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Zoom: What is it and what does it do?

Zoom is web-based video technology that lets us see each other (if you have a

camera).

Zoom has lots of different functions including connecting via video and/or audio,
an in-meeting ‘chat’ function, recording sessions (with permission of all

participants), break out rooms for smaller conversations and a poll function.

This guide will help you to:
e Set up Zoom as a participant
e Learn about some of the main functions of Zoom

e Learn how to set up a Zoom meeting as a host

What equipment do | need to use Zoom?

To use Zoom, you’ll need some basic Kit:
e A computer, laptop, tablet or a ‘smart phone’, preferably with a

camera, speakers and microphone. If not, don’t worry we can work

around that, so keep reading.




o A stable internet/broadband connection, either via cable (Ethernet)

or wireless (WiFi)

e Access to an Internet Browser such as Internet Explorer, Chrome,

Firefox or Safari.

How can | join a Zoom meeting via my computer?

If this is your first time using Zoom and you are
using it as a participant, allow yourself some time
before the meeting start time to complete your set

up and get comfortable with Zoom functionalities.



Note: If you have previously used Zoom on your computer, you will not
have to go through the software installation to participate in the Zoom

meeting.

If you are accessing a Zoom meeting via your computer for the first time, follow

the steps below:

1. Your meeting host will send you a link which looks something like this:

https://zoom.us/j/605179126. You will need to click on that link on your

PC, phone or tablet. They will also send you a password, which you’ll need

to enter the meeting.

2. Click the invitation link, and if you have never used Zoom before, you’ll be
prompted to download and install the Zoom software (app).
200m Susport Englsh -

A download should start automatically in a few seconds.

If not, download here

Q

& Zoom_d76802c42...exe ~ Show all

3. Once the software downloads, you may have to click on the download icon

to initiate installation. With some browsers this starts automatically.

4. Once the installation is complete and you’ve entered the password, you'll
see the screen below. This informs you that you are in the queue for the

meeting to start.



Please wait for the host to start this meeting.

Start: 5:00 PM

A dOW test meeting C)ndS.

Test Computer Audio

5. Once the meeting host starts the meeting you will then be connected with

the other participants.

6. OPTIONAL STEP: While you're waiting for the meeting to start, you can
perform equipment tests to ensure that your audio and video technology
is working correctly. These are not compulsory checks, but a useful thing

to do to ensure you are set up correctly for your meeting.

To test your audio, click on the ‘Test Computer Audio’ box. It will take you to
the screen shown below, where you can see if your microphone and speakers

are receiving an audio signal:
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Video

ﬁ Share Screen
Virtual Background
Recording
Statistics

O Feedback

Q Keyboard Shortcuts

Accessibility

Speaker | Test Speaker | Speakers (Realtek High Definition...

Qutput Level:

w

Volume: | XD

Microphone | Test Mic | Microphone (Realtek High Definit..,
Input Level:

Volume: o <)

Automatically adjust volume
() Use separate audio device to play ringtone simultaneously

() Automatically join audio by computer when joining a meeting
() Mute my microphone when joining a meeting
Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

| Advanced |

ictate

To test your video, click on the ‘Video’ option (icon above ‘Audio’ on the left

TIP: If you have a head set, use it. It may help

with the audio clarity for you and your fellow users.

hand side panel). You will see a pop up box as per below. This will enable you to

check that your camera is connected and receiving a signal.
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Keyboard Shortcuts Camera: USB2.0 VGA UVC WebCam v
Accessibility © 169 (Widescreen) Original Ratio

My Video: Enable HD
Mirrar my video
Touch up my appearance
Meetings: Always display participant names on their video
Turn off my video when joining meeting

Always show video preview dialog when joining a video meeting

Advanced

For further support on testing and adjusting your audio and video settings

please watch a video here.

7. At the beginning of the meeting you’ll be asked to enter your name
so you can be identified by your co-participants:
view View Help Open in Desktop App Q  Tell me what you want to d
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Enter your name

Remember my name for future meetings

Cancel

ict


https://www.youtube.com/watch?v=-s76QHshQnY

You can tick the ‘Remember my name for future meetings’ tick box so you

won’t need to repeat that step for future meetings.

8. You will be now asked to join the meeting.
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- Meeting Topic: test meeting
d Host: Jacob Przeklasa
E | Passworg (@ Choose ONE of the audio conference options X
Invitatiol Phone Call Computer Audio JMVIN..
Participa
- - - To hear others,
Join with Computer Audio click the Join Audio button
Test Speaker and Microphene
~~
1‘ [ Automatically join audio by computer when joining a meeting
Join Audio Share Screen Invite Others
Enelich TS STy

If you would like other participants to hear your voice, you need to click

‘Join with Computer Audio’.

Note: Your computer camera may be disabled as a default option, so if you

would like others to see you, you may have to enable it

St



How can | join a Zoom meeting via phone (if I do not
have access to a computer, laptop, tablet or
smartphone with a camera and/or microphone)?

We understand that not everyone has access to a computer, the internet or
a device with a digital camera and/or microphone, so you can also access

Zoom via phone.

If this is how you will be accessing Zoom, you won’t be able to see the
other people joining the meeting and you will lose out on any on-screen

document sharing. However, you'll still be able to contribute to discussions.

Note: You may have to pay a phone charge so please bare that in mind.

There is information on costs on the Zoom website, here.

To access a Zoom meeting via phone, the meeting organiser will need to

provide you with a phone number to call and a meeting password.

To join that meeting, ring that number and enter the password. Then you’'ll

be connected with the audio of your meeting so you can participate.


https://zoom.us/zoomconference/rates

What Zoom looks like and how to use its functions

View:
After connecting with a computer, laptop, tablet or smartphone with a camera,

you will be able to see the meeting participants.
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Mute >  Stop Video Invite Participants  Share Screen Chat Record

You can switch your view to ‘Speaker View’ (top right hand corner of your Zoom
window), where you will see only the person who is speaking. Everyone else will
be visible as small images either across the top or down the right hand side of

your screen.

Or you can choose ‘Gallery View’, which is what you can see on the picture

above, and where you can see everyone laid out in a grid of same-size images.

The little icon to the right of the ‘View’ button is for ‘full screen’ which means
Zoom will fill all of your screen.

Play around with the buttons to get the view that you like best.



Note: If the host uses the ‘Spotlight’ function, then you will not be able to use

‘Gallery View'.

Tool Bar:
The tool bar runs along the bottom of your Zoom screen.
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Mute >  Stop Video

If you cannot see it, scroll or click towards the bottom of your Zoom screen and

it will show up.

Audio and visual settings:

If you see a red line running across any of these icons it means that either audio
or video is disabled. Click on the icon to change your preference (the red line will
disappear once you enable the option)
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Unmute Start Video

TIP: You should keep the audio muted if you are
not speaking. This will help others to hear the
speaker clearly and may improve the quality of
your connection. But do not forget to unmute
yourself (click on the microphone icon) if you

would like to speak, so others can hear you.




Chat function:

Click on the ‘Chat’ button (in the tool bar n) to type messages to each other.

Clicking on ‘Chat’ will open up another section on your screen. This function
means you can write messages to ‘Everyone’ in the meeting or a private

message to a specific person.
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Meeting Topic: Jacob Przeklasa's Zoom Meeting
Host: Jacob Przeklasa
Password: 121158
Invitation URL: https://zoom.us/j/91097250947 2pwd=VUtqWkdTR2F5dUFR...
Copy URL
Participant ID: 500325
Invite Mute Me Raise Hand

v Zoom Group Chat
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Computer Audio Connected

To:  Everyone v
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Mute Start Video Participants Chat Share Screen  Record

To send a private message, click the arrow to right of ‘Everyone’ and it will drop
down a list of all participants. Click on the person’s name and send them a

message that only you and they can see.

You can see a list of the participants in the meeting by clicking on the

‘Participants’ icon 1 14

Panticipants

Finishing the Zoom meeting:

To exit a Zoom meeting, click on the red ‘Leave Meeting’ text in the bottom left

corner of your Zoom window.
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Online security - make sure you're joining a secure

Zoom meeting

If you are considering joining Zoom meetings or socials, here are 5 ways that
you can help to make sure your Zoom session is safe for you and your users.
When setting up your Zoom meeting:

1. Ask your Zoom meeting host not to make meeting open to the wider
public.

In Zoom, there are two options to make a meeting private. Require a
meeting password or the waiting room feature which controls the
admittance of guests. Ask your meeting host to use one or both of those.

2. Ask your Zoom meeting host to make sure only they can share the screen
with participants. They can do this via instigating ‘Host Only’ function
whist setting the meeting.

Prior to your meeting:

3. Don’t share Zoom links publicly and ask your Zoom host not to do that
either. Make sure that the link was directly provided to you by your Zoom
meeting host.

During your meeting:



4. Zoom has a chat function, so people can type messages to other
participants. If you are going to use this function, do not share any links
via chat box, as well as do not click on any links that may be provided to
you by an unknown source.

5. If all else fails and someone does behave in an inappropriate way on your
session, you can ask your meeting host to mute their microphone, stop
their video and ultimately remove them from the session

Guide evaluation
Please fill out this short evaluation survey to help inform analysis of our learning
resources.



https://www.surveygizmo.eu/s3/90095927/Tell-us-what-you-think?whichresource=Coproduction_eL_staff_session
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