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Zoom

BDCL meetings and AGM, when required are held using the Zoom video platform. The following documents
common usage practices for Windows, Android, and iOS devices.

Windows

Launch Zoom using the
installed Shortcut.

To join a meeting, click ‘Join a | Zoom Cloud Meetings —
Meeting’.
Sign In
Version: 5.4.6 (59296.1207)
You are now prompted for the 2 Zoom X

meeting ID and your name.

The meeting ID will have been
posted to you via email, enter Join Meeting
this in the ‘Enter meeting ID or
personal link name’ box.

In the ‘Enter your name’ box, Enter meeting ID or personal link name
for LMC meetings, enter your
full name, for AGM’s and other

such meetings, enter your full ‘ Enter your name
club name. #

Remember my name for future meetings
Click ‘Join’... = .
|_| Do not connect to audio

() Turn off my video

Join | Cancel |




You now need to enter the
meeting passcode, this will be
in the same email as the
meeting ID.

Once entered, click ‘Join
Meeting’.

You are now presented with a
video window.

Click ‘Join with Video'.

You have now entered the
BDCL Zoom Administration
holding area.

The BDCL Zoom Administrator
knows you are waiting.
Depending on the time of your
arrival prior to the meeting
start, or due to the number of
participants, you may be held
for a short while.

() Enter meeting passcode

Enter meeting passcode

‘ I‘-.feet"ﬁgl Passcode

Join Meeting | Cancel |

© Video Preview X

iy

Always show video

© Zoom Meeting

@ BDCL Zoom Admin's Zoom Meeting

| Test Computer Audio |




When the BDCL Zoom 8 Zeoom st = E
Administrator permits access
to the meeting, you will be
able to view the other
participants. Please note that
the BDCL Zoom Administrator
will have no audio or video
showing.

BDCL Zoom Ad...

2 vl a D @ ® ©

Depending on the number of
participants, you will need to
change the default view. ECinb = ~ Speaker view
, Gallery View
In the top right hand corner of Fullscreen
your window, click ‘View’.

For LMC meetings, click
‘Gallery View’, for AGM

meetings, click ‘Speaker View’. BDCL Zoom Ad...




The Chat window allows you to[ Sz«
chat via written text to other
participants, or the BDCL Zoom
Administrator or other hosts of
the meeting.

For AGM meetings, as all
participants are muted on
entry, to speak you will be
required to type into the chat

would e o pes BDCL Zoom Ad...

To enable the chat window,
click ‘Chat’ at the bottom of
the window (this may be
hidden by default, if so move
the mouse down to the
bottom of the window to allow
the menu to pop up.

The chat window appears. W zoeriNcins

Chat

To send a message, click ‘Type
message here...’, type your
message (Speak to speak) and
press ‘Enter’

This will indicate to the BDCL
Zoom Administrator and other BDCL ZOOm Ad...

hosts that you wish to speak.

To: Everyone v O File

When it is your time to speak,
the BDCL Zoom Administrator
will request for you to unmute.

This popup will appear. The host would like you to unmute

Click ‘Unmute’.

You are now free to speak. _
S [ stay Muted




During meetings, voting is © Zoom Meeting
performed using the Poll
feature. You will be advised Schibioames
when a poll is about to begin :
and the timescale with which
to respond.

Chat

BDCL Zoom Ad...

O File

P

P

Unmute

The polling window popup will © ol ~ o x
appear. Question 1

You are now able to read the 1:15:the ky. blue?
question...

Yes

No

...and respond. $ eoic

Question 1
Once you have entered your
response, click ‘Submit’

1. Is the sky blue?
O Yes

No




At the end of the poll the @ Pols — o x
results will be displayed. Host is sharing poll results
Click ‘Close’ 1. Is the sky blue?
Yes 100%
No 0%
=

&) Zoom Meeting

To leave at the end of the

meeting, click ‘Leave’... v Chat

<club name>

BDCL Zoom Ad...

To: Everyone v O File

[rype mes

Unmute

...the Leave Meeting window
appears. Leave Meeting

Click ‘Leave Meeting’.

You return to the Join a &) ZoomCloud Medtings - x

Meeting window.
Zo0om

Close in the usual manner.

Sign In




Android

Launch Zoom using the installed Shortcut.

To join a meeting, click ‘Join a Meeting'.

You are now prompted for the meeting ID and
your name.

The meeting ID will have been posted to you
via email, enter this in the ‘Enter meeting ID or
personal link name’ box.

In the ‘Enter your name’ box, for LMC
meetings, enter your full name, for AGM’s and

other such meetings, enter your full club name.

Click ‘Join’...

09:43 @ NE=R%. @

Start a Meeting

Start or join a video meeting on the go
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Join a Meeting

Sign Up Sign In

09:47 @ NERE. @D
Cancel Join a Meeting
947 0789 3660

Join with a personal link name

<club name>

If you received an invitation link, tap on the link to join the
meeting

JOIN OPTIONS

Don't Connect To Audio

Turn Off My Video
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You now need to enter the meeting passcode,
this will be in the same email as the meeting
ID.

Once entered, click ‘OK’.

Please enter your meeting passcode

Meeting Passcode

Cancel

If the Terms of Service window appears, click ‘I
Agree’.

To use Zoom, you need to agree to the
Terms of Service and Privacy Policy.

Terms of Service

Privacy Policy

| Disagree

If the Zoom Access permission window
appears, click ‘Got it’.

Please allow Zoom access
permission.

For the best meeting experience, Zoom may
ask to access 1o your microphone, camera, and
storage.

Got it




If the Zoom request to take pictures and record
video window appears, click ‘Allow’.

O]

Allow Zoom to take pictures
and record video?

You are now presented with a video window. e

Video Preview [}
Click ‘Join with Video'.

ys Show Video Preview

Join with Video

Join without Video

You have now entered the BDCL Zoom FE'O
Administration holding area. foom e

The BDCL Zoom Administrator knows you are

waiting. Depending on the time of your arrival

prior to the meeting start, or due to the ) ) )
L. Please wait, the meeting host will

number of participants, you may be held for a let you in soon

short while. @

BDCL AGM Test



When the BDCL Zoom Administrator permits
access to the meeting, you will be able to view
the other participants. Please note that the
BDCL Zoom Administrator will have no audio or
video showing.

If you are prompted to choose your Audio
input, click ‘Call Over Internet’.

If you are prompted to Allow Zoom to record
audio, click ‘Allow’.

You are now in the meeting.

The Chat window allows you to chat via written
text to other participants, or the BDCL Zoom
Administrator or other hosts of the meeting.

For AGM meetings, as all participants are
muted on entry, to speak you will be required
to type into the chat window indicating that
you would like to speak.

To enable the chat window, click ‘More’ at the
bottom right-hand corner of the window...

@ Zoom v

Call Over Internet

Dialin

¢

Allow Zoom to record audio?

ALLOW

DENY




09:51 @

...and then click ‘Chat’...

Disconnect Audio

Chat

Raise Hand

Meeting Settings

09:51 @ NE =R @

...and the chat window opens.
Close Chat VA

To send a message, click ‘Your text can be seen
by everyone’, and type your message.

Send to: Everyone~

09:51 @ NE =R @

To indicate that you would like to speak, type
lose ha
‘speak’ and press enter. i ot -

Send to: Everyone™

speak Send

>  speak speaking = speaker &
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This will indicate to the BDCL Zoom

Administrator and other hosts that you wish to L ot -
speak. )
speal

Send to: Everyone
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Click ‘Close’ to return to the video view.

Close Chat VA

speak

Send to: Everyone~

I
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) @ @ Zoom v
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Unmute

Participants _More



When it is your time to speak, the BDCL Zoom
Administrator will request for you to unmute.
This popup will appear.

Click ‘Unmute’.

You are now free to speak.

The host would like you to unmute

Stay muted Unmute

After your contribution, your microphone will
be muted.

During meetings, voting is performed using the
Poll feature. You will be advised when a poll is
about to begin and the timescale with which to
respond.

2 it

Unmute _ Stop Video Participants

The polling window popup will appear. 15220

Skip Poll Question 1

You are now able to read the question... Isithie:skyblue?

Yes

No



..and respond. 1522 @ NERE. @
Skip Poll Question 1
Once you have entered your response, click Is the sky blue?
‘Submit’ =
No

At the end of the poll the results will be 1523 @ NE TR
i Close Question 1
displayed.
1. Is the sky blue?
Yes 100%
Click ‘Close’.
No 0%

To leave at the end of the meeting, click 0951 @
‘Leave’... DB ©zoomv

%

Unmute St Participants More




...or the BDCL Zoom Administrator will end the
meeting.

Click ‘OK’

This meeting has been ended by the
host

0K (3)




iOS
Launch Zoom using the
installed Shortcut.

To join a meeting, click ‘Join a
meeting’.

You are now prompted for the
meeting ID.

The meeting ID will have been
posted to you via email, enter
this in the ‘Meeting ID’ box.

Should you be prompted to
enter your name, for LMC
meetings, enter your full
name, for AGM’s and other
such meetings, enter your full
club name.

Click ‘Join’...
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Start a Meeting

Start or join a video meeting on the go
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You now need to enter the
meeting passcode, this will be
in the same email as the
meeting ID.

Once entered, click ‘Continue’.
You are now presented with a
video window.

Click ‘Join with Video'.

You have now entered the
BDCL Zoom Administration
holding area.

The BDCL Zoom Administrator
knows you are waiting.
Depending on the time of your
arrival prior to the meeting
start, or due to the number of
participants, you may be held
for a short while.

Feeee vt s Sy e

Cancsl

Please wait, the eeting host will k1 you in soon

BDCL Screen Shats

To hewr athwes
plesse join sudio

Sl g vt Ao

Cancel



When the BDCL Zoom
Administrator permits access
to the meeting, you will be
able to view the other
participants. Please note that
the BDCL Zoom Administrator
will have no audio or video
showing.

If you are prompted to choose
your Audio input, click ‘Call
Over Internet’.

You are now in the meeting.

The Chat window allows you
to chat via written text to
other participants, or the
BDCL Zoom Administrator or
other hosts of the meeting.

For AGM meetings, as all
participants are muted on
entry, to speak you will be
required to type into the chat
window indicating that you
would like to speak.

To enable the chat window,
click the three dots at the top
right of the screen and then
click ‘Chat’ ...




The chat window opens.

To send a message, click in the
text box and type your
message.

Send to: Everyone

During meetings, voting is
performed using the Poll
feature. You will be advised
when a poll is about to begin
and the timescale with which
to respond.




The polling window popup will
appear.

Question 1

You are now able to read the
question...

...and respond.

Question 1

Once you have entered your
response, click ‘Submit’

At the end of the poll the Submit
results will be displayed.

Click ‘Close’.

To leave at the end of the
meeting, click ‘End’ at the top
left hand side of the screen.
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