Taking your
meetings and
activities online




2pm - start

v'Z00m basic controls e.g. sound

v'How to take part this afternoon
vIntroductions as a whole group

v'Zoom controls

v'Using the chat box to write messages
v'Zoom settings and scheduling your meetings

3.10pm - comfort break (15 minutes)



3.25pm — Start of second session

v'A quick Zoom poll

v'How to share your screen

v Tips for staying safe in your meetings
v'Final questions

v'"Next steps

4.30pm — end of training



o

Mute (turn off your sound)
unless you are talking

Turn on video (if you can) when n

we are all together talking

Hold onto questions until the end
of each section of training...




5P

Want to talk/ Direct response Clarify
Have a question (to previous)



How to take part today

Tap your screen
ightly to see the
toolbar it you are
on a mobile phone

Tap / click on the three dots that
says More if youre looking for
something that's not obvious




Rename and hide you from yourself ™

. Clickonthe 3dotsby | gptop / computer example
your video to Rename

yourself.

Mute My Audio Alt+A

2. Hide self-view' so
you dont have to
look at yourself
through the meeting.
Everyone else can
still see you if your
video is turned on.




Sorrel Parsons

Raise Hand

Rename

f:_:'

Example from an
Android phone

I. Tap on participants
2. Then on your name
3. Tap on Rename

Apple devices will be similar.




Meeting Settings
MEETINGS

Meeting Topic
Always Show Meeting Controls
Touch Up My Appearance

Closed Captioning

Done

How to set up and use Zoom
for meetings

Show Name when Participants Join @ )

O
©

Show Non-Video Participants

Show Self View

Example from an iPad

I. Tap on three dots More
2. Then meeting settings
3. Turn off self view

Android phones are similar
but it may be called 'Show my
Video in Gallery View



O AN~
ITTY T’






Getting started

Explaining how to take
part in your meeting
or activity, including
video, sound and how
to move around Zoom

See our guides for how to join
Z00m


https://superhighways.org.uk/files/index?folder_id=44179149

Changing your sound on desktop

S I— Click on the little arrow by

Microphone Array (Realtek High Definition Audio)

your Mute icon to see where
et s oot your microphone and
Speakers (Realtek High Definition Audio) Speo ker SOU nd IS Comlng
| v Same as System P from.

Test Speaker & Microphone...

v/ Same as System

Switch to Phone Audio...

Leave Computer Audio

— You can also click on audio

e settings to test your sound if
¢ 2 ¢« -

- oy o things arent working




o Settings
General

Video

|| I

Share Screen

g Background & Filters

@ Recording
0 Statistics
0 Feedback

Keyboard Shortcuts

Accessibility

Speaker

( Test Speaker J Same as System v

Output Level:
Volume: S @ o)

() Use separate audio device to play ringtone simultaneously

Microphone

( Test Mic ] Same as System v
Input Level:

Volume: ] [ XD

Automatically adjust microphone volume

Suppress background noise | Auto MO

Select the default noise suppression level (low) to optimize for music

Ringtones | Default v

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

us




st

v"Have you clicked or tapped on
unmute?

v 'Call over internet to connect your
audio

vEnsure Zoom has access to your
device's microphone

v Try using headphones
v'Restart your mobile device



https://support.zoom.us/hc/en-us/articles/204484835-My-audio-is-not-working-on-iOS-or-Android

When someone uses two devices
IN a meeting, you will need to turn
off (disconnect) the audio for one
of the devices.

This example shows a mobile
ohone (android). Find this setting
by tapping the 3 dots ..



Changing your view on desktop —

Click on View In
the top right of
your screen and
click Gallery.

This will show every
person in your
meeting on one
screen.




Changing your view on desktop

Bexley Quick Quiz
Following a hunch

What does your own data tell you?

Exploring external data sources
External data — uses and pitfalls

Click on View to
show Side-by-side
Gallery

This is useful when
someone Is sharing
a screen with you
but you still want to
see other people's
reactions



Changing your view on desktop

Bexley
Hack

DISCOVER. LEARN.

Click on View to
show ‘Side-by-side
Speaker

This is useful when
someone Is sharing
A screen with you
and you only want to
see the face of the
person speaking.



Changing your view on a phone

Usually you will need to
swipe right.

You can only see a small
numiber of people at any
one time (usually 4 max
on one screen).




Checking device settings

WU Wed &3 mar

Settings Zoom
B Organiser
ALLOW ZOOM TO ACCESS
# Ride100

Microphone
Slideshow Creator

& SoundCloud @ Camera
n Spllce m
iri & Search E m I
. Spotify Siri & Suggestions XG p e
Notifications
SurveyMonkey ?;f frOI I I G n
)
@ TED Background App Refresh IPGd
[ @)
# Tube Map
3 Videoshop -
Video Editor
o \WebMD
o YouTube

a Zoom






Who'
the room

g




Using the
reactions
and chat
functions
in Zoom




Reactions and raising your hand ™

From your laptop or computer From your mobile device

®

Reactions




Limited reactions and Raise / Lower hand are
available at all times. There are extras but you must
enable them in vour Account Settings:

o o 0 0 o . Non-verbal feedback
Allow meeting participants to communicate without interrupting by clicking on

no go slower go faster maore clear all icons (yes, no, slow down, speed up). These icons are found in the Reactions
menu in the toolbar, and when selected, they display on the participant's video
and in the participants list until dismissed.

Invite Mute All

«© G



Tell us what Zoom could
helps you to do.

Or how you might use it?

Answers using the chat box



When you set up your own meetings you can decide how
you want others to communicate

/

Chat

Allow meeting participants to send a message visible to all participants

() Prevent participants from saving chat

Private chat

Allow meeting participants to send a private 1:1 message to another participant.

Auto saving chats

Automatically save all in-meeting chats so that hosts do not need to manually
save the text of the chat after the meeting starts.

© ©

® MO,

© ©



Security

SETTINGS

Lock Meeting
Waiting Room

Allow Participants to:

Share Screen

Chat with Everyone »
Start Video @)
Rename o
Unmute ()

Remove Participant

Suspend Participant Activities

ﬁ

Allow Participants to Ch...

No One

Host Only

Everyone Publicly

Everyone

Example
from an
Android
phone






zoom SOLUTIONS v  PLANS&PRICING ~ CONTACT SALES SCHEDULE A MEETING
PERSONAL Meetin gs
Profile
Upcoming Previous Personal Room  Meeting Templates
e ‘ Start Time to End Time ‘
Recordings Tomorrow
Settings
11:00 AM - 12:00 PM Setting up email accounts & domain names (O...
Meeting ID: 937 6999 1896
ADMIN
02:00 PM - 04:30 PM How to set up and use Zoom for meetings @«

> User Management

> Room Management

Meeting ID: 959 7311 6868

JOIN A MEETING

Recently Deleted

HOST AMEETING ~

Get Training

[ Schedule a Meeting J




My Meetings Schedule a Meeting

Schedule a Meeting

Topic

Description (Optional)

When

Duration

Time Zone

‘ My Meeting

Enter your meeting description

\ 03/24/2021 \ = 900

v [ pM

A

1 v hrf o

v \ min

~ (GMT+0:00) London

e ‘




Registration

Meeting ID

Template

Security

Video

Audio

[T} Required

@ Generate Automatically (O Personal Meeting ID 636 021 3685

MNone

Passcode B98372

Only users who have the invite link or passcode can join the meeting

Waiting Room
Only users admitted by the host can join the meeting

[C] Require authentication to join

Host ) on @ off

Participant @® on () off

(O Telephone (O Computer Audio @ Both

Dial from United States  Edit



These are some
things you can do
when scheduling
your meeting e.g.

v'enable waiting
room

v'mute participants
on entry

Audio

Meeting Options

() Telephone () Computer Audio

Dial from United Kingdom Edit

(] Enable join before host

(] Mute participants upon entry

Enable waiting room

("] Only authenticated users can join

(] Breakout Room pre-assign

(] Record the meeting automatically

@ Both



zoom SOLUTIONS ~

Meetings
Webinars

Recordings

Change your settings to
control how people
both join your sessions
and interact in them.

Meeting password requirement

O Have a minimum password length

() Have at least 1 letter (a, b, c...)
Have at least 1 number (1, 2, 3...)
Have at least 1 special character (!, @, #...)

) Include both uppercase and lowercase characters

() Cannot contain consecutive characters (e.g. “11111", “12345", “abcde”, or
quertn]

() Use enhanced weak password detection @

() Only allow numeric password

Only authenticated users can join meetings

The participants need to authenticate prior to joining the meetings, hosts can
choose one of the authentication methods when scheduling a meeting.

» @



Meet & Chat

o
New Meeting Join Schedule Share Screen
#%  Starred
Find People and Start Chatting!

Add Contacts

» O &

Meet & Chat Meetings Contacts Settings

Cancel Schedule Meeting m

Meeting up with Kate

Date 24/03/2021 >
From 20:00 >
To 20:30 >

Time Zone GMT+0:00, Greenwich Mean Time >
Repeat Never >

Use Personal Meeting ID (PMI)
898 382 4278

If this option is enabled, any meeting options that you
change here will be applied to all meetings that use your
personal meeting ID.

ﬁ

SECURITY

Require Meeting Passcode o
Only users who have the invite link or W,
passcode can join the meeting

Passcode Kate804d

Enable Waiting Room

Only users admitted by the host can join O
the meeting

Only Allow Authenticated Users

MEETING OPTIONS

Host Video On

Participant Video On ()

Advanced Options

Add to Calendar 0

Then click on Done



Add Invitees via

0 Messages
6 Copy to Clipboard

You can invite people
straight away to some
other providers. Tap on
Invite and this box will

POP UpP.

Or give them your
Meeting ID and passcode



o

v Text them the ID number and password
v'Send a link in a bcc’ email or text

v Calendar invitation to email

v'Zoom registration

Also consider...

vDevices people are using to join (maybe ask in
advance?)



QA& A

Settings DEMO and
any questions
about scheduling
meetings




Be right back! BREAK




k poll

On a scale of 1-10 (with
oeing low and 10 bein
igh) what is your
energy level?




Sharing your
screen, files
and maybe
even video!




A CONFERENCE CALL/

IN REAL LIFEr_ '
g . _"‘ i

” IS —

\. “. -

r/"

_p—



https://youtu.be/JMOOG7rWTPg

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

Advanced

V4

Screen Whiteboard

L ——

Downloads Horizon

Share computer sound O Optimize Screen Sharing for Video Clip

(]

iPhone/iPad

Visan spuiem ciaiog prompes, chc Opan Zoom Neetngs

X Show all windows...



https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen

sh

v Share computer sound!

v Check your sound levels pre-session

v Video ready to start on one screen

v Decide on embedding in your
presentation

v' Stop share and re-start if you make
a mistake



W Advanced Sharing Options...

How many participants can share at the same time?

O oOne participant can share at a time

Multiple participants can share simultaneously (dual monitors recommended)

Who can share?

Only Host O A Participants

Who can start sharing when someone else is sharing?

Only Host O al Participants




Sharing your screen from mobile

Stop Video

1 | Participants

Mare

1525 WO -«

Photo &3

Document (]

Web URL &

Bookmark A

Screen

Camera @
Cancel

Be careful with sharing
'Screen’! This gives
access to your device.
It can be useful but
make sure you are
aware of the security
or confidentiality risks

N

Start recording or casting with
Zoom?
Zoom will have access to all of the information
that is visible on your screen or played from
your device while recording or casting. This
includes information, such as passwords,

M payment details, photos, messages and audio

that you play

Cancel Start now

ﬁ



3 MB
O Samsung Notes
86.89 MB
a Samsun g Visit In
10.27 MB
@ Shazam
29.54 MB
a TalkBack
40.54 MB

22222

Don't forget, you may need
to allow Zoom to access
your device first before
sharing your screen. Go to
Settings and Apps

When you try to share Zoom
May ask for your permission



8:05 PM

Example ad D)

from an Settings

iPhone

phone @ Molly Parker N

Apple ID, iCloud, iTunes & App St...

Press the

home .bUttO| Airplane Mode \_

on an iPad
Wi-Fi Gray Dogs >
Bluetooth On >
D celutar >
B Notifications >

12:09 PM

{ Settings Control Center

Swipe up from the bottom of the screen to view

Control Center.

Allow access to Control Center within apps. When
disabled, you can still access Control Center from
the Home Screen.

Access Within Apps

Customize Controls >

{ Control Center Customize

& [ Aarm

€ L0 Apple TV Remote

@ [B) Do Not Disturb While Driving

© [ ouided Access

© Low Power Mode
(+) Magpnifier
(+) g Notes

(+] I (O] Screen Recording

(+] 0 Stopwatch
© B rexsize
(+) @ Wallet


https://support.zoom.us/hc/en-us/articles/115005890803-iOS-screen-sharing

In-meeting file transfer

You can only send
a file to someone
to download
straight away if
you are using a
laptop or
computer.

Not mobile
phones



v'You have to enable File Transfer in your
Account Settings.

File transfer () @

Hosts and participants can send files through the in-meeting chat.

| Only allow specified file types

| Maximum file size



o Chat

From Me to Everyone:

E Bexley Data Hack maps.docx
w
'y 5.8 MB

To: Everyone v

Type message here...

10:21 PM

v'You can share Word
documents, PDFs,
photos and more.

v'But check that you
have enabled it in your
settings

See how on this webpage



https://support.zoom.us/hc/en-us/articles/209605493-In-meeting-file-transfer

Sharing your
screen

Practice in
small breakout

rooms
20

Mmins




Zoom breakout
rooms for
smaller group
discussion




Click on Breakout Rooms —
sometimes youll find this if you
click on the three dots

Q Create Breakout Rooms

Decide if you \_Nont to Assign O participantsinto | 2 | Rooms:
randomly assign people

to a space. Or pICk and O Automatically () Manually
choose from a list

(manually)

0 participants per room




v"Re-name your rooms

v Delete if you created too
many

v Assign individuals to specific
rooms

v"Names disappear from the
tick list as you assign people
to each room

° Breakout Rooms - Not Started
v Breakout Room 1 # Rename X Delete

v Breakout Room 2

Options v Add a Room Open All Rooms



Recreate v Options ™ Add a Room Open All Rooms

Don't forget to click on Options
to set the time for your session
and a countdown that will be
broadcast to the group.

When you are ready ‘Open All
Rooms.

o Breakout Rooms - Not Started

v Breakout Room 1 Assign

v Breakout Room 2 Assign

A

Move all participants into breakout rooms automatically

Allow participants to return to the main session at any time

Breakout rooms close automatically after: | 10 | minutes
O Notify me when the time is up

Countdown after closing breakout room

Set countdown timer: |;_60 V seconds

Recreate - Options ™ Add a Room Open All Rooms







Basic
security
options




Zoom in-meeting security desktop —

DeCIde Who v Participants (2)
can share Lock Meeting
SCreens v Enable Waiting Room DA Kate White (Host, me) Sz
K|Ck peOple Il Allow participants tor B SorrelTest (Gue Ask to Start Video
Make Host
. ¥ Share Scree
Oout Computer Share Screen Make Co-toct
LOCk the v Chat Rename
Rename Themselves Put in Waiting Room

space

p v Unmute Themselves Remove

Ask people to
re-name & a2

Security Participants



You have the saome controls
on Mobile devices.

Security

SETTINGS

Waiting Room O

Suspend Participant

| Activities keeps the meeting
© open but stops your |

O participants doing anything.
© Useful if people behave

badly.

Or you can remove d
participant

Remove Participant

Suspend Participant Activities



You must have downloaded the app for your laptop or PC/Mac. Then sign in to go to your settings

o Zoom

Upcoming Recorded

898 382 4278

My Personal Meeting ID (PMI)

Today

Test zoom
10:00-11:00
Meeting ID: 917 4744 9615

My Personal Meeti [

Show Meeting Invitation

Q. Search

Sorrel Parsons BASIC

sor***@superhighways.org.uk »«

@ I Add a Personal Note |

Q Settings

® Available

© Away

© Do not disturb >
My Profile

Try Top Features

Help >

Check for Updates

Switch to Portrait View
Switch Account

Sign Out

Buy a License

o Settings

Zo|

General
@ Video
Audio
Share Screen
O Chat
@ Recording
e Profile
0 Statistics
g Feedback

Keyboard Shortcuts

v

Accessibility

(J 1havea green screen 0] Mirror my video

X =

Studio Effects (Beta)



https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background

y Hosts can start the meeting
y Hosts can set up break out rooms
v’ Only Hosts can assign Co-hosts
y hosts can create polls
v'Co-hosts can admit people from the waiting room
v'Co-hosts can put everyone on Mute
v'Co-hosts can start a recording

See more info



https://support.zoom.us/hc/en-us/articles/360040324512-Roles-in-a-meeting#:~:text=Co%2Dhosts%3A%20Shares%20most%20of,hosts%20cannot%20start%20a%20meeting.

v'Activity & audience
specific

v'Check out
the DigiSafe
resource a step-by-
step digital
safeguarding guide,
for charities taking
services online

Ethics &
Moral
Framework

Educating
staff & users
Safeguarding 0

Information Recognising
Security Abuse

Your digital safeguarding landscape



https://digisafe.thecatalyst.org.uk/

Finally...

In but
Imp

Jump

[=

its

keep

Start small

and have fun.




Check out:

What's the one thing
that's been most
useful from today?
Or what would you
ike to know more
about?

10

mins




Providing tech support to
the sector for 20 years

v
v
v
v
v

Training

Support
Consultancy
Digital inclusion
Datawise London

Involvement

Consultation Qutreach
Communications CollaborationP‘"-)I-t::t;etS 'EAudio

_ Capacity-Building Consultancy  Information
Online-Fundraising Cutting-edge Social-media 2o
Participation Digital-StorytellingICTEffectiveness 2 o

Community-Engagement Support Digital-divide 5O

ulletins

a

Helpdesk o, & T h I =
Learning ‘5 z‘gSpreadsh%Cetg ec no ogy

: 33Raising-Awareness inine & &
Video3 g _SE E.ff"!ciencies Qigita|_g§?£'{'au|tg » Strategic
£ S'sDigital-exclusion Laptops3
Images E'E Networks Conn%:tlwty 2
Facebook§ Websites EBIogs
=

nno
benefi

Wirel
y-
Database
=
o
)

Onl
Communit

E-news sign up https://superhighways.org.uk/e-news



https://datawise.london/
https://superhighways.org.uk/e-news

Guides on how to take part in Zoom meetings that we developed
with Mind (useful to explain to others too). They may be a little
different from what you see but will give you an idea..

Join with a laptop or PC

Join with an Android phone e.g. Samsung
Join with an Apple phone

Guidance on checking cudio and video settings on your laptop or PC
Zoom Help Centre and Live Webinars

100% Digital Leeds also have some Zoom guides in different
languages



https://superhighways.org.uk/files/view/guides/online-meetings/How_to_join_a_Zoom_meeting_from_a_laptop_or_PC.pdf
https://superhighways.org.uk/files/view/guides/online-meetings/How_to_join_Zoom_via_Android_mobile.pdf
https://superhighways.org.uk/files/view/guides/online-meetings/How_to_join_Zoom_via_iOS_mobile.pdf
https://superhighways.org.uk/files/view/guides/troubleshooting-audio-and-video-issues/Troubleshooting_audio_&_video_in_Windows_10.pdf
https://support.zoom.us/hc/en-us
https://support.zoom.us/hc/en-us/articles/360029527911
https://drive.google.com/drive/folders/1EaVbPVOEmBd675QvITHgysh_8HmiaGrB

Thanks for taking part today:

Kate White ‘
Philippa Leary @‘

info@superhighways.org.uk
www.superhighways.org.uk

Sorrel Parsons



mailto:info@superhighways.org.uk
http://www.superhighways.org.uk/

