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TODAY’S SCHEDULE

• Keyboard Shortcuts
• Transcribing Videos
• Student Attendance Method
• Zoom PC Optimal Settings
• Zoom Teaching Tools - Multiple Monitor System
• Zoom Teaching Tools - Standing Desks 



TODAY’S THEME

SAVE TIME

EASY TO USE

EASY TO REMEMBER

INCREASE PRODUCTIVITY



KEYBOARD SHORTCUTS

• Seamless actions (instead of fumbling with mouse 
clicks)

• Save precious seconds (attention span)
• Change Keyboard shortcuts (tailor to your 

needs/style)



KEYBOARD SHORTCUTS



KEYBOARD SHORTCUTS

• お勧め:

Command Windows (PC) MacOS (Mac)
Microphone Mute/Unmute [Self] [ALT]-A ⌘-[SHIFT]-A

Video On/Off [Self] [ALT]-V ⌘-[SHIFT]-V

Microphone Mute
[All except Host]

[ALT]-M ⌘-[CONTROL]-M

Microphone Unmute
[All except Host]

[ALT]-M ⌘-[CONTROL]-U

Switch Gallery/Speaker View [ALT]-F1/F2 ⌘-Shift-W



TRANSCRIBING VIDEOS

• Converting Audio from video into text form
• Convenient to read later 
• Not always perfect, but may be useful for adding subtitles later

• Already have a framework/template

• English Recording only (Other languages TBD)
• Currently only available for Business/Education/Enterprise Zoom 

Accounts (Not Pro)
• Currently available for “cloud recording” only









STUDENT ATTENDANCE

• Looking at Zoom Reports, you can look at who has 
signed in.

• Look at Time logged in/out & Total Time
• Not perfect, but can be good for verification

• If there’s a standard system for logging in, it can be 
primary method for attendance.







ZOOM SETTINGS (FOR SLOWER PCS)



ZOOM SETTINGS (FOR SLOWER PCS)

UNCHECK



ZOOM SETTINGS (FOR SLOWER PCS)



ZOOM SETTINGS (FOR SLOWER PCS)



ZOOM SETTINGS (FOR SLOWER PCS)

UNCHECK



ZOOM SETTINGS (FOR SLOWER PCS)



ZOOM SETTINGS (FOR SLOWER PCS)

• Zoom Updates (Fixes/Bugs/Optimization) 
• Avoid using fancy virtual backgrounds
• Active Speaker View vs. Gallery View
• Throw away your PC

• Most PCs can be salvaged / upgraded!



MULTI-MONITOR DISPLAY
Recommendation: Rationale:

Multi-monitors • Virtually Double the workspace
• Gallery View (Monitor A), Speaker View (Monitor B)
• Increased Productivity (＋48%) [Dell Dual Monitor 

Survey, 2020]
• Best Cost-to-productivity ratio
• Most PCs/MACs has display outputs for additional 

monitors
• Use monitors / TVs / Tablets / Smartphones!



MULTI-MONITOR DISPLAY SETUP



MULTI-MONITOR DISPLAY SETUP

Gallery View

Speaker View Slides



STANDING DESK

•Simulate classroom teaching
•Keeps blood flow going
•Reduce BACK PAIN



STANDING DESK



STANDING DESK

• Amazon / Nitori / Tokyo 
Interior

• Standing elevating desk vs 
Standard raised desk



TODAY’S SCHEDULE

• Keyboard Shortcuts
• Transcribing Videos
• Student Attendance Method
• Zoom PC Optimal Settings
• Zoom Teaching Tools - Multiple Monitor System
• Zoom Teaching Tools - Standing Desks 



TODAY’S THEME

SAVE TIME

EASY TO USE

EASY TO REMEMBER

INCREASE PRODUCTIVITY



THANK YOU!
Phil Nguyen (nguyen@keiwa-c.ac.jp)
JALT Niigata Treasurer
PanSIG Conference Treasurer
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