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Zoom Overview

Zoom is an application based video conference solution. A platform for video and audio
conferencing, recording, messaging across mobile, desktop, and Laptops.
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Getting Started with Zoom

Zoom Pre-Meeting Checklist

What is required to use Zoom?

Laptop, Desktop or Smartphone
Reliable internet connection

Audio and Mic — a Wired or Wireless headset/earbuds with microphone

w0 nh e

Webcam — a built-in or usb webcam (laptop webcam is sufficient)

Helpful tips during the Zoom meeting:

¢ Always remember to mute your mic when you're not speaking. This prevents painful
feedback.
e Turn off non-essential software that may be using the internet while you are in a Zoom

meeting.

e |If you are using the chat feature and want to send a private message to another
participant, double click on their name in the participants list and make sure you are not

sending the message to 'everyone.’

¢ If you are connecting to a meeting from your mobile and a call comes on your mobile you
will have to hold the current Zoom meeting call and accept the incoming call

Test Internet Connection

Test your internet connection for zoom here.


https://zoom.us/test

Latest Version of Zoom

Please click on the link below for the guide on how to download and install the latest version of
Zoom Client/software for meetings.

Link

Click on Zoom Security Settings & User Responsibility for more details

How to Join to a Zoom Meeting

By default, when a user clicks on the Zoom meeting invite link sent to them, it initiates
automatic download and installation of the Zoom software on your device.

Click on the meeting link sent to you via email.

H 5] O o Ashwani Kumar's Zoom Meeting - Meeting

File Meeting Insert Format Text Review Q Tell me what you want to do...

ﬁ You haven't sent this meeting invitation yet.

From Ashwani.Kumar@fnu.acfj
:'El To..
Send Subject Ashwani Kumar's Zoom Meeting
Location https://fijinationaluniversity.zoom.us/j/939229441 57 7pwd=Y1VmYWVdmSW) OOnBxOEQzeDduV3IFzUTOS - Rooms..
Start time Maon 13/04/2020 E| 5:00 PM - All day event
End time Man 13/04/2020 5 |&:00PM -

Ashwani Kumar is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting

https:/fijinationaluniversity. zoom.us/)/839229441 5 77pwd=Y 1 Vm Y VdmSWI0OQnBxOEzcDduV3FzUT09

Meeting ID: 939 2294 4157

Password: 021289



https://elearn.fnu.ac.fj/mod/resource/view.php?id=77510
https://elearn.fnu.ac.fj/mod/resource/view.php?id=76608

It will open up your default browser where you need to click on Open Zoom Meetings. This will
connect you to the Zoom meeting. Test the Mic, speaker and video camera settings.

C | @ https://fijinationaluniversity.zoom.us/j/227284430

2! Apps B ESPFiji Digital Labasa Link Monitor | Labasa Student Inter (?) Speedtest by O .
Open Zoom Meetings?

ENU FUINaTIONAL Always open these types of links in the associated app
MY universiTy

Open Zoom Meetings Cancel

1

A download should start automatically in a few seconds.

f not, download here.

Since Waiting Room is enabled by default, anyone joining a Zoom Meeting will be placed
inside a virtual waiting room. The Host will manually either Admit or Remove them from the
meeting. The below notification screen will be shown.

Video - Waiting room explained

Please wait, the meeting host will let you in soon

Ashwani Kumar's Zoom Meeting

Click on Test Speaker and Microphone

Join with Computer Audio
Test Speaker and Microphone -

Test your Speaker. In case you don’t hear anything click on the small drop down arrow to
select or change your speaker. Click Yes and Test your Microphone



https://www.youtube.com/watch?time_continue=66&v=ySas2Rgi6yA&feature=emb_logo

Testing speaker.. Testing microphone...
Do you hear a ringtone? Speak and pause, do you hear a replay?
Yes || Mo | Yes || Mo |
Speaker 1: Speakers (Logitech USE Headset H34.. ~ Microphone 1: Microphone (Logitech USB Headset... v
Output Level: Input Level:

Once you have tested your Speaker and Microphone, click on Join with Computer Audio.

Speaker and microphone looks good

Speakern  Speakers (Realtek(R) Audic)

Microphone:  Microphone (Logitech USE Headset H340)

| Join with Computer Audio I-

Click on Join with Computer Audio

© Join Audio

Join with Computer Audio .

Test Speaker and Microphone




Zoom In-meeting Features

Features available during a Zoom live lecture for Students.

'A‘ ~ 1] ©

Start Video Participants Chat Share 5creen Record

1. Mute/Unmute: This allows you to mute or unmute your microphone.
Audio Controls (click * next to Mute/Unmute): The audio controls allow you to change
the microphone and speaker that Zoom is currently using on your computer.

2. Start/Stop Video: This allows you to start or stop your own video. Video controls
(click ™ next to Start/Stop Video): If you have multiple cameras on your computer, you
can select which Zoom is using.

3. Manage Participants:
e Mute/Unmute
o Start/Stop own Video
e« Rename
e Share screen

4. Screen Share.
By default, attendees are restricted to Share screen.
The Host/person initiating the meeting will only have the Screen Share privilege.
Attendees are required to send their content to the Host before the meeting.
Alternatively, the Host can make another participant a co-host which will allow that
person to share screen/content

5. Chat

The in-meeting chat allows you to send chat messages to other users within a meeting.
You can send a private message to an individual user or you can send a message to an
entire group.

While in the meeting, click Chat in the meeting controls.

R Y ™ @

Start Video Participants Chat Share Screen Record

This will open the chat on the right. You can type a message into the chat box or click
on the drop down next to To: if you want to send a message to a specific person.



Three ways a participant can get the Hosts attention
Suggestion is to first:

1. Send a chat
2. Raise Hand
3. Unmute and speak during the meeting

How can participants Raise Hand during a Zoom meeting?

The participant will click on Manage Participants and click on Raise Hand

i~ -t a’ o ~ ® @ O O

Start Video Invite Manage Participants Polls Share Screen Chat Record Support Reactions

Invite Mute Me Raise Hand #

The participant will see a blue palm icon:

v Participants (2) ‘
b

n Rahul (Me)

g Ashwani Kumar (Host) A

After the Host has attended to the participant then he/she will click on Manage Participants,
will take the mouse over the participant’'s name and select Lower Hand.

&) Participants (2) - O b

i_ Ashwani Kumar (Host, me) [+ r/j

0o (EED O

L



What happens when you get
disconnected?

If you lost internet connection or for some reason got disconnected from the meeting, Zoom
will try to automatically reconnect you however, after few seconds it will show an error
message as below.

) Zoom >

There is a problem joining the meeting frem the Zoom
o client. Click Join from Browser to join the meeting from

your browser.

(error code 104101)

Once you have gained internet connectivity, Click on Cancel and go back to the meeting
invite/email and click on the link to re-join to the meeting.

Support

Technician Email Mobile
Ashwani Kumar Ashwani.kumar@fnu.ac.fj 9984197
Amrit Chand Amrit.chand@fnu.ac.fj 9253961
Shiva Chand Shiva.chand@fnu.ac.fj 9927037
Charanjeet Singh Charanjeet.singh@fnu.ac.fj 9927045
You can also contact your campus ICT Technicians
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