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dated 12/13/22 - The information in this resource is subject to change as Zoom changes its features and functionality.

Zoom	101	Benchcard:	Getting	Familiar	With	Zoom	and	Conducting
oom menu is a black bar with several icons that appears at the bottom of your screen. Each icon has a func
nt from the one below, depending on whether you are acting as the host, co-host, or participant of the me

is controls your microphone. You can mute and unmute yourself so other participants can/cannot hear yo
dio options and settings. Note: If you use Polycom for audio, see page 2.
is controls your camera. You can turn your camera on and off so that other participants can/cannot see you

deo options and settings. Note: If you use Polycom for video, see page 2.
u will only see this if you are the host. It allows you to set permissions for other participants and control w
u can click on this icon to see a list of participants and whether they are muted and/or on video. If you are
rticipants’ settings.
enabled, participants can instant message other participants. You will see any chats directed to you or to al
is option (enable or disable chats between participants). For more information, see SCAO’s Virtual Courtro
ote that some court clerks will type the case name, number, date and time into the chat window to help wi
u can share your screen so that the other participants see what you are looking at on your computer/device

 the proceeding has the ability to share their screen.
is allows you to record the proceeding and serves as a very useful backup to livestreaming. See informatio
u will only see this if you are the host and if breakout rooms have been enabled. This allows small groups
ss the proceeding in a separate session. For example, parties and their attorneys could use a breakout room
u are the host and do not see this, you will need to enable this option. For more information, see https://su
6476093-Getting-Started-with-Breakout-Rooms.
yone can click this to react silently to what is said during the proceeding. At this time, there does not appe

your court has a YouTube account enabled, you will see an option in the “More” area for streaming to You
be, consider recording the proceeding and posting later as a way of providing public access (See number 7
 page 2).
u will only see this if you are the host. “End” lets you end the meeting for all participants. If you are not the
eave Meeting” which allows you to leave the proceeding.

2 3 4 5 9876

https://support.zoom.us/hc/en-us/articles/206476093-Getting-Started-with-Breakout-Rooms
https://support.zoom.us/hc/en-us/articles/206476093-Getting-Started-with-Breakout-Rooms
https://www.courts.michigan.gov/4a28cc/siteassets/covid/covid-19/vcr_stds.pdf
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Host vs
The hos e side of the
Zoom p any times it is
another ost. Although
co-hosts y do have the
ability t  proceeding. 

Unders l screen view:

Using Polycom With Zoom:
Using a Polycom to join a Zoom meeting is the same as making
traditional Polycom point-to-point calls. Your Polycom remote should
control your video and microphone. For more information, see JIS’s How
to Call From Polycom Into a Zoom Meeting and Tips for Using the
Polycom Remote.

Waiting room:
The area where participants “wait” before being allowed into a
proceeding. To use, this feature must be enabled, and it is suggested that
courts do so. Enabling the waiting room prevents participation by
individuals who are not involved in the case. It is suggested that courts
personalize their waiting room so participants know they are in the
correct proceeding. Example: “You are in the waiting room for a matter
scheduled before Judge Smith. You will be admitted when the court calls
your case. Thank you for your patience.”

At the ither speaker 
view or . You can click 
on it to icipants to see 
only w ch other. The 
disconn roceeding in a 
full scre

Public A
• JIS’s s for Court 

Proc
• MJI’  Hearings and 

Ben
• SCA

Using Zoom
• JIS’s Using Zoom and Virtual Courtroom Resource Center
• Virtual Courtrooms Webpage
• SCAO’s Michigan Trial Court Standards for Courtroom Technology

onducting a Remote Proceeding
At the b nd explain to participants what you expect from them in terms of courtroom decorum. A
Zoom m rticipants do not have the benefit of body language and physical presence, which can result
in partic elpful to call on people to speak and to explain this and other procedures for controlling
the mee
• Infor ss. See Additional Resources listed below for more information.
• If a p lty or if you notice it, be prepared to postpone the proceeding.
• Enco eir hand” if they wish to speak. Some courts keep all participants on mute until it is that 

pers ntly raise their hand during the proceeding by clicking “raise hand” on their screen. If you 
are t ised their hand and can determine whether to allow them to speak.

• It ma d. Having a solid-colored wall or even a sheet cuts down on the wobble of the background.

Additional Zoom Information

Additional Resources
an Judicial Institute 

ated 12/13/22 - The information in this resource is subject to

. Co-Host:
t is a person who is managing the administrativ
roceeding. Sometimes this may be the judge, but m
 court staff member. A co-host is assigned by the h
 do not have all of the same privileges as a host, the
o manage participants and start/stop recording the

tand the use of gallery view, speaker view, and ful

top right of your screen, you will see a button that says e
 gallery view and a button that has a disconnected square
 speaker/gallery to switch views. Speaker view allows part
ho is speaking. Gallery view allows participants to see ea
ected square, allows you to choose whether to see the p

en view.

ccess
 Recommendations on Using Zoom & Public Acces
eedings
s Legal Analysis on Public Right to Access Remote
chcards on Limiting Access to Remote Proceedings
O’s FAQs Regarding Remote Proceedings

C
eginning of the proceeding, lay the ground rules a
eeting is different than a live proceeding in that pa
ipants inadvertently interrupting each other. It is h
ting. Other suggestions include:
m participants how you are providing public acce
arty informs you they are having technical difficu
urage participants to remain on mute and “raise th

on’s turn to talk. Participants have the ability to sile
he host or co-host, you will see that someone has ra
y be helpful to use a virtual courtroom backgroun

https://www.courts.michigan.gov/publications/benchbooks/mji-benchbooks-and-qrms/mji-quick-reference-materials/remoteproceedings/
https://info.courts.mi.gov/virtual-courtroom-info
https://www.courts.michigan.gov/490d9d/siteassets/court-administration/standardsguidelines/operations/ct_stds.pdf
https://www.courts.michigan.gov/4a28d2/siteassets/faqs/covid/remotehearingadditionalfaqs.pdf
https://www.courts.michigan.gov/covid-19-news-resources/virtual-courtrooms/
https://info.courts.mi.gov/virtual-courtroom-info
https://cdn2.hubspot.net/hubfs/434504/VirtualCourtResources/Zoom%20How%20To%20Use%20Polycom.pdf
https://cdn2.hubspot.net/hubfs/434504/VirtualCourtResources/Zoom%20How%20To%20Use%20Polycom.pdf
https://cdn2.hubspot.net/hubfs/434504/VirtualCourtResources/Zoom%20How%20To%20Use%20Polycom.pdf
https://cdn2.hubspot.net/hubfs/434504/VirtualCourtResources/Polycom%20Quick%20Tips.pdf
https://cdn2.hubspot.net/hubfs/434504/VirtualCourtResources/Polycom%20Quick%20Tips.pdf
https://cdn2.hubspot.net/hubfs/434504/VirtualCourtResources/Polycom%20Quick%20Tips.pdf

