits by clicking on the 
title or description.

● Click + Add tag or X to add or remove tags.

107

AI Companion
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Learn Anytime,
Anywhere

Expand Your Product 
Knowledge

Earn Badges & 
Level Up

Stick Around for 
Future Qualifications

A free customer education platform with on-demand courses, live training, and so much 
more.

Start learning today at 
learning.zoom.us

#
#
#
#
#


109

community.zoom.com

Find Helpful Solutions

Browse the community to easily 
find 

product solutions.

Ask Questions

Seek and receive support from 
community experts. 

Collaborate with Peers

Connect with community 
members and share product 

news.

#
#
#
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Get Involved
Community Champions are provided 
with the opportunity to be a part of a 
group of top community members and 
recognized for their helpful contributions 
through digital badges, champion title, 
and champion avatar collections.

Make Connections
Regularly connect with fellow 
community champions and 
Zoomies to share ideas, issues, 
and opportunities for the 
Community.

Be a Leader
Showcase helpful behavior and 
provide contributions in 
discussion forums.

Receive Rewards
Receive perks such as digital 
rewards, access to connect with 
the Zoom Community team, and 
invitations to exclusive events.

Champion Program

#


Helpful Zoom Resources
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● Zoom Learning Center
+ Over 45 courses and 14 learning plans of premium 

training content, covering all Zoom products.

● Zoom Help Center
+ The Zoom Help Center is your first stop for accessing 

all our best tips and tricks as well as answers to your 
most pressing questions.

● Zoom Community
+ Zoom created a Community Site, a forum for Zoom 

customers to post discussion topics and collaborate.

● Zoom Technical Support 
+ When you have questions that our Zoom Help Center 

canʼt solve, there are several options to get additional 
support from Zoom technical experts.

● Zoom Blog
+ Subscribe for new blog posts/articles or browse/search 

for previous industry-specific articles.

● Zoom Service Status
+ Upcoming / current maintenance and Past Incident 

information.

● Zoom Release Notes
+ Subscribe for updates to various Zoom products.

● Preview Notes
+ Owners and Admins can access to release notes 30 

days prior to major releases and 14 days prior to minor 
releases.

● Zoom Uptime
+ Historical status of the Zoom platform (traffic light status)

● Zoom Trust Center
+ Visit our Trust Center Resources to help you find more 

information on Zoom's Security, Privacy, Legal & 
Compliance, and Trust & Safety.

● Zoom Developer Platform 
+ An open platform that allows third-party developers to 

build applications and integrations upon Zoomʼs 
video-first unified communications platform.

● Virtual Workspaces & Workspace Designer
+ Looking for workspace inspiration? Explore how Zoom 

can make video collaboration come alive in a wide 
variety of work settings.

https://learning.zoom.us/
https://support.zoom.com/hc/en-us
https://community.zoom.com/
https://support.zoom.com/hc/en/contact?id=contact_us
https://blog.zoom.us/
https://status.zoom.us/
https://support.zoom.com/hc/en/category?id=kb_category&kb_category=d52a3eda8720391089a37408dabb3559
https://support.zoom.com/hc/en/category?id=kb_category&kb_category=ff1513a0c31df9104b490e8dc0013176
https://uptime.zoom.us/
https://explore.zoom.us/en/trust/
https://developers.zoom.us/docs/
https://zoom.us/docs/en-us/virtual-executive-briefing-center.html
https://explore.zoom.us/en/workspace-designer/
#
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Thank you
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Team Chat Phone Meetings Rooms Events Contact 
Center

https://explore.zoom.us/en/products/group-chat/
https://explore.zoom.us/en/products/zoom-phone/
https://explore.zoom.us/en/products/meetings/
https://explore.zoom.us/en/products/zoom-rooms/
https://explore.zoom.us/en/products/event-platform/
https://explore.zoom.us/en/products/contactcenter/
https://explore.zoom.us/en/products/contactcenter/

