Meeting Room Operating Instructions

TAM2021W Meeting Room Operating Instructions

1. Download & Install Zoom

Link to https://zoom.us/download and Click “Download”
Zoom
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Zoom Client for Meetings

Open File Explorer = double click “Zoomlnstaller.exe” to install Zoom
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2. Join a Meeting

Note:

Please open your presentation file, and let it in slide show mode before join
meeting.

Start up the “Zoom” =» click “Join a Meeting”

© Zoom Cloud Meetings - X

Z00m

‘ Join a Meeting ’

Sign In

Enter Meeting ID (886 422 7151) and Name (PID_Name) = click “Join”

) Zoom X

Join Meeting

886 422 7151 v
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) Remember my name for future meetings
J Do not connect to audio

) Turn off my video

@ Cancel
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Enter meeting passcode (iam2021w) =» Click “Join Meeting”

) Enter meeting passcode X

Enter meeting passcode
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Join Meeting Cancel |
Click “Join with Video”
© Video Preview ®
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(] Always show video preview dialog when joining a video meeting

Join with Video Join without Video
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Click “Join with Computer Audio”

© Join Audio

Join with Computer Audio

Microphone

) Automatically join audio by computer when joining a meeting

Maximize your Zoom Meeting windows

) Zoom Meeting — @ X
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Click “Participations” and “Chat”

Webinar, Jan. 26-29, 2021
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3. Presentation

Click “Share Screen”=» Click your slide show=>» Click “Share”=» Alt+A to
unmute your audio=>» Start making your presentation
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) Select a window or an application that you want to share x

Basic Advanced Files
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Whiteboard iPhone/iPad
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rewerPoint - [Webin_. a Webinar.pptx - PowerPoint Ei

Share sound Optimize for video clip @
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4. Speak

If you want to speak please click “Reactions” then click “Raise Hand” and wait
for the instruction by session chair.
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