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• Remote Tools & Tech – Lisa Hall
– Zoom
– SharePoint
– Teams
– OnBase

• Security – Dennis Leber

Agenda

Presenter
Presentation Notes
Today, I will be sharing information about these business productivity tools that are valuable during remote and in-office work.  I will then hand you over to Dennis for the second half and he will share more about cybersecurity in the remote work environment.Let’s get started!
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Remote Tools & Tech

https://uthsc.edu/its/

Presenter
Presentation Notes
Many of our vendors, such as Zoom and Microsoft, are continuously improving their functionality offering and security.In response, we have created a Remote Work website, and we strive to keep it current with daily updates and tips.  We have a site for Faculty & Staff and one for Students.  We’ll talk about the Faculty & Staff site today.  You are welcome to follow along in your computer

https://uthsc.edu/its/
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Remote Tools & Tech

https://uthsc.edu/its/remote-work/index.php

Presenter
Presentation Notes
I’m including all of these slides, for your future reference.  I’m going to zip through them right now.  Stop me if you have questions!On this site, we have:Daily Work from Home tipTroubleshootingMicrosoft Teams informationAnti-VirusTeams has wonderful collaborative tools as well.  We’ll talk about these a bit more in a little while.Next page

https://uthsc.edu/its/remote-work/index.php


<Project Name>

Remote Work website

6/19/2020 6

Remote Tools & Tech

https://uthsc.edu/its/remote-work/index.php

Presenter
Presentation Notes
I you scroll down, you’ll see… Feature Courses through LinkedIn Learning How to remote into your campus desktopVPN – Virtual Private Network Teaching RemotelyMicrosoft Office 365Your Office PhoneFitnessMental HealthLinkedIn Learning – You may have seen mention of this in our Daily Digest announcementsthere are courses for just about everything!Outlook, Excel and other O365 toolsSoft skills, such as leadership, time management, working remotelyBe sure to log in through UT’s link, so you are connected to the FREE coursesRemote Desktop and VPN help you access either your campus computer or tools such as IRIS, your network or shared drive, etc.Our first Focus today is on Zoom!

https://uthsc.edu/its/remote-work/index.php
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Remote Tools & Tech

Presenter
Presentation Notes
ZoomFirst and foremost:  Be sure to log onto Zoom properly.Be sure to Sign in with SSO – SSO is Single Sign On – Be sure to type in tennessee with a lower case “t”You don’t have to do this every time, but if you don’t use the SSO option, Zoom will not work the same way for you
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Remote Tools & Tech

https://uthsc.edu/its/remote-work/index.php

Presenter
Presentation Notes
See from this Zoom Menu, you can:Go to Zoom FAQsInstall or download the Zoom app – we recommend this, as you can then run Zoom from your computer and not have to go out to the browser.Zoom Overview

https://uthsc.edu/its/remote-work/index.php
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Remote Tools & Tech

https://uthsc.edu/its/business-productivity-solutions/training/zoom/index.php#cheat-sheet

Presenter
Presentation Notes
We create “Cheat Sheets” to help you out before & during your meetingsThese are printable

https://uthsc.edu/its/business-productivity-solutions/training/zoom/index.php#cheat-sheet
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Remote Tools & Tech

Presenter
Presentation Notes
Now, let’s get into some ZOOM!You open Zoom by clicking on Zoom on your desktop, by clicking on your tool bar or type Zoom in your Search Bar.
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Zoom Home Page

6/19/2020 11

Remote Tools & Tech

Presenter
Presentation Notes
You’ll see this screen, which allows you to:Start a meeting with “New Meeting”Join a meeting – it will ask you for your Meeting ID and Password, which you should see in the meeting invitation sent by the host.Schedule a MeetingOr Share ScreenThere is also other important information on this page!
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Zoom – Profile & Settings
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Remote Tools & Tech

Presenter
Presentation Notes
This is your Zoom Home PageYou can check out the “Chat”, Meetings and Contacts, but we’re going to focus on your profile & setup.Let’s start with clicking on your initials to open your Profile.
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Zoom – Profile

6/19/2020 13

Remote Tools & Tech

Presenter
Presentation Notes
This is your Zoom Profile pageIMPORTANT InformationLicensed or Basic accountA Licensed account allows you to be a Co-HostA Basic account does notAlso, a Basic account limits your meetings to 40-minutes and 20 participants.A Licensed (formerly known as a Pro account) allows up to 300 participants and meetings over 40-minutesThis also shows your statusesAvailableAway Do not disturbYou may see that you or someone else is marked as Red – This does tie into your Zoom meetings to show that you are already in a meeting. 
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Zoom – Profile
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Remote Tools & Tech

Need more time?  Have more than 20 people?  Need to setup a Co-Host?
Request a Zoom Licensed account by submitting the Zoom Licensed Request Form.

Presenter
Presentation Notes
This is what you’ll see if you have a BASIC account.If your meetings will be longer than 40 minutes, or will have more than 20 participants, or you need to schedule a meeting with a Co-Host…Request a licensed account.

https://uthsc.co1.qualtrics.com/jfe/form/SV_ahQ3paTyTcyJBJ3
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Zoom – Settings
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Remote Tools & Tech

Presenter
Presentation Notes
Now let’s take a look at your settings
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Remote Tools & Tech

Presenter
Presentation Notes
Now let’s take a look at your settingsClick on the Gear in the upper right hand cornerThis allows you to personalize your Zoom settings to some degree.  I’m not going to walk through all of these, but I do want to highlight a few things.  Virtual Background allows you to download the UTHSC backgrounds and use.  This does not work on all computers.  Instructions are on the Remote Work & Zoom webpages.
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Remote Tools & Tech

Presenter
Presentation Notes
If I record a meeting, the Recordings feature allows me to select a default storage site for all of my recordings.You can see that I store my recordings on OneDrive.The default is to share to your hard drive.  But, this is not the best, as it likely isn’t backed up.OneDrive makes the recordings only accessible to me, but saved in the cloud.Some departments are using Zoom to record interviews for new students or applicants.  These should be saved to a departmental SharePoint site.  My team can assist with setting this up.A third option is the Zoom Cloud – UTHSC does not want recordings saved to the Zoom CloudAny questions?  Now let’s schedule a meeting!
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Remote Tools & Tech

Presenter
Presentation Notes
There are two main methods for scheduling a meeting in the future:You can schedule a meeting from your Home PageAnd, you can now schedule from Outlook.Let’s start with scheduling from your Home Page.
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Zoom – Scheduling a meeting
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Remote Tools & Tech

Presenter
Presentation Notes
You can change your Topic, time, durationYou can make it a Recurring meeting For improved security over your meeting, Select Meeting ID -- Generate Automatically.	if you use the same Personal Meeting ID, people can join a meeting they are not invited to.Require a Password for all of your meetings.  This is also randomly generated.Be sure to check your Video & Audio options.  And select Outlook for your Calendar.But, before you click Schedule, select Advanced Options.
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Remote Tools & Tech

Presenter
Presentation Notes
The Advanced Options are very important to review!Enable Waiting Rooms – If guests join the meeting before the host, do you want them to “Wait in the Waiting Room” or enter the meeting right away?Most meetings, it is efficient to have people in the main meeting, so they can talk to each other.Other meetings, especially interviews or telehealth, you do not want people mingling before hand.  Waiting rooms allow you more control and higher level of security over the meeting.Enable Join Before Host – similar to the Waiting Rooms, but if the waiting room is not set up, the guests will see a message that they are waiting for the host to join.Mute participantsOnly Authenticated Users can join.  This requires users to log in.The other very important feature is Alternative hosts.Also known as Co-hostsThis feature allows someone else to schedule a meeting for someone else.We see this where a coordinator will schedule interviews for others to participate in, but the coordinator does not attend.It is also a good feature so that 2 or more people can do most of the meeting functionality, such as sharing screens.Important:  when you enter an Alternative Host, be sure to use their @tennessee.edu email address, not their @uthsc.edu.
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Zoom – Scheduling a meeting #2
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Remote Tools & Tech

Presenter
Presentation Notes
Schedule a Meeting in OutlookYou can add on Zoom – see the online instructions for this.
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Zoom – Scheduling a meeting #2
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Remote Tools & Tech

Presenter
Presentation Notes
After you select “Add a Zoom Meeting” the call in information will be added to your meeting location and to the body of your meeting.You can select Settings to verify the controls over your meeting, including:The Generated unique meeting IDThe PasswordVideo & Audio settingsBe sure to click on Advanced Options!
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Zoom – Scheduling a meeting #2
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Remote Tools & Tech

Presenter
Presentation Notes
Advanced Options are where your enhanced security features exist.We’ve talked about most of these, but I want to reiterate the Alternative Hosts.Be sure to use the @Tennessee.edu email addressesAnd you can have multiple.



<Project Name>

6/19/2020 24

• If you are scheduling a meeting, but will not be 
attending. (e.g. Interviews)

• Especially if the co-host will need to share their 
screens with participants.  (e.g. Admin 
scheduling meeting for VC)

• Co-host becomes the host, in the absence of the 
host.
• E.g.  Network issues

Alternative Host is a great feature for meeting flow

Zoom – Why use a Co-Host?
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Remote Tools & Tech

Presenter
Presentation Notes
As the host, you have Zoom Super Powers!Click on Security to share your powers with others…



<Project Name>

Zoom – Managing the Session

6/19/2020 26

Remote Tools & Tech

Presenter
Presentation Notes
Here I can:Lock the Meeting – don’t let anyone else in.Enable the Waiting Room – This can be enabled beforehand or during the meetingAllow participants to:Share ScreenChatUnmute themselves – this is helpful in a large class where you may or may not want participation.If you click on Share Screen, you can change settings under the Advanced Sharing Options as well
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Remote Tools & Tech

Presenter
Presentation Notes
Click on MoreThis is where the fun begins:Expand to FULL SCREEN and you will see more options at the bottom, including Record
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Zoom – Managing the Session
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Remote Tools & Tech

Presenter
Presentation Notes
By clicking on More and then Participants, you can ask your guests to vote or provide feedback!People can respond with thumbs up or down or clapping as well!  Or, I need a break or I’ll be back!
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Zoom – Chat
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Remote Tools & Tech

Presenter
Presentation Notes
By clicking on More and then Chat, you can add comments and so can the guests!Guests can also have private chats.Note:  If the session is recorded, so are the private chats between participants
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Zoom – Polls
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Remote Tools & Tech

Presenter
Presentation Notes
You can also add a poll!  
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Zoom – Polls
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Remote Tools & Tech

Presenter
Presentation Notes
As the Host, when you click on the Poll, it will take you to the Zoom website, where you create your poll.
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Remote Tools & Tech

Presenter
Presentation Notes
Polls are a great tool for keeping your audience engaged.  We have ITS Town Halls twice a week, and our CIO puts fun polls together to lighten the mood and keep folks attending.Here’s a quick poll and the various steps.  It is good to prep your polls prior to the start of your meeting.  Then you can launch them anytime.The results will be displayed to the host as they are coming in.Then you can end polling.
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Remote Tools & Tech

Presenter
Presentation Notes
You can Share your Results.If you Re-launch Polling, it will clear previous result.
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Zoom HIPAA
• Working with Zoom & UTK to strengthen Zoom 

security even more.
• Roll out to campus scheduled for July 21st.
• Watch for instructions and complete as soon as 

possible.

Upcoming Project

Remote Tools & Tech
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Microsoft O365
• OneDrive – use for your work documents
• SharePoint – use for your departmental documents
• Teams – use for project documents – then move final 

documents to SharePoint

Watch Daily Digest for O365 tips & tricks

Other Tools

Remote Tools & Tech
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OnBase
• Replaced Nolij
• Great tool for securely storing documents that must be 

retained, e.g. Payroll documents, archived documents, 
Student documents

• Ready to go paperless?  OnBase helps departments 
transition from paper to electronic documents.

• Digital Transformation 
• Provides remote access to your departmental documents
• OnBase Website

Learn more about the Digital Transformation

Other Tools

Remote Tools & Tech

Presenter
Presentation Notes
Happy to share more about OnBase with you, if you are curious!

https://www.uthsc.edu/its/business-productivity-solutions/product-management/onbase.php
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• Collaborative tool for keeping in touch when out 
of touch

• Instant messaging
• Calls
• Project repository
• And, so much more!
• Microsoft has a strong security posture which 

makes Teams a recommended tool.

Stay in touch with Teams

Microsoft Teams

Remote Tools & Tech
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Remote Tools & Tech

• Logon to O365.uthsc.edu
• Click on the waffle at the top left of your screen.
• You should see Teams
• You may need to click on All apps 
• As with most of O365, you can run on your browser, 

but you have more functionality if you run the app.  
Helpdesk can assist. 
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Teams – Toolbar

6/19/2020 39

Remote Tools & Tech

Presenter
Presentation Notes
Your Toolbar appears on the left.Activity shows everything that is going on…across all of your teams and chats
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Teams – Toolbar
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Remote Tools & Tech

Presenter
Presentation Notes
1.  Chat allows you to have an Instant Message conversation with one or more people.Box at top left allows you to:3  Filter conversationsStart a new conversation4.  Teams Icon on your toolbar alerts you to new messages.
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Remote Tools & Tech

Presenter
Presentation Notes
Upper Right – You’ll notice your Icon/PictureThere will be a little circle next to your initials or picture that may be Red, Yellow, Green or XTeams ties to your other O365 tools, such as your Outlook calendar.  This will show if you are in a meeting or “available.”You can see your calendar, when you click on Calendar
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Remote Tools & Tech

Presenter
Presentation Notes
The last thing I want to share right now is CallsYou can initiate from the Toolbar or within a Chat2.  You can leave a voicemail as well.3  You can instantly call one person or a group of people.You can do a video call or an audio only call.If you install Teams on your phone, you can also get instant messages and Calls on your phone.No need to schedule ahead of time, but that feature is also available. 
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Remote Tools & Tech

Presenter
Presentation Notes
Check out our Desktop & Web Apps website for more information about business productivity tools, such as O365.  We are continuously updating this site with training, tips & tricks.We will be enhancing our Teams information as well.Any Questions for me, before I hand you over to Dennis?
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Questions?
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