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Step 1

Download the Zoom app (for PCs).

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

Downloading the client app

(D The installer is available on the official website (https://zoom.us/).
Click Download at the bottom of the homepage.

About Download Sales Support Language

Zoom Blog Meetings Client 1.888.799.9666 Test Zoom
Customers Zoom Rooms Client Contact Sales Account

Our Team Zoom Rooms Controller Plans & Pricing Support Center
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@ 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 your first Zoom
meeting, and is also available for manual download here.

Download Version 5.0.3 (24978.0517)

* Make 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
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

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

Zoom Installer g
Installing...
]
11%
@ Click Sign In. 3 Register your email address for Sign Up Free.

[ Email

)

Password Forgot?
Join a Meeting
Keep me signed in Sign In
Sign In
< Back

or

zoom Sign In —

aQ

~
&4

Sign In with SSO

Sign In with Google

Sign In with Facebook

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

Zoom Sign In

g

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:/us04web.zoom.us/activate?code= | NENGNTNGNGINGNGEGEGEGEGEGEEEEE

Questions? Please visit our Support Center.

Happy Zooming!

® Enter the login information for settings.
* Skip the Invite Your Colleagues page.



Step 3

Step 3

Preparation before joining a presentation meeting

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

@ Sign in to the Zoom app. @ Click the settings (gear) icon.

QD & 2 EE= &
Sign In Sign Up Free E
[ Email ] Q Sign In with SSO

()
Password Forgot? er G Sign In with Google New Meeting Join
Keep me signed in Sign In f Sign In with Facebook .

< Back

@ Change the video settings.

Settings

General

Video

Audio

I Camera: HD Pro Webcam C920 T
I @ Virtual Background
i © 16:9 (Widescreen) () Original ratio
! @ Recording My Video: |& Enable HD «— Check the box so
@ Mirror my video that the video size does
° Advanced Features | Touch up my appearance not Change.
m Statistics Meetings: E° Always display participant name on their videos l
| | Turn off my video when joining a meeting
0 Feedback . . . . . .
@ Always show video preview dialog when joining a video meeting
Keyboard Shortcuts Hide non-video participants
Spotlight my video when speaking I
Accessibility | Display up to 49 participants per screen in Gallery View

Show a large window of your own video
when you talk.

|\ Advanced |

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



Step 3

@ Change the audio settings.

Settings

General Speaker | Test Speaker \ Built-in Output (Internal Speakers) S

Output Level:

Video
) Output Volume: < ©)

Audio

D Share
Microphone | | Test Mic | Built-in Microphone (Internal Microp... <

G Phone

Input Level:
o Chat

Input Volume: < <)

@ Virtual Background V| Automatically adjust microphone volume

@ Recording

9 Advanced Features

| Use separate audio device to play ringtone simultaneously

o Statistics Join audio by computer when joining a meeting
| Mute microphone when joining a meeting
0 Feedback | Enable stereo
g Keyboard Shortcuts _| Do not prompt to join audio when joining a meeting using 3rd party audio

V| Press and hold SPACE key to temporarily unmute yourself
Accessibility
\\ Advanced |

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

® Change the share screen settings.

© Settings Uncheck these boxes.
General \ . .
|| Enter full screen when a participant shares screen
Video () Maximize Zoom window when a participant share screen
4 Scale to fit shared content to Zoom window
Audio @

Enable the remote control of all applications

€3  Share Screen () side-by-side mode

O Chat Silence system notifications when sharing desktop

® Change the accessibility settings.

Check Always show meeting controls.




Step 4

How to join a presentation meeting

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

The password must be entered to join the meeting.
Make sure to join the session at least 30 minutes before the start.

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

chairpersons and speakers. Make sure to join the meeting from the URL sent to you by email.

@ Sign in to the Zoom app.

.
Slgn |I1 Sign Up Free
[ Email Q Sign In with SSO
\
or ~ . B
Password ] Sign In with Google
Keep me signed in Sign In f Sign In with Facebook
< Back

Q) Enter the password.

Enter meeting password

 Meeting password

\ )

Join Meeting Cancel |

@ Open the URL shown in the email and
click the button below.

co.. (G Onine? [ pre—

Open URL:Zoom Launcher?

httpsy//z00m.us

Launching..

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

If nothing prompts from browser, click here to launch the meeting, or download & run Zoom

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

@ Click Join with Video.

[ Video Preview

Always show video preview dialog when joining a video meeting

Join without Video Join with Video

@ Click Join With Computer Audio.

Fhane Call

® Choose ONE of the audio conference cplions

Join With Computer Audio

51 Speaker and Microphane

Automaticaly join madio by comonter when joining a meeting

Computer Audis




® Make sure to join the meeting at least 45 minutes before the session starts.

Waiting for the host to start this meeting

This is a recurring meeting

Meeting Room

sign in

Test Computer Audio

* The screenshot above indicates that the host (administrator) is not ready yet.
Join the meeting again 30 minutes before the session.

® Screenshot when joining a meeting

v o~ Wi A 2° ala)

Unmute Start Video Participants Share Screen Chat

*We recommend wired Internet connection.

An unstable connection will cause poor image quality and choppy video/audio and may
affect the audience.



SPS  Confirming the settings after joining a meeting

After joining a meeting, change the displayed name, etc.

) © ealing (e GiEslaye e Right-click the camera image of yourself.

© zoom oo | G S

m Mute My Audio  Alt+A

Stop Video

Rename
Pin Video

Hide Self View

Enter a new screen name:

(shivam]|

all
v o~ W A

Unmute Start Video

Change the name to “(Speaker or
Chairperson) Name_Affiliation.”

@ If you have not yet checked the camera and audio settings

= t0e g

Select a Camera
v HIC Vive

Video Settings...
Choose a Virtual Background

/ A

4 {/I
Unmute Start Video

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



Ster6 Precautions during a presentation and operation method
Note

Your PC may become slow depending on its specifications if apps and software programs
other than Zoom and PowerPoint for the presentation are running.
Make sure to close unnecessary apps and programs.

Notes when you speak and do not speak

Make sure to mute your microphone except when you speak.

Failure to follow this rule will cause howling of the audio, etc., and make it
difficult for the audience to hear.

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

%

alle

Unmute

When you speak When you do not speak

The microphone is unmuted. The microphone is muted.

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

Z1

Stop Video Start Video

When video is used When video is stopped

* The host (operator) will conduct an audio and video test on chairpersons and speakers
30 minutes before the start of a session. Ask the host questions if any.



Operation screen

B Speaker View

it Gallery View

All participants who can speak are displayed. The user who is speaking is displayed on a large screen.

_— T ~— -

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

Check participants
Participants

Send and check questions/answers

Unmute/mute your microphone

Chat

Stop Video

Turn on/off video of yourself

Share your screen
Share Screen

@ The screen that you are viewing can

be recorded on your PC.
Rmrd * Do not use this icon. The performance will decrease.
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How to check participants and use Q&A

2.2

to check participants.

Participants '
window.

Clicking this icon opens a window

Clicking this icon again closes the

v Participants (3)

| Panelis Attendees (2)

ists (1)

4

@ Molly Parker (Host, me) /2

/

wi |

Mute All Unmute All More v

* This will not be used in JCS 2020.

(),

check and send questions a
Q&A

window.
For chairpersons

1. Click the Q&A icon.
2. Pick up questions.

Clicking this icon opens a window to

nd answers.

Clicking this icon again closes the

* Only speakers and chairpersons can check the

details of questions.
3. Do not use Answer live or Type answer.

Q&A o X
m Answered (0) Dismissed (0)

Jack Barker 2:43:31 PM x Dismiss
When is the next webinar?
iy 1 Answer live \ Type answer
Eren Yaeger 2:42:44PM
When are office hours?
Vb Answer live \ Type answer )

When there are unread questions, the icon

appears as shown below.

host ' 5IARTDIRUA K
HBNDIEE

.

Q&A

2.2

Participants

Share Screen

11



. Clicking this icon opens a window to check and send chat messages.
I Clicking this icon again closes the window.

The chat function is disabled for the audience.
It is available only for the operator, chairpersons, and speakers.

The chat function may be used by the operator to send messages to chairpersons, or

vice versa, during a session.

It is also acceptable to contact verbally in an emergency, etc.

-rom Me to Stevie Nicks: (Privately)
Hi Ciara
Sorry, Hi Stevie

Stevie Nicks to Me: (Privately)

Hello

To: = Stevie Nicks ¥ (Privately)

All panelists

All panelists arid attendees

- |

v Stevie Nicks

More v

All panelists

All panelists and attendees

v Administrator (Hos

* The term “administrator” is used in this manual. Contact the operator

on the day of the session.

Do not choose attendees. Otherwise, the message will be sent to the
audience.

12



How to share your screen during a presentation

‘ ‘ Clicking this icon opens a window to select the desktop or an app that is running on your
D T] computer and share the screen with participants.

D Open the PowerPoint file to be used in your presentation.

@ Click the Share Screen icon on Zoom.

3 Select a PowerPoint file for your presentation as shown below, and click the Share
Screen button.

© Select a window or an application that you want to share X

Hes =
ﬁ -}
LT 1l
[l |
-
L2 o 2 =] )
Zoom - Pro Account O Launch Meeting - Zoom... Images

iy

Continual Education - VI... ‘. Slack - VIN PowerPoint for Webinar Q

Share co%ommze for full screen video clip w
If a PowerPoint file contains an audio file,

make sure to check this box.

Notes when creating slides

Refrain from using video clips, animations, etc.
Otherwise, the network load will increase, affecting the viewing environment by making
video choppy and blurred, and making sound quality poor and choppy.

If a video clip must be used, check Optimize for full-screen video clip to enable

playback. Note that the image quality decreases significantly. Other slides that do not
contain video clips are also affected.

13



Troubleshooting: A caution symbol Aappears when Share Screen is selected on a Mac.

e 7740 ° e

A A

T  J
Deskten 1 Phone/Pad (ArPlayth Phone/Pad (7 — 7 A Deskicp 1 PhoneiPad (AkPlay® Phone/Pad A
A caution symbol (1) appears. ZoompEmEIRTOCEERT

Click Open System Preferences.

Click Share Screen.

»

y-ORRERN EFR2Y 3 TENL TRRANE BB

Security & Privacy

“zoom.us" will not be able to record the

General  Filevault  Firewall  Privac syt t
2 contents of your screen until it is quit.

You can choose to quit “zoom.us" now, or do it on

® Accessibility Allow the apps below to record the contents of your your own later.

screen, even while using other apps.

s of your
Later Quit Now
- Input Monitoring

VMware Fusion

@ Cisco Webex Meetings

v (W) Zoom Rooms

B Full Disk Access VMware Fusion

B Files and Folders @ Cisco Webex Meetings

Screen Recording ¥ (=) Zoom Rooms
b Automation v @ zoom.us 2 @ zoomus
ﬁr Developer Tools

m Analytics & Improvements

"* Advertising

8.

Check zoom.us.app. and Microsoft PowerPoint.app.

@ < ] CXLVFAETI(IY~

—&  Filevaut 7r479x2-) BEEEtitA

LEAEY -2 BOOF TV -2 2y ORMETL, FOFTYr—va
YR EEONBORMENT],

S

YR VY End Meeting for All

& 7w Leave Meeting

NAS
. Cancel

Close PowerPoint, select End Meeting for All, and join the meeting again.
14



Polling (audience response)

When polling is conducted. it will be started by the host (operator).

Contact the operator if necessary.
Make sure to inform the question number and the content of the question for the polling that you want to start.

Polling screen

1. Which does "ADDIE’ stand for?

Analyse, Develop, Design, Implement, Evaluate
Analyse, Design, Develop, Implement, Evaluate
Analyse, Design, Develop, Interpret, Evaluate

Analyse, Develop, Design, Interpret, Evaluate

Submit

A | /] ~ - —
Za— bR EFAoRS b QaA WEENN LO-Fa20

To stop the polling, contact the host (operator) again.
Or, set the number of seconds in advance.
After the polling is finished, the results will be shared with participants promptly.

Polling result

© Polis

1. Which does 'ADDIE’ stand for?

Analyse, Develop, Design, Implement, Evaluate

Analyse, Design, Develop, Implement, Evaluate
Analyse, Design, Develop, Interpret, Evaluate

Analyse, Develop, Design, Interpret, Evaluate

-~ | ] ~ [ @
Za—-MER  EFAORS 3 QaA WRERN LT
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