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GUIDE TO SETTING UP VIDEO CONFERENCING FOR THE AGM

To gain access to the 2020 AGM you will need to use the ‘Zoom Video Conferencing’ system.
If you have never used Zoom before you will need to follow these steps.

1. Ensure your computer is connected to the internet
2. Use your internet browser to navigate to https://zoom.us/ or just click on this link
3. This will open the Zoom page as below

© woso corsrong wencont x|

« ¢ & zmomus [ ]

About Cookies on This Site

Agree and Proceed View Cookle Settings

4. Click on the Agree and Proceed button to accept ‘Cookies’

|Preferences Submitted zoom

You have successfully updated your cookie preferences.

Close

Privacy Policy Powered by: (“TrustArc | TRUSTe

5. Click on Close

6. Now click on the join a meeting option

© Viseo Conterendng wheb Conve: x| @) Locestersire County Cricket 00 X |

<« C & zomus

ZOONT\  sowrons - PANSEPRCING  CONTACTSALES JOINAMEETING ~ HOSTAMEETING »  SIGNIN SIGN UP, IT'S FREE

We have developed resources to help you through this challenging time. Click here to learn more.

Educating Over Zoom

Zoom is removing the 40 min time limit on our Basic free account
for K-12 schools affected by COVID-19. Click ‘Request Offer’ for
more information.
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7. On this page enter the meeting ID and click on join (note the correct meeting ID will be
provided in separate communication)

@ Joina ecting  Zoom x + - a x

€ C @ oomusioin * =g @ :

REQUESTADEMO  +44 (20) 7099 8961 OROBOD 348 7314 RESOURCES - SURRORT

ZO0OIM  owmows - pansapmiane  cowtacTsaes JONAMEETING  HOSTAMEETING = SIGNIN SIGN UP, ITS FREE

Join a Mec€ting

[ 839 7159 0698 ]

Join a mesting from an H.323/51P room system

8. This next screen may appear to ‘do nothing’ If this is your first time using ‘Zoom’ you will
see the following. Zoom will need to download some software onto your machine to work
correctly, so click on the ‘download & run zoom’ blue writing

@ tekestershie Caunty Crcket O X (@) Launch Nesting - Zoom x [ - 0 x
¢ C @ zoomus//BI971590696 7 tatus= * Ty @:
zoom S -

Please click Open Zoom Meetings if you see the system dialdge.

If nothing prompts from browser, click here to launch the mecting, or download & run Zoom.
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9. You will now see a file being sent to your computer it appears in the bottom left of the
screen

Please click Open Zoom Meetings if you see the system dialog.

If nething prompts from browser, click here to taunch the meeting, or download & run Zoom,

10. Click on this little arrow and select op

Open

Always open files of this type
Show in folder
Cancel

N

@ Zoom_od2aBsofizk..exe | v

11. You should then see this message appear and the progress bar moves across to 100% as
the Zoom software sets itself up. DO NOT PRESS ANY KEYS WHILE THIS IS COMPLETING

Zoom

Vour meeting w{begin soon...
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12. Once completed a box will automatically appear

B oo oyt x @
€ 3 O 8 womipammdent * Bau @

Zoom

Enter your name and the
meeting password

13. Move your cursor into the box and enter the name ydu want to appear as in the meeting
then move to the box below and type in the password (usually a number)
14. Now click join the meeting button

© zoom

Enter your name and the
eeting password

15. You should now be entered into the meeting and see a screen similar to this. NOTE — The
background picture will be the picture from the camera on your computer if you have one

Automatically join audio by computer when joining a eting

16. If this is your first time using ZOOM it is worth checking that your computer settings are
optimised for the conference. So click on Test Speaker and Microphone
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17. This will take you through a series of checks for sound volumes which you are able to
adjust to your preference. Once done click on the ‘join with computer audio’ button

Speaker and micropfone looks good
Do you hear a ringtone? Speak and pause, do you hear a replay?

No Yes No

Speaker 1: | Speakers / Headphones (Realtek Aud.. Microphone Micraphone (Realtek Audio)

Output Level:  mmmm nput Level:

THIS COMPLETES THE SET UP AND YOU ARE IN THE MEETING.

Things to note once in the meeting

By moving your mouse to the bottom of the screen you will display the menu options

as @ &

Security Participants Sha en Record Reactions

Some of these items (like record, share screen mute etc) will be controlled by the meeting Chair

You must have a web camera in your laptop/computer and it must be turned on to display your
face to others. If not a blank screen will be shown with your name.

Use the ‘participants’ option to view who is attending. You can also change the display to view all
the attendees. The person speaking will always be identified by a ‘yellow box’ around their picture

Clicking on the tick in the top left of the screen gives a menu of other settings that you can adjust

= Zoom Meeting

The menu options down the left hand side provide different headings under which you can set your
preferences.
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