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How to prepare before using Zoom

) 2 4
A laptop with camera O - Good lighting
L an) DDI(SJTTJ%TB

- Stable internet connection ﬂ Avoid being disturbed
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Download and install Zoom

ZOOMUS: https://zoom.us/download#client_4meeting

FEE

PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING ~ SIGN IN SIGN UP, IT'S FREE

Download for IT Admin -

Download Center

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Download Version 5.1.3 (28656.0709)



https://zoom.us/download#client_4meeting

Permissions to install (Only for Mac users)

Step 1: Click on the Apple Icon at the top left corner of your screen. Choose
System Preferences.

Step 2: Click on Security & Privacy.

Step 3: Click the lock icon at the bottom left to have access to make changes.
Step 4. Enter your computer administrator's username and password.

Step 5: Change Allow apps downloaded from: to App Store and identified
developers.

"J._-_'d Finder File Edit View
About This Mac F

n;ystem Preferences...
App Store...

Recent Items >

1 Force Quit... THED




Joining a meeting

Join Meeting

[ Meeting ID or Personal Link Name ~ }

Your Name

. > (] Don't connect to audio

(] Turn off my video

Join

i R
| Cancel | Join
h" -

Sign in to Zoom then click Join. Enter the meeting ID number and your
name which will be displayed in the

meeting room
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In-Meeting Controls

(D Audio:Mute/Unmute bi
@ Video: Start video/Stop video

(® Participates: By clicking on Participants
INn your controls, you can see the attendees
In the meeting.

(@) Chat: You can send messages to
others, meanwhile, you can receive the
chat messages within the meeting.

(5) Share Screen: You can share a
presentation with Zoom.

® End: Leave the meeting.

Zoom Meeting

Password: AZy5gV m

Numeric Password: 530811
(Telephone/Room systems)

Invite Link: https://us0dweb.zoom.us/j/57277219862pwd =dFVOakJXSW1ZOWxkWWIBV2VQQ2
f@ Copy Link
Participant ID: 408295

b
Join Audio Share Screen Invite Others

Computer Audio Connected



Slides Setting: For Presenters

DO NOT use the speaker mode for slides sharing during an online meeting
because we do not want your notes to be seen by the other participants or the

audience.

Check your slides setting before the conference to make sure you did not select
the speaker’s mode.
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Screen Sharing: For Presenters

1. Presenters are required to share their slides during their presentation.
2. Step 1: Open the PowerPoint file from your own computer.
3. Step 2: Find the Click Share Screen in Zoom and click to select the

application you would like to share. (Desktop/PPT/other applications you are
currently using)

4. Step 3: Select the PowerPoint you have just opened and then click Share.

Detalled instructions will be shown at the following slides.
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Screen Sharing: For Presenters
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e ax — Open the PowerPoint
7t file from your own
computer.
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How to use Zoom

Note:
Do not switch it into full
screen play mode at

| im— | this stage.
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Screen Sharing: For Presenters

) Select a window or an application that you want to share

=2 oemes
F—EEETRTR 2. ) SHIFHES - bcel
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() share computer saund [ Optimize Screen Sharing for Video Clip
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X Show all windows...
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Step 2

Find the Click Share
Screen in Zoom and
click to select the
application you would
like to share.

Note:

1. The applications you are
currently opened will be
appeared at here.

2. If a video is included in your
PPT, please select Share
computer sound.



Screen Sharing: For Presenters
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5 Step 3

Do Dom mm b e vl Ai1o0 B () s . D Select the PowerPoint

| = you have just opened
and then click Share
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Screen Sharing: For Presenters

© Selecta oh & = Q SOV, .
' Step 3

. Find the Click Share

' Screen in Zoom and N Ote

click to select the

“application you would When Sha”ng |S

5Iike to share.

LN started, you can
- The applications you

are currently opened change your PPT into

will be appeared at I

e ! full screen mode and
start your presentation.
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Screen Sharing: For Presenters

" ; 1. Hide Video Panel
o 2. Hide Floating

i HER i Pause Recording .
bt h Stop Recording iy C |
h & - Meeting Controls

Closed Caption

Disable participants annotation

Screen Sharing: For Presenters Qs You can click on
Hide Video Panel More to SeIeCt

Hide Floating Meeting Controls ~ Ctrl+ Alt+Shift+H

Live on Custom Live Streaming Service h | d | N g th e ﬂ Oatl N g

Share computer sound

Optimize Share for Full-screen Video Clip ContrOIS and the
vide panel if
Step 4 necessary.

After your presentation, you may click on stop share button to end the
PPT sharing process.
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Screen Sharing: For Presenters

Step 4
After your presentation, you may click on stop share button to end the
PPT sharing process.
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Chat

- [m] X

© Zoom Meeting

Zoom Group Chat

1. Please DO NOT
send messages to
public audience
through the chatroom.

2. It is used to for our

staff to send message
to a particular guest in
the meeting room only.

To: Everyone v O File

Type message here...




Viewing Mode: Side-by-Side

While viewing a shared screen,
Zoom offers different display
modes which can be selected
accordingly.

Option 1: Click on View Options
and choose Side-by-side Mode.

The shared screen will appear
on the left and the speaker will
appear on the right.
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Display Mode: Gallery

Option 1: Display in Gallery View

Gallery view lets you see thumbnall
displays of participants.

Click Gallery View In the top-right
corner, all of participants are

displayed on a single page
"B2"# iPhone




Display Mode: Speaker View

Option 2: Display in Speaker
View

Speaker view lets you see the big
picture of speaker.

Click Speaker View in the top-right
corner, the speaker will be
displayed in the large video.




Using Virtual Background s @

hhh ¢ BASIC

chh***@gmail.com »«

(=) Add a Personal Note

Step 1: Click your profile picture then >
CIle SettlngS : L Settings

L] Settings

Step 2: Select Virtual Background.

Step 3:Click on an image to select the
desired virtual background or add your
own image by clicking + and choosing if

you want to upload an image or a video. =
o --«Md-
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Listening to language interpretation

* |n your meeting/webinar controls, click Interpretation.

(&

Click the language that you would like to hear. ( Spanish or English )

« (Optional) To only hear the interpreted language, click Mute Original Audio.
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Reminders

B Internet connection is stable. Please test your upload and download
speed first.

B Please follow technicians' instruction to adjust the audio and video.

B Please enter the Zoom meeting room 30 minutes in advance on the
day of actual live streaming. Preparation may be required in advance.

B \When you join the meeting room, please change the display nhame to
your real name.

B Please use the same computer for testing and actual live streaming. If

computer is changed, re-testing will be required to make sure that all

the setting are in position.

Please turn off the excessive applications during presentation.
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Thank You






