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Recommended hardware

Zoom works on most modern computer devices, including smart phones and tablets and needs a
webcam for video to work.

We recommend the use of a headset as it gives the best audio experience and cancels any echo
you might get when using speakers and a built-in microphone.

Download and install Zoom application

Download and install Zoom from: https://zoom.us/support/download

Sign into Zoom

Open the Zoom application and click sign in with SSO, do not use the Google or Facebook sign in

options.
. . Always use your ara.ac.nz email address and password to
a Sign In with 550 Y y P
% signin
S&gn In with SSO Make sure ara is in the Company Domain box and click
Company Domain \ continue
(ara .zoom.usJ

Then follow the prompts to enter your Ara email address
and password (if prompted) and to reopen the zoom App.
| do not know the company domain m p ( p p ) p pp

Join a meeting

Open the Zoom App and click Join

Y

loin



https://zoom.us/support/download
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Join Meeting Enter the 9, 10, or 11-digit number located in the meeting
invitation or at the end of the Zoom meeting URL
378-758-5442 v
 Your Name Enter your name as you would like it displayed

|_ Jess Hollis |

Click Join

Do not connect to audio

Click Join with computer audio to enter the meeting room.
Test Speaker and Mociophene You can also test your speaker and microphone at this step.

Turn off my video

You will now be in the Zoom meeting room and can use the buttons on the control bar to manage

your audio and video, share your screen and leave the meeting

at ar’ o NI -

Unmute Stop Video Invite Manage Participants Polls Share Screen Reactions More

Start an Instant Meeting

Open the App and click New Meeting

U

Mew Meeting ~

Invite attendees via the Invite button in the Zoom

meeting control panel.

Invite (Al There are multiple ways to send invites to your
attendees:
) Invite people to join meeting 373-758-5442 1. Directly invite contacts you have already

added to your Zoom application

2. Auto-generate an email and send it to your

3. Click Copy URL and paste this into a
message to send to your attendees

‘|'Cﬂ URL |
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0 Zoom Meeting ID: 378-758-5442 4. Copy the Meeting ID number that is at the

Loom Meeting ILh 378-/35- 23444 h

top of the meeting window and send it to your
attendees

You will now be in the Zoom meeting room and can use the buttons on the control bar to manage
your audio and video, share your screen and leave the meeting

e
D & a’ oh ~ @ [ e

Unmute Stop Video Invite Manage Participants Polls Share Screen Reactions More

Share your Screen

There are detailed instructions on how to share your screen, depending on your device, here.

Key features to note are:

e On a desktop or laptop computer you can share an entire screen or just an open
application. Choose the screen or application and then click Share

e The host and attendees can screen share by clicking on the Share Screen icon.

e Multiple participants can share their screen simultaneously

e Any attendee in the meeting can share their screen or the host can “lock screen share” so
no attendee can screen share.

e [f you want to play a video clip, you will need to click the “Share computer sound” tick box,
before click the blue share screen button. That way the other meeting attendees will not
only see your clip but hear the audio too. See below

\E?Share computer sound (| Optimize Screen Sharing for Video Clip m

Use Chat in the Meeting

You can use Chat in the meeting to share things such as files and urls to all or individual attendees.

Click the Chat button on the meeting control bar to open the

Zoom Group chat window



https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-

Zoom Guide VAYA

Ara

Institute of Canterbury

Ara rau, taumata rau

Leave/End the Meeting

Click Leave or End meeting in the bottom right
Leave Meeting hand corner of the meeting window.

Only the meeting host will have End Meeting.

End Meeting
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