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1. Zoom Participant Guide
For quick tips on better use, visit Section 1.10, Tech Tips.

1.1 Installing Zoom

To join the Zoom Meeting, click on the following link in the meeting invite. If it is your first time joining a
Zoom Meeting, the following window will appear; click Run. You will only have to do this on your first
zoom meeting. For first time users installing zoom, please plan to do this 10 minutes before the meeting
start time.

© hitps //z0omaus /54339971 - B | Seurch -
& Join conversation 1O Activate your sccount - Zoo... 5 Join conversation O tounch Mesting - Zoom  (CPost Attendee - Zoom (O Lounch Meeting - Zoom | ) Launch Meeting - Zoom
5 € CalSAWS SharePoint [ Project Timesheets & myColACES - Home €9 JIRA

Zoom

When prompted, select Run.

rt automatically in a few seconds. If not, download here.

1.2 Joining Meetings

**Meetings will be locked 15 minutes after the start and no more attendees will be able to join. This is
for the safety and security of the project so, please be on time.

If you join from a computer, the video/screen share window appear automatically. There are two
options for joining the audio portion of the meeting: Phone Call or Computer Audio.

Phone Call Computer Audio

(2= -) Dial: +1669900 6833
+1 346 248 7799
+1301 7158592
+1312 626 6799
+1929 205 6099
+1253 2158782

Or 8887880099 (Toll Free)
877 853 5247 (Toll Free)

Meeting ID: 643 399 7107

Participant ID: 55

Done
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To join from your computer, you must click on “Computer Audio” on the window to ‘Choose ONE of
the audio conference options’.

Phone Call Computer Audio

If you choose to join via Computer Audio, by default, you will join on Mute and with Video turned off.

@

Meeting Topic: Wei Fou's Personal Meeting Room
Host: Wei Fou

Invitation URL: https://zoom.us/j/6433997107

Participant ID: 37

Joining by dialing in using the phone numbers listed above is also a possibility, however, you will not
have access to most of the functions of Zoom. If a presenter shares a presentation, the dial-in users will
not have access to view it. The only thing they can do is listen, speak, mute, and unmute their phone
(*6).

1.3 Microphone and Video

In the bottom left corner, there is a microphone button. If you need to speak, click on the
microphone button to unmute yourself. Once you are finished speaking, make sure to put yourself
back on mute by clicking on the microphone button. Right next to the mute button is a video
button. If, while you are speaking, you would like the rest of the call to see you, click on the video
button to enable your camera. Once finished speaking, click on the video button to stop sharing
video. For meeting etiquette, we recommend that you raise your hand prior to speaking. Refer to
Section 1.4 and Section 1.5 for additional instructions. ** Quick tip: if you need to speak for a short
amount of time, hold down the space bar while speaking and it will temporarily unmute you.
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1.3.1 Host Muting Controls

It is best that you unmute yourself if you need to speak, but the host can mute and unmute all
participants. If the host chooses to unmute the entire meeting, the participant will be automatically
unmuted if they were initially muted by the host. If a participant proactively muted themselves, a
pop-up window will appear, requesting the participant to be unmuted by the host. Click “unmute
now" to go off mute; click “Stay muted” to stay on mute.

© zuon

Zoom Group Chat

rking from home?

P Type here to search

1.4 Zoom Volume

If the audio is not working properly, there is a way to manually change the volume. First, click “A” next
to the video.

© zoom Mecting 12: 643-399-1107

~ Participants (4)

m Mary Kate Cacchiane (Me) 4 o
’ ulu Fou tHost) §ox B
Terry Ve o
@ vouncen bathani Bo
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A settings toolbox should appear. Click audio.

B sutomaticaly st microphons uolura

Use sepaate suio device to play ringlone simutsneously

1.5 View Participants

All meeting attendees can view all the por’napon’rs on the call. To do so, click on participants on the
meeting control bar and the participant window will appear on the right side of the screen.

© Zuom Wrling I 641-199-1107 - n

Mule W

Zoom Group Chat
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1.6 Ask a Question

To ask a question, click on the raise hand button at the bottom of the participant window. Doing this
will put a hand next to your name, identifying to the presenter that you have a question, or would like
fo speak. The host or presenter will call on you to ask the question. At this fime, click on the
microphone button unmute yourself and, optionally, turn on your video camera. After you have
received the answer, place yourself back on mute and turn off your video camera.

@ Ao - 3 %

P Type here to search

1.7 Chat with Host

To chat with the meeting host privately, click the chat button on the meeting control bar and the
chat will appear on the right side of the window, under the meeting participants. It is best to have the
chat open throughout the call, in case the host wants to send something to you privately, or all
partficipants.

Zoom Group Chat
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1.8 Joining Late

Unfortunately, for the safety of the project, joining late to the meeting is not possible. There will be a
15-minute grace period but after that, the meeting will be locked. If attempting to join late, the link
will bring you to enter the meeting ID, followed by the password. Once entered, it will just circle back
to entering the meeting ID.

oz |e: o |k L M T v
i Join Meeting Join Meeting Enter meeting password i | Zoom
738-783-399 ~ wuwrar h
Enter meeting ID or personal link name v v
H Remember my name for future meetings ! | Sign In

3 Remember my name for future meetings o H

. |_] Do not connect to audio
} (O Do not connect to audio

() Turn off my video

([ Tumeffmy video {
| o e ol | =3 _
1 Join | cancel _ - s

1.9 Zoom Quick Start Guide
Zoom Quick Start Guide can be found SharePoint Link Here
Zoom Full User Guide can be found SharePoint Link Here
1.10 Zoom Training Videos

Joining & Configuring Audio/Video
Learn the options for joining and configuring Zoom's audio and video setfings.

Meeting Controls
Get a quick introduction to the basic meeting controls available on Zoom calls.

1.11 Tech Tips

1.

If you accidently click “phone audio” instead of “computer audio” this can easily be switched
on the up arrow next to the mute button

Home Insert Design Layout
. e o Pind -
L[} o corny Gothic |11 -| A A [ Aa- B | i= BbC 0T AqFbCDe AcBbCene AcAbcel AaBbCe «§; Replac tgl
s - eploce
e 1] 5 - Caption = H :
TS| Bl U-ax fA-£2-A- B TBullet 3t Captior Figures cading 1 = | Iy Sele i

- o -
To join fram your computer, you must eliek on “Computer Audio” on the window to “Chanse ONF of
the audio conference options'

=
f you choose 1o join via Conputer Audio, by detault, you will Join on Mute and with Vides turnad
off. 1o unmute yoursell, start video, share scr chat with other participants, or izave the meeting,
wse |he meeling conlrol bar al lhe bollom of Ihe window, as indicaled below,
Pagoe 8 ol 12
PageBof12 1602 words (1%
H O Type here to search O o m ® £ 5 g @ = e 8
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https://calacesorg.sharepoint.com/:b:/r/sites/CalACES-Project/PMO/Charts%20and%20References/Collaboration%20Tools/one-page-zoom-rooms-controller-guide-print.pdf?csf=1&e=s5uWdU
https://calacesorg.sharepoint.com/:b:/r/sites/CalACES-Project/PMO/Charts%20and%20References/Collaboration%20Tools/zoom-rooms-full-user-guide.pdf?csf=1&e=rycQc9
https://www.youtube.com/embed/-s76QHshQnY?rel=0&autoplay=1&showinfo=0
https://www.youtube.com/embed/ygZ96J_z4AY?rel=0&autoplay=1&showinfo=0
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If you are experiencing a lag or slow response time, close the Zoom call and try joining again.
Do not connect to a Zoom call while on VPN, connectivity will be too slow.

If more difficulties arise joining with computer audio, call in using the phone audio.

If the host sends out an attachment in the chat area during the call, download the file onto
your local drive because the chat will be deleted once the meeting is over.

If you would like to change your name click on the participants window, then click more, then
click rename.

5 Type here to search

[ Mary kate ca

@ Remember my name for furure mestings

o I

SO Type here to search
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