User guide
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We recommend using a computer, if possible, as it supports more features.

It is best to use Chrome, Firefox, Safari or Microsoft Edge (new version only). Don’t use
Internet Explorer, which has known security flaws.

Using a headphone with a microphone will improve the sound quality, especially when
you’re speaking.

Create a Zoom account

For security reasons, it is advisable to create a Zoom account before joining the meeting.
Go to the Zoom webpage at https://zoom.us/.

If you already have the Zoom client installed on your computer, you can use it to join the
meeting directly.

e It is very important to enter your full name (given name and family name) when
setting up your account.

Join the meeting
We suggest that you take a few minutes to watch the following tutorials:

» Joining a meeting: https://www.youtube.com/watch?v=vFhAEoCF7ig

e Zoom help centre: https://support.zoom.us/hc/en-us




How to join the meeting

Join the meeting using the email invitation: Click on the link
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xxxxx is inviting you to a scheduled Zoom meeting. -

Topic: This is what your Zoom invitation will look like
Time: Dec 30, 2020 10:00 PM Pacific Time (US and Canada)

Join Zoom Meeting
https://us02web.zoom.us/|/89672371973 ?pwd=bU50by8vcERwcGNZQIZRRzhFVUIOUTOS

Meeting ID: 856 7237 1979
Passcode: 8AyL9M

Join the meeting using the Workshops icon: Click on the icon and then select the
workshop number you were assigned in your invitation.
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Click on Zoom Meetings and then on Open Link
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Chick Open link on the dialog shown by your browsas

If you don't see a dialog, click Launch Meeting below
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Click on Join with computer audio
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Conduct of the meeting

To help make the meeting run smoothly, the chat function will be disabled.

It will be up to participants to control their microphones and cameras. You should turn
them off except when you wish to speak.

Speakers will be entered on the list in the order in which they raised their hands.
We will follow the rules of order for speaking turns.

To speak

When you wish to speak, you must raise your hand. Here’s how:

« Click on the Participants icon (1) in the middle of the toolbar at the bottom of your
screen. This will open a right-hand window.

Click on the hand icon (2), which will appear at the bottom of the window.
* When your name is called, unmute your mic and turn on your camera by clicking on

their icons (3) on the left side of the toolbar at the bottom of the screen.

» After you have spoken, click on the hand icon again to make it disappear and turn off
your mic and camera (to save bandwidth).

Screen layout

You can select different display options: Gallery view, Active speaker view, full screen (4)



