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Step 1

<step 1> Download the Zoom app (for PCs).

* |f you have already downloaded the app, move on to the Step 2.

Downloading the client app

1) The installer is available on the official website (https://zoom.us/).
Click Download at the bottom of the homepage.
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2) Access the page above and download the app from Meetings Client.

Zoom Client for Meetings

The web browser client will download automatically when you start or join yvour first Zoom
meeting, and is also available for manual download here.

Download Version 5.6.6 (961) (32-bit)

Download 64-bit Zoom client

* Be sure to use the latest version.

Compatible operating systems

MacOS X 10.7 or later Red Hat Enterprise Linux 6.4 or later
Windows 7/9/8.1/10 Oracle Linux 6.4 or later

Windows Vista SP1 or later CentOS 6.4 or later

Windows XP SP3 or later Fedora 21 or later

Ubuntu 12.04 or later OpenSUSE 13.2 or later

Mint 17.1 or later ArchLinux (64-bit only)


https://zoom.us/download#client_4meeting
https://zoom.us/

<step 2> Install the Zoom app (for PCs).

* If the app has already been installed, move on to Step 3.

Installing the client app

1) Start the downloaded installer. Installation begins, and will complete shortly.

| Zoom Installer E
Installing...
11%
2) Click Sign In. 3) Register your email address (Sign Up Free).
zoom sontn [l
[ Email ] aQ Sign In with 550
Password Forgot? er G Sign In with Google
Keep me signed in Sign In f Sign In with Facebook
Sign In
< Back

4) An email will be sent to your email address to confirm activation. Click Activate Account.

zoom Sign In

Hetlo [

Welcome to Zoom!

To activate your account please click the button below to verify your email address:

Activate Account

Or paste this link into your browser:

https:/usd4web.zoom.us/activate?code= || NN NN

Questions? Please visit our Support Center.

Happy Zooming!

5) Enter your login information and go to settings.
* Skip the Invite Your Colleagues page.



If the Zoom app is already installed

<Step 2> Update your Zoom app (for PCs) to the latest version

XIf you started from <STEP1>, you do not have to take this step.

1) Sign in to Zoom 2) Click on the icon located in the upper right corner

© zoor

1
[, 2 1 B Q Search
z 0 om Home Chat  Meetings  Contacts |

Wednesday, October 28, 2020
o
Joina Meeﬁﬂg New Meeting ~ Join

Slgn " '
No upcoming meetings today

Schedule Share screen

3) Click on “Check for Updates” 4) If an update is available, click on “Update”

|2 Zoom Update - *
L

e e e o Update Available!

Mew version 5.4.1 (58698.1027) is available. You have 5.4.0 (58636.1026).

Release notes of 5.4.1 (58698.1027)
Resolved Issues
-Minar bug fixes

Release notes of 5.4.0 (38636.1026)
General features
New Meeting on © Do rot datwb

. -Sync sub-folders in cloud contacts
Update Available

TR -Enhanced login for Zoom for Government users
TN Meeting/webinar features
T ﬁ -Disable Windows audio signal processing
m T I—— . -virtual Background support for additional CPUs
| E -Scheduling with custom Join Before Host time limit
Schecule Share wareen ooy —

Meeting features

Update Later |

No need to update © Zoom Update

>

You are up to date

You are on the latest version 5.4.1 (58688.1027). Release notes

| Close \|

Once the Zoom update is completed, please restart your PC.




Step 3

<step 3> Prepare settings to join a presentation meeting

Before joining a meeting, sign in to Zoom and test the video and audio.

We recommend using a headset microphone

1) Sign in to the Zoom app. 2) Click the settings (gear) icon.
S e i S &
Sign In Sign Up Free E
{ Email J Q Sign In with 550
Password Forgot? er G Sign In with Google

Keep me signed in

Sign In f Sign In with Facebook R

< Back
) Settings
General
Audio
D Share Screen
Q) cra
Background & Filters
@ Recording
B Praofile
@ Statistics
("] criginal ratio <« CheCk thIS bOX
O Feedback
My Video
O Keyboard Shortcuts -
|| Mirror my video
Accessibility Touch up my appearance o——
E Adjust for low light | Manual ~ | —@————— I <« CheCk thIS bOX and
13 ”
choose “Manual”.
Always display participant names on their video
(") Turn off my video when joining meeting
(") Aways show video preview dialog when jaining a video meeting
(") Hide non-video participants
See myself as the active speaker while speaking I
Maximum participants displayed per screen in Gallery View:
Check this box. Did not see any video, trouble shooting

I. Advanced \

* If you are using an external webcam, select the camera and change the settings.



Step 3

4) Check the audio settings.

General
Speaker

video Test Speaker "| (Realtek High Definition... v I

Qutput Level:
Volume: «—9 )

%]
=
w
=
o
7
[a]
=
m
]
=

I:I Use separate audio device to play ringtone simultaneously

Ringtones Default ~
Keyboard Shortcuts

Automatically join audio by computer when joining a meeting
Accessibility

O Chat Microphaone
_ Test Mic "| (Realtek High Definition Audio) v I

9 Background & Filters

Input Level: —
@ Recarding Volume: « [ D
B Profile Automatically adjust microphone volume

ISuppress background noise  Low v @ I

a Statistics

Select the default noise suppression level (low) to optimize for music
G Feedback

Mute my microphone when joining a meeting

|_| Do not prompt the join audio dialog when | am using 3rd party audio
("] press and hold SPACE key to tempararily unmute yourself

("] Sync buttons on headset

| Advanced |

* Click Test Speaker to check that you can hear the audio properly.
Click Test Mic to check that your microphone is working properly and
you can hear your voice.



Step 4

<step 4> JOin a presentation meeting

The congress secretariat will send you a URL and password to join a presentation
meeting on Zoom.

Make sure to join the session at least 60 minutes before the start of the session.
At the start, there will be a connection test and a simple explanation.

* The URL indicated on the schedule is for attendees, and differs from the URL for
moderators and speakers. Make sure to join the meeting from the URL sent to you by email.

1) Sign in to the Zoom app. 2) Open the URL shown in the email and
click the button below.
@ & Ok pen URLZoom Launcher? i
Sigl"l |I"I Sign Up Free
\ Email a Sign In with 550
Password Forgot? °r G Sign In with Google
Keep me signed in Sign In f Sign In with Facebook

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

vload & run Zoor
< Back

* If you have not installed the Zoom
app, return to Step 1 and install it.

3) Click Join with Video. 4) Click Join With Computer Audio.

[ ) Video Preview [ ]

Choose ONE of the audio condenence opliona

Fhane Call Computer dudis

Test Bpeaker and Microphane

furtomatizaly [oin masio by compfer wihen mining a meeting

Always show video preview dialog when joining a video meeting

Join without Video Join with Video



Step 4

5) Be sure to join the meeting at least 60 minutes before the session starts.

Waiting for the host to start this meeting

This is a recurring meeting

IMeeting Room

sign in

Test Computer Audio

* The screenshot above indicates that the host (administrator) is not ready yet.
Please wait until the host starts the meeting.

6) Screenshot when joining a meeting

Lo~ Wl . > N

Unmute Start Video Participants Share Screen Chat More

* We recommend a wired Internet connection.
An unstable Internet connection will cause poor image quality, intermittent
video/audio, and may affect the overall audience experience.



Step 5

<Step 5> Change display name and confirm settings after joining a meeting

Right-click the vi f If.
) 1o @IETEE S TeliE ight-click the video of yourse

| | [r—

Stop Video

Rename
Pin Video

Hide Self View

® Rename

Enter a new screen name:

[Shi\.faml

Enter “Speaker or Moderator”
and your name.
Ex) Moderator_John Smith

2) For those that have not yet checked your video and audio settings

CATEE

Select a Camera
v HIC Vive

Video Settings...
Choose a Virtual Background

Wl

Start Video

After selecting Video Settings, refer to Step 3 ( 3) and 4) ).



Step 6

<Step 6> Presentation and operation precautions

Note

Depending on your specifications, your PC may become slow if apps and software
programs other than Zoom and PowerPoint are running. Make sure to close all
unnecessary apps and programs.

Additionally, we recommend the use of a headset microphone when speaking.

Notes for when speaking and_not speaking

Make sure to mute your microphone except when you speak.
Failure to follow this rule will cause a howling of the audio and make it
difficult for the audience to hear.

Moderators should ask speakers to unmute their microphone if they forget
to do so.

-
Unmute
When speaking When not speaking
The microphone is unmuted. The microphone is muted.

If video is used, unmute your microphone when you speak.

Z1

Stop Video

When video is playing When video is not playing

Start Video

* The host (operator) will conduct an audio and video test with moderators and speakers
60 minutes before the start of a session. Please ask the host any questions you may have.

10



Operation screen

it Gallery View

All participants who can speak will be displayed.

Stop Video

1!.2

Participants

Step 6

B Speaker View

Participant who is speaking will be displayed
on a large screen.

In the full screen mode, the size of a selected screen is maximized.

Turn on/off video of yourself

View participants

Chat

)

Share Screen

Chat
* Function will not be used.

Share your screen
* Function will not be used.

Leave the meeting.
* Do not click on this button until the
end of session.

11



Presentation

When your turn comes

1) The operator will broadcast the presentation video you previously
submitted.

2) After the end of your video presentation, the Moderator will ask you
guestions, so please unmute your video and microphone to answer the

guestions.
% 1 wue

Unmute Bl Start Video

When speaking

Mute your microphone

Stop Video

When not speaking

Unmute your microphone

12



Step 6

Screen Share *ror those who have not submitted the presentation data in advance.

For those who have not submitted the presentation data in advance,
please share your screen by yourself to give a presentation.

O Select 3 wndom Of an applcation that you want to thare x

el

- 7 »
- ‘l"_<
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-
Whitebosrd iPhama'Pad
HBus m
L .
mulas )
(ST s |
-
Launch Maeeting - Toam Images
- il LES] —~ o ——
= =9

fonteanl Educatstn = W1

Share computer sound Optimize for full

N -’ ] i H ®

Secunty Manage Participants Polis 1 LECOIC reakout Rooms Reactions

=

Select the green “Share Screen” button.

2. Select your slides.
3. If your slides have audio, click “Share computer sound”.

4. Click the blue “Share Screen” button .



How to do Q&A Section

Q&A is only available during the designated Live-streaming Date/time through
the Zoom. If you have any questions from On-line participants, please follow the

steps below.

1. Click this icon to see the
guestions from participants.
*Only Moderators can see all of
the questions.

Answered (1) Dismissed 2. Read the questions aloud so
that all participants can know it.
Anonymous Attendee 1122 A1 *Depending on the remaining
How can | schedule 3 meeting? session time, please select the
Answer live Type answer queS'“onS
Lisa Robins 11:29 AM

Where can| download Zoom?

I Answer live ? Type answer |

*Also, do not click both button.
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