
Simple
Zoom
Features



Using a Whiteboard
Go to My Account on the top right on Zoom.us. 
(Make sure you are signed in.)1.

2. Go to Settings.

3.
Make sure this is
blue. That
ensures you
have the feature
turned on.

4.
Now you are ready to use the whiteboard feature in a Zoom 
meeting. To do so, click the arrow next to share screen.

5. Click on the whiteboard
and you will be able to
draw and type.
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2.

Using the Raise Your Hand Feature

1.
Click on Manage Participants.

On the right, much like the
chat feature, you will now
have the ability to raise your
hand to ask a question.

Side Note: Hosts do not have the ability to raise their hand. 
They just get an notification like, "Jane Doe raised her hand." 
This will appear on the top right of the host's screen.

This is a feature that does not appear in Settings like the 
whiteboard. To access it, follow the steps below.
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2.

4.

Adding Registration to your Zoom Meeting
Go to My Account on the top right on Zoom.us. 
(Make sure you are signed in.)1.

3.

Check the box to make 
registration required.

After you have saved your meeting, 
go to Meetings.

5.
Click on the topic.

6.
Click Edit.

7.
Here you can add questions, remove 
questions, make custom questions, 
or just use the ones Zoom has. 
It also asks you if you want to 
automatically approve or manually 
approve the responses.
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3.

You can now either export as a CSV File or click on the number 
of participants.

Pulling the Attendance Report

Go to My Account on the top right 
on Zoom.us. 
(Make sure you are signed in.)

1.

2.

Click on Reports.

This is what it looks like if you click on the number under Participants.
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Using the Poll Feature

Make sure this is
blue. That
ensures you
have the feature
turned on.

4.

Go to My Account on the top right on Zoom.us. 
(Make sure you are signed in.)

This is another feature we want to make sure 
the settings are turned on. Go to Settings.

After you have saved your meeting, 
go to Meetings.

At the bottom of the page, you will find the Polls feature. You 
can use this to add a poll, but there is also a way to add one 
during a Zoom meeting. See below.

1.

2.

3.

5.
Click on the topic.

6.

If you are the host of the meeting and have your Polls feature 
turned on, you will see this feature on your menu bar.
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