Zoom Meeting Manual
(For Chairs/Commentators/Lecturers)

<STEP1~5>
How to download & run Zoom

<STEP6~10, 14>
How to check Zoom Settings

<STEP11~13>
How to join a Zoom meeting

<STEP15~18>
How to share slides



<STEP1>

Click on the meeting link included in the email invitation or paste it into your
web browser .

Go to <STEP2> to see how to download a Zoom app.

Go to <STEP5> when you have already downloaded a Zoom app in your
computer.
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<STEP2 >

You will be prompted to download the Zoom app to enter the meeting from
your browser. If there is no prompt from the browser, you can click on
download and run Zoom.
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After download completes, run Zoom, then enter your meeting 1D
G0N TR0 B9 to join meeting

If you have Zoom Client installed, launch meeting. Otherwise,

If you cannol download or run Lhe application, join from your browser.
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<STEP3 >

Launch the downloaded “Zoom_cm_.....exe" file and install Zoom on your computer.

(The download location of the file depends on your browser.)
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After download completes, run Zoom, then enter your meeting ID

G0N BTN B9 to join meeting

If you have Zoom Client installed, launch meeting. Otherwise Jdownload and run Zoom

If you cannol download or run Lhe application, join from your browser.
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<STEP4 >

Close Zoom once, then paste a meeting link into your web browser to join
the meeting.

FLingd X 5P = X

= l@ httpsy//usd2web.zoom.us/)/9807793831 ?pwd=Mm1lalIMUVjdkRTaHZXd242MDR1OQTO9 l » e

Google

Q. Google TIBFF/(E URL ®AT] U

I AT Fast T a—kw..




<STEP5 >

Click on “Open Zoom Meetings”.
Go to <STEP6> before joining the meeting.
Go to <STEP11> after joining the meeting.
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zoom Open Zoom Meetings?

https://zoom.us wants to open this application

[ Always allow zoom.us to open links of this type in the associated app
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Click Open Zoom Meetings on the dialog shown by your browser

If you don’t see a dialog, click Launch Meeting below
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<STEP6 >

Click the “Test Computer Audio” button on the zoom dialog box as indicated in

the photo below.

It will be shown when you access Zoom before the meeting starts.

Please wait for the host to start this meeting.
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<STEP7 >

At the Settings screen, click “Audio”. Change the settings for “Audio” as
indicated in the photo below.

(=]
Volume: L] L] o
General
Use separate audio device to play ringtone simultaneously
Video
Microphone
7V Audio Test Mic Microphone (Realtek High Definition Audio) v
Share Screen nput Levek —
Volume « o«
Chat
Automatically adjust microphone volume
Background & Filters Suppress background neise Learn maore
o Auto
Recerding
Low (faint bacl
Profile Medium [co
High ityping. dog barks
Statistics
Music and Professional Audio
D Keyboard Shortcuts Show in-meeting option to “Turn On Original Sound” (3

0 Accessibility

Ringtones Default v @

Automatically join audic by computer when joining a meeting
Mute rmy microphone when joining a meeting
Press and hold SPACE key to temporarily unmute yourself

sync buttons on headset

Advanced

<STEP8 >

At the Settings screen, click “Video”. Change the settings for “Video” as
indicated in the photo below.

eneral

()

Audio

share Screen

Chat

Background & Filters

Recording

Profile
Camera

| Statistics Front Camera ”

Keyboard Shortouts

—
O QOriginal ratio HD

My Video
Accessibility
Mirrar my video
Touch up my appearance @

Adjust for low light

s display participant names on their videa

Turn off my video when joining meeting

Alwa w video preview dialag when joining a video meeting

Hide non-video participants
See myself as the active speaker while speaking

Maamum partiopants displayed per screen in Gallery View

=]

O 25 participants &
Did not see any video, trouble shooting

articipa

Advanced



<STEP9 >

At the Settings screen, click “Share Screen”. Change the settings for “Share
Screen” as indicated in the photo below.

After that, Click “Advanced” as indicated in the photo below.
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<STEP10>

Change the settings for “Advanced” as indicated in the photo below.

After that, close the Settings screen by clicking the “x” button on the right top

corner. All settings are done. Please wait until the meeting starts.
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<STEP11>

Enter your meeting ID or personal link name and your name in the “Join
Meeting” dialog box as indicated in the photo below. After that, click the

“Join” button.
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<STEP12 >
Click the “Join with Video” button.
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<STEP13 >

After joining the meeting, click “Join with Computer Audio” .
Go to <STEP14> when you haven’t checked STEP7~10.

Go to <STEP15> when you have already checked STEP7~10.
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Join with Computer Audio
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<STEP14 >

If you haven’t checked the Settings, click the button, then click “Audio
Settings”

Go to <STEP15> after checking STEP7~10.
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<STEP15>

When using slides, open the presentation file first, then click “Share Screen”.

<STEP16 >

Select the PowerPoint presentation file, (then select the checkbox next to “Optimize
for video clip”. If it has slides with audio, also select the checkbox next to “Share
sound”.) Click the “Share” button at the bottom right corner.

) Select a window or an application that you want to share
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<STEP17 >

While sharing the presentation file, “You are screen sharing” will be displayed
at the top of the screen.

Play the PowerPoint slideshow and make the presentation.
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When you move the mouse closer to the part of “You are screen sharing”,

a control bar (shown in the below photo) will be displayed.
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After you finish the presentation, click the “Stop Share” button.

<STEP18 >

Please wait until the session is over. The meeting will be closed on the venue side.



