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STEP1

<sterl> Please download Zoom application for PC

If you want to join from web browser please move on to (STEP5)

Download Client App

MDApp installer is available from zoom official web page
Please click the Link » (https://zoom.us/)

About Download Sales Support Language

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

Our Team Browser Extension Plans & Pricing Support Center
Careers Outlook Plug-in Request a Demo Live Training
Integrations Lync Plug-in Webinars and Events Feedback

Partners iPhone/iPad App Contact Us

Investors Android App Accessibility

Press Zoom Virtual Backgrounds Privacy, Security, Legal
Media Kit Palicies, and Moedern Slavery @ in v D f @
How to Videos Act Transparency Statement

Developer Platform

English +

Currency

US Dollars $ «

Copyright ©2022 Zoom Video Communications, Inc. All rights reserved. Terms | Privacy | Trust Center | Legal & Compliance | Do Not Sell My Personal Information | Cookies Settings

@Please select meeting client to download app

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.

Version 5.9.3 (3169) (64-bit)

Download 32-bit Client Download ARM Client

X:Please be sure to install the latest version

Supported system

Mac 0S X powered by later than MacOS 10.7 Red Hat Enterprise Linux 6.4 or later

Windows 7/9/8.1/10 Oracle Linux 6.4 or later
Windows Vista powered by later than SP1 Cent0S 6.4 or later
Windows XP powered by later than SP3 Fedora 21 or later

Ubuntu 12.04 or later OpenSUSE 13.2 or later
Mint 17.1 or later ArchLinux (64bit only)
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https://zoom.us/

<sterd> Please download Zoom application for PC

*If you want to join from web browser please move on to (STEP5)

Download Client App

@Select sign in (Optional)

(DLaunch the downloaded installer to start installing. This dose not take much time.

© zoom Installer

12 Zoom Cloud Meetings

200m

Sign In

Initialize...

Register your email address with free sign-up

) Zoom Cloud Meetings - X

(@A confirmation email will be sent to the email address you entered.Click "Active Account"
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<ster3> Before entering the Zoom Meeting
Please sign in to the Zoom and test your camera and audio devices

@Sign in to the ZOOM app

@Click setting

) Zoom Cloud Meetings

200m -~

© zoom

Q Search  Ciiof

(\Entar your email

)

Facebook

[Enter your password Forgot?}
SignIn
New Mesting ~ Join
() Keep me signed in
~
Q G (£} Schedule Share screen

Qxclick General setting

°Settings
Video
Audio
O Share Screen
O Chat

o

01 Zoom Apps

@ Background & Filters

© ~Recording
B profie

) stistics
() reedvack
()

Keyboard Shortcuts

Accessibility

O Start Zoom when | start Windows

() Use dual monitors (@

When closed, minimize window to the notification area instead of the task bar

O Enter full screen automatically when starting or joining a meeting
O Automatically copy invite link once the meeting starts
O Show my connected time

D Stop my video and audio when my device is locked

Always show meeting controls (%)
Ask me to confirm when | leave a meeting
5

Remind me v minutes before my upcoming meetings

O Integrate Zoom with Outlook (%)

Show user profile icon next to in-meeting chat messages

Zoom Updates
Automatically keep Zoom desktop client up to date | Slow

Reaction Skin Tone

b bbb

e

View More Settings (9
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@Set video device

() Settings

General

Audio

Share Screen

Chat

Zoom Apps

Background & Filters

Recording

Profile

Statistics

Feedback

@ Keyboard Shortcuts
@

Accessibility

Camera

Integrated Webcam v

Original ratio HD

My Video

Mirror my video

Touch up my appearance e —

Adjustforlowlight Manual v —@

Always display participant names on their video

Turn off my video when joining meeting
Always show video preview dialog when joining a video meeting
Hide non-video participants

Enable stop incoming video feature

See myself as the active speaker while speaking

Maximum participants displayed per screen in Gallery View:
25 participants ) 49 participants

Did not see any video, trouble shooting

Advanced

% [f you are using an external WEB camera, please select from the cameras

and change.
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BSet audio device

o Settings

General

Video

{\  Audio

G Share Screen
O Chat

Qj Zoom Apps

@ Background & Filters

©) Recording
B rrofie

) statistics
©) reedvack

Keyboard Shortcuts

Accessibility

( Speaker

| Test Speaker )

Qutput Level:

Y —H— (Realtek(R) Audio)

\ Volume: L]

() use separate audio device to play ringtone simultaneously

( Microphone )
[ RestMic | VB (Realtek(R) Audic) v
Input Level: —

\ Volume: L] [ ] Ll :)J

O Automatically adjust microphone volume

Suppress background noise Learn more

O Auto

[ © Low (faint background noises) ] Xse I_ect

() Medium (computer fan, pen taps)
O High (typing, dog barks)

Music and Professional Audio

Mow]

() Show in-meeting option to enable "Original Sound” ()

Ringtones | Default RO

™ .

| Advanced |

*Test if you can hear the sound normally with "Test Speaker”
Please test if you can hear your voice normally with "Microphone test”

®Check share screen setting

)

© Settings
General

Video

< Back

© settings
General

0 video

@ Ao

(8 i ]
Q o=

Zoom Apps

(&) eackground & Fitters
Recording

6 erofie

0 sutistics

© Feedvack

© Keyboard shortauts

Accessibility

Window size when screen sharing:
Fullscreen mode Maximize window
1@ Scale to fit shared content to Zoom window
) Enable the remote control of all applications
@ Side-by-side mode @
@ Silence system notifications when sharing desktop

Share applications

© share individual window
) Share all windows from an application

When | share my screen in a meeting

Automatically share desktop @

O Shiow all shaviog options

When | share directly to a Zoom Room

© Automatically share deskiop @

Show al sharing options

=

© Maintain current size

P

Audio
o
Q ca

(%) Zzoom Apps

(©) sackground & Filters

© recording

e Profile

0 Statistics

O Feedvack

@ «eyboard hortauts

Accessibility

) Limit your screen shareto 10 frames-per-second
Show green border around the shared content

() Use TCP connection for screen sharing

Screen capture modil [ Capture with window filtering

b

uto

Use hardware accele,

Screen sharing (¢

Advanced share with window fiftering [ Capture with window filtering

@ Annotations ona

Advanced share without window filtering

Use hardware acc
Secure share with window filtering

Legacy operating systems

Please click Advanced and change screen share mode to
“Capture with window filtering”




<sterd> How to enter Zoom Meeting

Webinar URL and the password will be sent to you from secretariat.

Password is necessary to enter webinar room.

Please be sure to enter the room 60 minutes before the session start.
Operator will check connection and your slides.

X:Please be sure to enter the room from the URL sent by email.

Depending on the email software, the URL may not be linked, so plesae copy the URL and

paste it on to the browser.

DPlease sign in

200m -
&= )
! G 0
Select join with video on
(& Video Preview X

Always show video preview dialog when joining a video meeting

—_———
Join with Video Join without Video
)

@Click on the URL from the email
and select open zoom meeting

o

Click Open Zoom Meetings on the dialog shown by your browser
If you don't see a dialog, click Launch Meeting below

@Select join with Computer Audio

k) Choose ONE of the audio conference options

Phone Call Computer Audio

Join with Computer Audio

Test Speaker and Microphone

Automatically join audio by computer when joining a meeting
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®Please enter Zoom Meeting 60min before

Please wait for the host to start this meeting.

Start: 5:00 PM

test

Test Computer Audio

X:The above screen is in a state where the host (administrator) is not ready.
Please re-enter the room 45 minutes before the session.

@®When you enter the room you will see other speaker or operator

Wired connection is strongly recommended.
In an unstable connection environment, it leads to low image quality and audio interruption.
This may affect the viewers.
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<sterh> Setting

When you joint the Zoom Meeting room please check

Mchange displayed name [ -Iclick

e Zoom Meeting
i View
2 a
Unmute My Audio Alt+A
Stop Vidi ‘.
% Taro Yamada DRNIGED 1iro Tanaka s m

Blur My Background

Choose Virtual Background...

Choose Video Filter...

Pin
Hide Self View

Add Profile Picture

Renamgq

Rename from here

o vour displayed name.  Name format is as follows.
Rl [Taro Yamadal

Unmute

QIf you didn’ t get a chance to check your audio and video devices,
please 9o back to step 3 and 4

Blur My Background
Choose Virtual Background...

Choose Video Filter...

Video Settings...

Jall % Jun Sato

Y ~ W s al’
Unmute Stop Video Participant
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STEP6

<STEPO> How to turn on and off microphone and camera

Please close applications other than ZOOM and presentation materials
as it may affect to the movement of zoom app depending on the internet environments.

[Mic is ONJ / TMic is OFF]

When you speak When you don’ t speak

Unmute

Please be sure to mute your microphone except when you speak.
It may disturb other people’ s presentation.

Please keep video on during the session

Stop Video Start Video

Video is ON Video is OFF

Audio and video tests will be conducted from the operator, 60 minutes before the session.
If you have any question, please ask at that time.
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Z00M Functions

+ Gallery

Possible to see other every speakers Possible to see a person who is speaking now

Fullscreen

Full screen mode.
If you want to stop full screen, please double click zoom window

a3 Confirm other participants

Participants

» Chat

Chat

[ + ]
Share Screen

- Language switching
Interpretation

~

¢
Mute

Mute and unmute microphone

To share your sceen

I Mute and unmute your camera

Stop Video
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How to confirm participants

Participants

3 When you click Participant’s icon
you will see the window pop-up(below)
Participant’s name will be listed

- Participants (3)

Taro Yamada (Me)

Jun 5ato (Host)
Ichiro Tanaka

Imwvite

Unmute Me
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How to use chat in zoom

When you click Chat icon
Chat you will see the window pop-up(below)

MQuestions from audience will be posted to the chat box below.

@Communication tool between the secretariat, technical operator,
and speakers during the session.

% If you are in a hurry, there is no problem to speak with mic.

O chat — O
S Who can see your messages?
To:  Everyone w M &
Type
P8 v Everyone
Jun Sato
Ichirc Tanaka

X:Please select the name of the participant you want to send a message from the pull-down menu.
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How to share screen

Share Screen

MOpen your presentation material (powerpoint, keynote, etc.-:)

@Click share screen

3Select your presentation material from

“select a window or an application that you want to share” window

Please click share screen icon to share your presentation material

& Select a window or an application that you want to share

JO0-3J) J0-F923 - PowerPo...m

Share sound

Optimize for video clip

Basic

]

iPhone/iPad

Advanced

Files

If you have sound to share, please select

Please refrain from using videos and animations.
The network will be overloaded, and the viewing environment will be affected.

When using videos, please note that the image quality and movement

may deteriorate
depending on the internet environment.

“share computer sound”
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STEP6

Interpretation

For the session which simultaneous interpretation is available,
interpretation button will be displayed under the ZOOM window.

& ©

Interpretation Reactions

Please select the language you want to listen to. You can watch the selected language.

Please be sure to speak in the selected language
When you select English, speak in English
When you select Japanese, speak in Japanese
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