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How to Participate in a Zoom Meeting

Mute Chat
Turns on my microphone | would like to write a message
and allows people to hear to the host or other participants
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Mute Start Video Security  QParticipants Chat Record

Start video Participants End
Turns on my camera and | want to see who else | would like to leave
allows people to see me is in this meeting? the meeting

Attendee Controls

About

When you join a Zoom meeting hosted by another user, you are considered an attendee. The user who scheduled
the meeting will have host controls, including muting audio, using video, sharing your screen and more.

Join a Meeting
Join a meeting by:

M clicking on the Zoom link provided in an email sent by us that looks like this:
TO JOIN THE MEETING ON ZOOM:

Please join the session 5 minutes early to ensure that we start on time. l

Join Zoom Meeting
hitps:i/zoom.us/j/9990357 3767 ?pwd=RHdWbTMyMWdKbGdHN2 05NKVXaDOxQT0S

Meeting ID: 999 0357 3767
Passcode: 713604



How to Participate in a Zoom Meeting

M follow the prompts to download and run Zoom. On the Download Center page, click "Download” under the
"Zoom Client for Meetings" section.

Download for IT A

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 4.6.7 (18176.0301

M The Zoom app will then begin downloading. You should then click on the .exe file (bottom left side of your
screen in your web browser) to begin the installation process.

M enter the meeting ID if prompted

M click to join the audio conference/computer audio.
Meeting Topic: SWCHC Zoom Meeting
Host: SWCHC
Passwor¢ =
Numeric

(Telepho
Invite Lit / LQVBY..
Join with Computer Audio

Automatically join audio by computer when joining a meeting b

Join Auaio Snare >creen mvite Others

M When you're in the meeting, you may click on the Start Video button to start your video.

Wit

Start Video
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How to Participate in a Zoom Meeting

Mute/Unmute & Audio Settings

D

Unmute

You can mute and unmute your microphone. The host also has the ability to mute you.
If you click on the arrow next to the mute button (image below), you will have additional options for audio
settings. You can change your microphone, leave the computer audio or access the audio options.

Select a Microphone
Same as System
v' Plantronics Savi 7xx
Built-in Microphone (Internal Microphone)
HD Pro Webcam C920

Select a Speaker
Same as System
v Plantronics Savi 7xx

Built-in Qutput (Internal Speakers)

Leave Computer Audio

Audio Options...

% . W .

Unmute Stop Video

([ L

Stop Video Start Video

You can turn your camera on or off with the Start/Stop Video button. By clicking on the arrow
next to the start/stop video button (image below), you can change webcams, or access your Zoom video settings.

Select a Camera

v/ FaceTime HD Camera

Video Settings...

Choose a virtual background...
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Stop Video
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Participants

Participants

If you click on Participants, you can see (screenshot below) who is currently in the meeting. The participants list
also gives you the option to raise your hand or rename yourself.

- o %
w Participants (2)
m BFO Ottawa (Host, me) 0 oA
Lianne (participant) Bt

T4 920
¢@ © © O© © ©

Raise Hand yes no go slower go faster maore

e Raise Hand - notifies host and shows a prompt to simulate hand raise
e Rename - hover over your name and click the more > button to change it as it is seen in the participants
list and video window

v Participants (2)
m BFO Ottawa (Host, me] g A

Lianne (participant) m Chat

Ask to Start Video

Make Host ’

Make Co-Host

Put in Waiting Room
@ 00 0 ¢

yes no go slower go fas Remove
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Chat

Chat

Chat with individuals or everyone in the meeting. Click Chat to open up the chat window and chat with other
participants or view chat messages. Select the drop down next to To: to change who you are chatting with.

~ Chat

From Me to Everyone:
Welcome to BFO Ottawa!l

From Me to Lianne (participant): (Privately]
Are you ready to start?

4

To:  Lianne [participant] ~  (Privately)

Type message here...

Choose video layout

At the upper right of the Zoom window, you can switch between active speaker view and
gallery view.

Speaker View . Gallery View
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Enter/Exit Full Screen

i Gallery View | gl

At the top right of the Zoom window, you can enter or exit full screen mode. You can also exit
full screen by clicking Esc.

Leave Meeting

Y~ wm-~ & & 8 @B~ 0

Mute Start Video Security  Participants Chat Share Screen Record

You can leave the meeting at any time by clicking on the Leave Meeting option at the lower
right corner of the Zoom window.

For More Information

= Contact Technical Support https://support.zoom.us/hc/en-us/articles/201362003-Zoom-Technical-
Support

= Zoom Help Center https://support.zoom.us/hc/en-us

= Getting Started https://support.zoom.us/hc/en-us/categories/200101697-Getting-Started

= Tutorials https://support.zoom.us/hc/en-us/sections/201740096-Training

= Mobile https://support.zoom.us/hc/en-us/sections/200305413-Mobile
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