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1. Introduction

The aim of this procedure is to give clear instructions to students how access zoom in order

to attend lessons.

2. Document Control

Version

Section Responsibility

Authorisation

Date

Administration and Student
Support Services

Administration and
Student Support
Manager

23" April 2020

3. Instructions on how Students access Zoom

3.1. Installing Zoom and joining a meeting

1. Click on this link: https://zoom.us/download

REQUESTADEMO  +44(20)

314  RESOURCES ~  SUPPORT

Z00m

SOLUTIONS ~ PLANS & PRICING CONTACT SALES

Download Center

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom

JOINAMEETING HOST AMEETING ~ SIGN IN W

Download for IT Admin ~

meeting, and is also available for manual download here.

Download Yersion 4.6.7 (18176.0301)
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2. The installer will download automatically. Click on it.

Zoomlinstaller (1).exe "

10.710.7 MB
s s aniang

/o0om

n Zoomlnstaller.exe T

3. If you're joining the meeting, click ‘Join the meeting’. If you’re a host click ‘sign in’.

PLAMS & PRICING CONTACT SALES

JOIN AMEETING

HOST AMEETING -

1 &) Zoom Cloud Meetings

Z200Mm

Sign In

Version: 4.6.7 (18176.0301)

g

Enter the meeting ID specified in the email you received. For example:
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Meeting ID: 632 206 782
Password: 278206

B Zoom oy

Join Meeting

Enter meeting 1D or personal link name d

Janelle

Remember my name for future meetings
(] Do not connect to audio

(] Turn off my video

Join | Cancel

hs

Enter meeting password specified in the email:

) Zoom x B

g€ Enter meeting password

4 |l )

Hil
M

Join Meeting | Cancel |

.

ALTERNATIVELY, IF YOU RECEIVE A URL VIA EMAIL, CLICK ON IT
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Jesmond Friggieri Mar 17, 2020
tome =

https://zoom.us/j/ 632206782 pwd=ekpUd3hkcHROL 1orakY4cEx5Mkl57z09

Click on ‘Open Zoom’.

Open Zoom?
Supp

https://zoom.us wants to open this application

Launching...

Please click Open Zoom Meetings if you see the system dialog.

You’ll be connected to the meeting room.

3.2 In-Meeting Controls
Once you have started or joined a meeting, you can access the meeting controls
located at the bottom of the meeting window (move your mouse in the Zoom window to

display meeting controls).

The attendee controls appear at the bottom of your screen.
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Attendees have access to these features:
Mute / Unmute: Mute and unmute your microphone.

Tip: Use the following keyboard shortcuts to mute or unmute yourself. You can also

use push to talk if you want to unmute yourself by holding the spacebar.

e Windows: Alt + A

e Mac: Shift + Command + A
Start Video / Stop Video: Turns your camera on or off.

Participants: See who's currently in the meeting. The Participants list also gives you

access to these options:

e Rename: Hover over your name and click Rename to change your screen name
displayed to other participants.

e Non-verbal feedback icons (if enabled by the host): Places an icon beside your
name to quickly notify the host. For example, Raise Hand places the raise hand

icon beside your name and simulates a hand raise.

v x L5 £ ]

Lower Hand yes no go slower go faster mare

Share Screen: Start a screen share (if the host allows). You will be able to select the

desktop or application you want to share.

Chat: Access the chat window to chat with the participants.
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Reactions: In-meeting reaction such as ‘clapping’ and ‘thumbs up’.

G

Leave Meeting: Leave the meeting while it continues for the other participants. Only

the host can end the meeting.

3.3. In-Meeting Chat

The in-meeting chat allows you to send chat messages to other users within a meeting.
You can send a private message to an individual user or you can send a message to an entire

group.

1. While in a meeting, click Chat in the meeting controls.

! ~ ~ ‘D 1'*- -

Stop Video Invite Manage Participants Share Screen
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2. This will open the chat on the right. You can type a message into the chat box. If you
want to send a message to a specific person, click on ‘Everyone’ and choose the name of the

person you want to contact privately.

W Chat

Type message here...

You will also two or three options above the chat text box.

(1 Screenshot w [ File  ¢/» Code
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3.4.Capturing and sending a screenshot

1. Click Screenshot.

2. Click and drag your mouse around the portion of your screen that you want to capture,

then click Capture.

3.5. Sending a file

1. Click on File.
2. Browse your computer to find the file and open it.
Note: While the file is uploading, click x if you want to cancel the upload.

Zoom will automatically send after you select it. The chat window will show the filename
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and a green checkbox indicating that it was sent successfully.

-

A= You
1 Guide.pdf [~
g 462,73 KB - Click to open
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