Zoom guide for students.

Overview

Please note that steps 1-4 should always be reviewed before you use Zoom for the first time,

while steps 5-9 can be reviewed as needed.

1. Installing Zoom
2. Sign In

3. Configuring audio and video
3.1 Video-settings
3.2 Audio-settings

3.3 Mute microphone and stop Video during a meeting

4. Accessing a Meeting Room
4.1 Access using a link
4.2 Waiting room
4.3 Access with “Meeting ID”

. Using chat and sharing files
. Sharing your screen and/or a powerpoint

. Sharing external media (telefon)
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. Sharing a whiteboard
8.1 Using whiteboard via computer
8.2 Using a tablet as whiteboard

9. Creating a meeting in Zoom
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1. Installing Zoom

If Zoom is not already installed on your computer, do the following steps:
1. Go to https://zoom.us/download
2. Here choose “Zoom Client for Meetings”.

Z ool l . SOLUTIONS « PLANS & PRICING CONTACT SALES JOIN A MEETING HOSTAM

Download for IT Admin ~

Download Center

Zoom Client for Meetings

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

Download Version 5.0.0 (23168.0427)

®  Zoominstaller (1).exe

3. Next, click “Download”. The the installation file will now be downloaded onto your

computer.
4. Open the downloaded file by going to “Downloads”.

NB: If you already have installed Zoom, make sure that it is updated to the latest version.

On a Mac, open Zoom and click on the upper bar and choose “Check for updates” . You will
need to restart Zoom before the update works.
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2. Sign In

You can log on to Zoom by opening the app directly on your computer or via the link
aarhusuniversity.zoom.us. Make sure to log on with the correct information:
e Ifyou are required to log with WAYF, use your AU-id and the related password.
e Ifyou see the first window (see below), click on ”Sign in with SSO”. You will be
directed to the second window, where you must fill out “aarhusuniversity” then click

”» : ”»
Continue”.
12 Zoom Cloud Meetings - X ) Zoom Cloud Meetings - *:
Sign In N L
Sign In with SSO
| Enter your email QU Sign In with SSO Camars D
‘ aarhusuniversity .Zoom.us

i Forgat, or Sign In with Google

@

Enter your passworc

eep me signed ir Sign In f Sign In with Facebook 1o not know the comoany domair m

< Back ign Up Free

Next, you will be required to log in with WAYF, where you must use your AU-id and
password as usual.

LOGIN TIL AU'S TIENESTER
sl

Indtast brugernavn og kodeord

En web-tjeneste har bedt om, at du tikendegiver dig. Indtast venligst bruge

Brugernavn

Kodeord

Once you have logged in correctly, you will see the message below and Zoom will launch
automatically. If nothing happens click “Launch Zoom”. You are now ready to use the
program. Alternatively, you can log on to zoom: https://aarhusuniversity.zoom.us/

AARHUS JOIN AMEETING HOSTAMEETING ~
/U UNIVERSITY

Sign in with SSO

Zoom should launch in a few seconds. If not, please click button below.
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3. Configuring Audio and Video

To configure Zoom settings, open Zoom on your computer and click your initials in the
upper-right corner. Find “Settings” in the drop down menu.

NB: If you do nothing, Zoom should automatically follow the standard settings on your
computer for the camera and microphone, but it is advisable to ensure this.

© zoom - %

o2 Gt o

15:30 - 17:00 _— — LICENSED

Add a Personal Note

@ Available

© Away

New Mee
@ Do not disturb >

Change My Picture
Try Top Features
19 Help >
Check for Updates
Schedu
Switch to Landscape View
Switch Account

Sign Out

3.1 Video settings

To configure the settings for your camera select “Video” in the settings menu located on the
left side of the window. Your webcam should turn on now showing you a Preview of what
your current settings will look like when you attend a meeting later.

You can choose which camera to use if you have an external webcam. You can also choose
resolution and ratio, as well as other settings that may be relevant in some situations.

Settings
=] g

General

Audia
Share Screen
Q o
Recording
9 Profile
0 Statistics
) reedback s Logitech HD Webcam C270 v
Keyboard Shortcuts o 16:9 (Widescreen) \':“ Original Ratio
My Video: [ ] Enable HD
f)  Accessibil
Ty Mirror my video
(") Touch up my appearance
Meetings: Always display participant names on their video
(") Turn off my video when joining meeting
Always show video preview dialog when joining a video meeting
3 ’1 — 5 .
Gati toppen
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3.2 Audio settings.

To configure the settings for your microphone select “Audio” in the settings menu located on
the left side of the window. Here you can choose which output and input to use, test
speakers or earphones, your microphone, as well as configuring a number of other settings
that may be relevant to you.

2 Settings

General

Video Speaker | Test Speaker | Same as System v

Share Screen

Volume: o { XD

@ Chat If you cannot hear your voice, select a different microphone.

Recording Microphone | Test Mic | | Same as System v

Profile Input Level:
51 statistics Volume: o | 1)
0 Feedback Automatically adjust volume
g Keyboard Shartcuts I Use separate audio device to play ringtone simultaneously
ﬂ Accessibility () Automatically join audio by computer when joining a meeting

Mute my microphone when joining a meeting
Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

3.3 Mute Microphone and Stop Video During a Meeting.

During a meeting, you have the option to "Mute" your microphone and to “Stop video”. To
do this locate the two buttons in the lower left corner while the Zoom meeting is in progress.

Mute Stop Video
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4. Accessing Meeting Rooms

There are several ways you can access a meeting room. You can either access via a link (most
often used) or access through a “Meeting ID” from which you are directed into a “waiting
room”.

4.1 Access with a Link

If you have received a link to your Zoom meeting, click on the link to be redirected to the
meeting. Be aware that errors may occur if you copy and paste the link into your web
browser. A link to a Zoom meeting at AU will have this form (each link has its own number
address): https://aarhusuniversity.zoom.us/j/635011202

NB: Make sure to join the meeting well in advance.

If the following message appears, click “Open Zoom Meetings”. This will open Zoom on
your computer and direct you to the meeting.

Vil du abne Zoom?

https://aarhusuniversity.zoom.us vil gerne 3bne denne 2pp.

AonLoom m

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.

4.2 Access with “Meeting ID”

If you have been sent a “Meeting ID” instead of alink, you can access the meeting by
following these steps:
1. Open Zoom on your computer.
2. Choose “Join” on the start menu in Zoom.
3. Next, you will see a pop up, where you are required to write the “Meeting ID” that you
have received.
4. You should fill out your name and choose, whether to have your microphone and
webcam on.
5. Click “Join” to enter the meeting.


https://aarhusuniversity.zoom.us/j/63501121602
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© zoom 2 Zoom =

nnnnnn

Join Meeting

o Enter meeting 1D or personal link name v

Enter your name

Join
|_| Do not connect to audio
() Turn off my video
@ screen «

Schedule Shar

Join | Cancel |

4.3 Waiting room (primarily relevant for exams)

For the exam you start the meeting in a virtual “Waiting Room”. The following
window will pop up (Mac/PC)

& Zoom =L

Please wait, the meeting host
will let you in soon.

Please wail, the meeting host will let you in soon.

Eksamens tast
Eksamen d. 23/3-2020

23-03-2020
Test Computer Audio

Test Speann awMEwphon

From here,the “host” will let you in to the actual meeting, which will be the “exam room”

when it is time.
While you are in the “Waiting Room” you should test your audio in- and output.

NB:
While your teacher and co-examiner are evaluating your grades, you will be redirected to the

“Waiting Room”. Do not shut off Zoom or stop the meeting. You will be sent into the
meeting room again, when it is time to receive your grade.
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5. Using Chat or Sharing Files

To access the Chat where you can send files and communicate in writing with the meetings
participants, click on the chat icon located in the bottom of the meeting window.

LI W
£ b

Participants

In the chat you can submit messages to all participants, or chose private to only write to
one other participant.

If you need to share a file in the chat, click on “File” and find the location of the file on your
computer.

OBS: If Zoom does not allow you to “Send File” in the chat, you will need to update the
software.

MAC: click on zoom in the upper bar and select “Check for updates”. Zoom needs to be
restarted before the update works.

— | X

w Zoom Group Chat

To:  Everyone v [ File
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6. Sharing your screen and/or a PowerPoint

To Share your screen or a certain window from your computer such as a PowerPoint
presentation, click “Share Screen” in the bottom of the window.

TSN
& e

Participants Chat

You now have the possibility to choose which of your “sources” you wish to share with the
other participants.
e If you wish to share your entire screen activity, select “Screen”
e If you only want to share one window or program, e.g. PowerPoint, select that specific
source. NB: make sure that the program is open before hand
e If you wish to share video or another source of audio, remember to uncheck the two
boxes called “Share computer sound” and “Optimize Screen sharing for video clip”

Next, click “Share” to share the selected source with the meetings participants.

() Select a window or an application that you want to share [ ——— ] b

Basic Advanced

y 4 o

Whiteboard iPhone/iPad

Launch Meeting - Zoom - Googl... ‘. PowerPoint-slideshow - Prassen, .u!f Praesentationl - PowerPoint [‘ Klippevaerktoj %

| Share computer sound || Optimize Screen Sharing for Video Clip m

NB: At the exam, when you have clicked “Share”, you should enquire whether the
co-examiner or your teacher are seeing the window and if it is shared correctly. In this way
can make sure that you all see the same thing.

G4 til toppen
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7. Sharing an External Media (Smartphone or
Tablet)

If you need to write and draw on paper, a blackboard etc., you can do this by accessing the
meeting room with a computer and a smartphone at the same time, you are thereby logged
in with 2 devices. You use the computer for verbal communication with the other
participants, as well as for showing any PowerPoint, while the smartphone's camera will
present what are writing and drawing. For this you can also use a tablet.

1. Download the app “Zoom Cloud Meetings” for your I0S or Android device.

< Q
ZOOM Cloud
Meetings

39% 100 mio.+ H

921 Downloads PEGI3 @
anmeldelser

Installer

2. Make sure your phone is fully charged or connected to power source.
3. Set up with your mobile phone so it is stable and the camera captures the area you
want to display..

Examples of smartphone setup:
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4. You can either access the meeting with the app (see below), or by clicking the link

to the meeting room on your smartphone. Make sure you are using the phone's
camera but NOT the phone's audio in- or outputs as it will resonate, when your audio
is active on both your computer and smartphone at the same time. Enter your name +
“(mobile)” in the appropriate box, using the same name that you originally signed in

with.
3 * . .
< Join a Meeting
Start a Meeting

Start or join a video meeting on the go I

Join with a personal link name

;,

D O /E Join Meeting

JOIN OPTIONS

Don't Connect To Audio o

Sign Up Signin

/Z . Mit navn (mobil)
N\
Q

d an invitation link, tap on the link to

5. NB: At an exam, when you are ready to show something on paper or a blackboard,
you should point out to the examiner that they should look at the image from your
cell phone. They then have the option to double-click on that image or click on the 3
dots on the image and select Pin Video. Then it will be displayed in a large window on
their screen.

Stop Video
Chat

. Rename
Morten - IPhor

Pin Video

Spotlight Video

6. Also, give attention to when you have finished writing/drawing, when you want to
make a presentation, etc., so that the teachers look at the right pictures at the right
time.

Tips:
e Use a black marker instead of pencil or ballpoint pen, This will make it easier to
discern what you are writing.
e Make sure that the subject is well lit either with natural light or a lamp.
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e Ifthe image is upside down in Zoom, either turn auto-rotate on or of on your
smartphone or rotate your phone 180 degrees.
e Make sure not to block what you are writing with your hand.

Ga til toppen

8. Sharing a whiteboard

You can use a whiteboard in Zoom. It works best either if you have a drawing pad that you
can connect to your computer, or if you have a touch-sensitive screen, such as an iPad or
other tablet, or a computer with a pen.

8.1 Using a whiteboard via your computer

8y
e

Participants

After you press share, you now have the option to choose which “source” you want to share
with the meeting participants. Your options may look different.

© Zoom

7
) Select a window or an application that you want to share

[s=vamt— ) .

Basic

- : é 4

Whiteboard

Launch Meeting - Zoom - Googl... ‘. PowerPoint-slideshow - Praesen, 'B}

Advanced

7

iPhone/iPad

_| Share computer sound || Optimize Screen Sharing for Video Clip

|
-
°

Praesentationl - PowerPoint [t

Klippevasrkta) %

Here you simply select "Whiteboard" to share a completely blank whiteboard on which you

can draw, point and much more.

AU STUDYPEDIA }
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NB: If you have a drawing pad connected to your computer, make sure it is installed and
properly connected to your computer beforehand.
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8.2 Using a tablet as a whiteboard

If you want to use a tablet to write on, then follow these steps. You can also use a
smartphone with a large screen.

1. Download the app “Zoom Cloud Meetings” for your I0S or Android tablet.

€« Q
ZOOM Cloud
Meetings

39% 100 mio.+ E

921t Downloads PEGI 3 O
anmeldelser

Installer

2. Now, access the meeting on your tablet, either by clicking on the link to the meeting
room from your tablet or by pressing “Join Meeting” and entering the meeting ID
@ *

Start a Meeting

Start or join a video meeting on the go . N
< Join a Meeting

v )

& /Z\ Join with a personal link name
/ +
]

¢ Mit navn (mobil)
E % /D It navn (Mmool

/

\r\ L Join Meeting

e |

If you rec ed an invitation link, tap on the link to
join the meeting.

JOIN OPTIONS

Don' To Audi
Turn Off My Video O

Sign Up Sign In

3. Remember to join without video or audio, since you are only using your tablet as a
whiteboard while still using the computer for audio and video.

4. To use the whiteboard, select “Share” in the bottom of the screen on your tablet and
select “share Whiteboard”
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Join Audio Start Video Share Participants More
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9. Create a Meeting in Zoom

To get acquainted with using Zoom and using its features, create a meeting of your own and
invite and invite for example your fellow students, so you can practice together.

1.

¢

Open the Zoom app on your computer, or go to https://aarhusuniversity.zoom.us/ in
a browser.

Click “New Meeting” in the start menu or click “Host” if you are using your web
browser.

AARHUS
v UNIVERSITY

Video Conferencing
New Meeting ~
Join Connect to a meeting in progress
Host Start a meeting

Schedule Share screen ~ Signin Configure your account

A window should pop up, showing that you are now in a video meeting with yourself.
If you want to invite someone to participate in the meeting along with you, click
“Participants” and “Invite”. Next, a window will pop up, where you can click
“Copy URL”. The link to the meeting is now copied to the clipboard and you can
send it to anyone you want to attend the meeting.

14


https://aarhusuniversity.zoom.us/

v Participants (1)

@ Mathilde Andersen (Host, me) ¢ @

Invite people to join meeting 65113525517

Contacts Room System Email

Choose from the list or type to filter

Copy URL Copy Invitation

® 6 & © @
yes no go siower go faster more clear all
~ @ H (]

Invite Mute All Unmute All More v
Chat Share Screen Record Breakout Rooms  Reactions

Ga til toppen
To make sure that you are logged in on the AU Zoom server, go to “Invitation URL” - Here

you should see “aarhusuniversity.zoom” in the link. If the link does not include this, you are
not covered by AU's security agreement with Zoom and you have limited functionality - for
example, a meeting room can only be open for 40 minutes at a time.

P s Zoom Meeting

M (You)

aarhusunivers
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