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Promoting Social Connection

Using Zoom on iPad
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Welcome

Using Zoom for learning
Is @ new exciting way to
stay connected.

Your iPad has a camera

and microphone built
in.

As long as you are
connected to the
Internet, you can join in
using your iPad!

What this document covers:

Getting started

I’m having trouble connecting

Navigating the session

Tips and tricks

Roles and Responsibilities

Signing off

Resources and support
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Invitation to a
Zoom meeting

Your invitations may vary
a little

Licence being used for the meeting
Name of the class (tutor name
Class dates (a recurring meeting)

Class time

Link to join
(‘hashed’ password included)

Meeting ID and plain text password

Link to include it in your calendar

Your Admin / Course coordinator probably schedules your session.

Your tutor may send the invitations.

N\

ANANEN

Every week on Fri, until Jun 26, 202
May 15, 2020 09:30 AM
May 22, 2020 09:30 AM
May 29, 2020 0930 A

Jum 5, 2020 09:3
Jun 12, 202049730 AM
Jun 19, 0 09:30 AM

oin Zoom Meeting — but please do not use this link before 9.20am on Fridays or you may cause problems with
other meetings:
https:/izoom.us/j/931197118052pwd=a i e

N
Meeting ID: 931 1871 1805

APassword:

occurrence(s)

If you wish, download and import the following iCalendar (.ics) files to your calendar system.

N

Weekly: https://zoom us/meeting/tJcsduCvrzoiGtFyH352JFh61VDblycl -pzi/ics?ics Token=
£_Sd

N\
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Search [ ]
BEFORE you join
your first Zoom Download the Zoom app from the App -~ =
- Store: ,
session - _ o= -
: 0 Open the App Store
You will need _'Z\_

the Zoom app
on your iPad.

e Go to the Search tab

You don’t need to have

an account, although IBBBE . o @
you may find it useful AEREIRAF =3
to create one so you e Search for Zoom Cloud Meetings e -

can run meetings
yourself.

Tap GET and download (it’s free!)

U

SN—

ElA

Otter Voice Meeting Notes

.....
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Joining your first
/o00om session

You don’t need
to open the
Zoom app to
join a session.

Simply click the link you
have been sent: e
= the app will open for

you

= you will be taken to
the session for the link
you clicked

Jun M
J t please do not use this link before 9.20am on Fridays or you may cause problems with
o
h 3119711805%pwd=a
M
/ J T ——

Click on the invitation link in the email
» Zoom app opens

» The meeting may not have started yet

Choose to join with video

» You may be placed in a
‘waiting room’

Select ‘Call over Interne audio

Please wait, the meeting host will let you in soon
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I’'m having il

trouble y T :
Connecting 0 Did you click t e.r.lg t invitation: | :
» Check the email is for the correct session

» Did you open the App instead of clicking the
. . . . z
link? The link isn’t in the App — go back to

N

Use the email link to go
to the meeting.

email.
Did you Come too ea rly? Waiting for the host to start this meeting
e » Check the time for the session. / Mesting D o
You can join up to 10 minutes early,”but the e S
session may not have started. Date

» A previous session may still be in progress.

|f t h e m e eti n g i S n ’t Helen Smith's Personal Meeting Room
O pe n i n g fo r yo u’ C h ec k The host has another meeting in progress
these hints first. , ,
Meeting ID 5§
Time This is a recury
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Navigating the
session

= You may see several
of the other
participants in a
‘gallery view’.

= The ‘Meeting Control
Bar’ should show at
the top of your
screen.

= Tap the screen to
bring up the Meeting
Control Bar if it is
hidden.

< Search 1:54 pm

l Leave

UEJA

Wed 17 Jun
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4 Search 1:54 pm Wed 17 Jun ull T < 90% ()

Possible issues - o

Leave

More

You cannot be heargd
Your microphone may be turned off.

® Find the microphone icon at the top_ef the screen next to the
camera icon™

= |fit hasred line through it, yet need to click on the icon to
Unmute unmute when you want & speak.

You cannot be s€en

B Your video camera may be turned off. You should:

Stop Video * Find the camera icon at the top of the screen next to the
microphone icon*

il : : : :
St:/mo * |f the camera icon has a red line through it, you need to click on
the icon to start the video.

* You may need to tap the screen to bring up the Meeting Control Bar
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Screen layouts

Screen layouts differ
across devices

iPad — Meeting Control
Bar across the top

Tap your screen if itisn’t
visible.

Computers — Meeting
Control Bar across the
bottom

Note the reverse layo
the Meeting Control Bar
too!

Helen Smith Helen Smith

Tum off Original Sound

Windows
Laptop
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Leave

This is Speaker view
Cha ng| ng the Tap this button “ »

to change to

View Gallery view

Speaker View

The current speaker fills the
screen

Other participants are
thumbnail pics at the bottom of
the screen

Gallery View

Participants are shown in a grid
pattern on the screen —

maximum 9 on iPad. '
Swipe to see more. Tap this button
The current speaker is outlined to change to

in green Actlve-speaker
view

UBJA

nnnnnnnnnn

Best view if you want to be able

to see several participants. . :
This is Gallery view
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Look your best

Not like Boris!

Be careful! See this

from
Security training
organisation SANS

Set your device up in a private space,
Lighting from in front or from the side
Distraction free background

No security risks behind you

Make sure your name is showing
Look at your webcam, not the screen

Centre yourself in the screen

UB A Network Victoria
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https://sans.org/sites/default/files/2020-04/Video%20Conference%20Tips%20Rev.zip?msc=sans-free-lp

Orientation

Most people prefer to see
people’s videos in landscape
orientation.

BUT your camera is then on
the edge of the screen.

Make sure you position
yourself in the middle and
try to look at the camera.

Portrait orientation

UERJIA

Camera is here

or here

Landscape orientation
(preferred)
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Virtual background

If your iPad allows, you can
try a virtual background.

If available, it will ke in the
More menu

There are some built-in
backgrounds or you can add
your own.

Your face will need to be
brighter than the

background for this to work.

Chat
Meeting Settings

Minimize Meeting

Virtual Background

Disconnect Audio

Select or upload an image for your virtual background.

It will be visible to participants immediately.




4 Search 1:54 pm Wed 17 Jun

Leave

Good etiquette

Mute your microphone when not speaking,
unmute to speak

Managing the
conversation can be Raise Hand to gain tutor’s attention

difficult for your
tutor.

Do your part by
obeying these rules

for good etiquette. Host sees a {small)

blue hand
Troubleshoot offline not during the session

hand when finished

Avoid side conversations (in Chat)

UERJIA
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Participants (1)

@ Helen Smith (me)

Raise Hand button —
touch again to Lower
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Giving feedback

Under the More

button (...) you will

find ‘Reactions’

clapping hand

= gjve feedback
(clapping)

thumbs up

= OK/good

< Search

UERJA

2:48 pm Thu 7 May
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Chat

Meeting Settings

Minimize Meeting

Disconnect Audio




Chat Zoom allows people to speak at the same time. When this happens
discussion is impossible.

9 Zoom v~

Chat opens a box which
allows you to send a Select your
message. You can choose to | audience from the

send to: e — popup.
T (Or select a person

I from the
" the presenter or 0 Participants pane
= 3 participant. to chat with.)

= everyone in the meeting

Great if you: M Type your message
" have a question to ask | ] =2~ here then tap Send

= 3 comment to make or | to send

= to let the presenter know
if you have a problem. Chat is important to keep discussions

happening in a fair and reasonable way.
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Participants

You can see the other
participants in the session
and interact with them
through the Participants
pane.

<4 Search 1:54 pm Wed 17 Jun

Leave

ul = (PN 7 90%

Participants (4)
c Helen Smith (Host, me)
. Dolly
n Roulf
Teddy

Network Victoria
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Tap on a
person to
open a menu
of options.
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Zoom Mentor

Roles and
Responsibilities

Participants
Tutor
Admin

Mentor

Train and mentor Tutors in U3A best
practice

Support Coordinators and Tutors in
processes for managing Zoom
NOT IT support

do not engage directly with session
participants

Admin / “owner”
= Schedules sessions to avoid clashes
=  Sends out email invitations
= Can ‘force’ close a session

* Tutor/host

= Opens and closes (Ends) the
session

= Manages participants

;/80800000 ;

= Admits to session
=  Blocks unwanted “visitors”

= Manages participants audio

Participant
= Manages their device
=  Ensures their audio and video are working
= Ensures they don’t unwittingly share private info
=  Mutes their microphone when not speaking

=  Attends the session by using the invitation link
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[ ] [ ]
Slgnlng Off <4 Gmail 1:15 pm Wed 13 May | D @ 7 91% Em
LN J

Leave D:] Qﬁ
unmute

Stop Video Share Content Participants More

Switch Camera

Say goodbye! before you
leave

Select Leave
OR your tutor may end the
meeting for everyone.
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Resources

= Network Victoria User Guides available at: https://www.u3avictoria.com.au/go-online-project

= Join a meeting - https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting

Network Victoria
UNIVERSITY OF THE THIRD AGE
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https://www.u3avictoria.com.au/go-online-project
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting

Resources —
Zoom Support
Centre

Some of the Zoom
videos are particularly
useful

https://support.zoom.us/hc/en-us

Il Meeting Goodbyes photos, roya X | (@) Video Conferencing, Web Confer X (@) Zoom Help Center x 4+ = X

oD@ %) 10Hn 2040 0@ :

C @ support.zoom.us/hc/en-us?flash_digest=e4161565123ea3d334973873353ee5ed05a1fbe3
@, Amazon.com: Onlin... website development Bryans Book Resour.. v Genealogy » Other bookmarks

Apps Financials Torrent Sites  [E] Amazon Marketing.. How to Self Publish.. @ [ Self Publishing | Am.. W Smashwords - Ebo... Regional Chair Zoom

Zoom Help Center SALES PLANS JOIN A MEETING SUBMIT A REQUEST &l rvan MeNally v

e e v

e Uwin w munis Wy v e -~

Video Tutorials  show All

mm
@

Live Training Join A Meeting Record a Meeting Joining & Configuring Audio & Video

Support Topics

pﬁ @ ﬁ

Getting Started Audio, Video, Sharing Meetings & Webinars Zoom Phone

Zoom Rooms H.323/sIP Messaging Integration On-Premise °

Account & Admin

H P Type here to search t g 1 \ 5 ® B ) ﬁ 6 @ A tm dx b ENG
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https://support.zoom.us/hc/en-us

