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How To Launch Zoom Training for Staff Guide 

This guide will walk you through how to access and attend a virtual Zoom 
training session you have registered for in MetroU. 

1. To get started, please login to MetroU using your MetroU username
and password.

Note: Please login early to allow enough time to ensure audio and
video are working on your device and to allow enough time for any
additional troubleshooting.

2. Once you are logged in to your account, please navigate to your
Timeline icon on the left side panel, then locate the Zoom session you
are enrolled in.

Tip: You can easily identify your session in your Timeline by referring 
to the activity type and session name. For any in-person or Zoom 
sessions in MetroU they will be labeled as EVENT or VIRTUAL 
SESSION above the title. Additionally, L&D includes the workshop 
name, date, and time in the title of all virtual trainings, so they are 
easily identifiable.   

https://metrou.sumtotal.host/Broker/Account/Login.aspx?wtrealm=https%3a%2f%2fMETROU.sumtotal.host%2fcore%2f&ReturnUrl=http%3a%2f%2fmetrou.sumtotal.host%2fBroker%2fToken%2fSaml11.ashx%3fwa%3dwsignin1.0%26wtrealm%3dhttps%253a%252f%252fMETROU.sumtotal.host%252fcore%252f%26wreply%3dhttps%253a%252f%252fmetrou.sumtotal.host%252fcore%252f&domainid=52160A28FC58BBBE7D714E075077AC76&passwordresetemailed=1
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3. After locating your Zoom training click the  button next to the 
session. 
 

 

 
 
Tip: You can also access the virtual session by navigating to your 
Training Schedule on the left side panel and finding the session in your 
CURRENT/UPCOMING tab.  

 

Once your find your session select the button. 
 

 

 

4. After selecting a pop-up window may appear. Please select OK 
to close the pop-up blocker and then START to launch the Zoom 
session. Keep your MetroU browser windwo open during the 
entirety of your session.  
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5. Zoom will automatically open a second browser window on your screen 
and an additional pop-up message will appear, click Open Zoom 
Meetings.  
 

6. Please wait for your instructor to start the session.  
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Once the instructor has started the session you will approve the 
meeting recording acknowledgement and automatically join.  
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8. Once the session has ended close the Zoom browser window to return 

to MetroU. The following message will display. Please select YES to 
confirm.  

 
 
 


