=i,\-}\-=AFA Zoom - Participant

PCs and Laptops
(February 2021)

Step 1: Check your equipment and download Zoom

- Most Laptops have on-board cameras and microphones...this is not
necessarily true for PCs and their monitors. If you need a webcam, get
one...and then report back here.

- You will be sent an invitation URL to join a meeting. It will look something
like this:
https://us04web.zoom.us/j/5360308186?pwd=VWIaVWpSeEtVMHV4V
HRCcEFYOHIXUTQ09

- Each Zoom virtual conference room has a different URL. The one above
belongs to the Field Council Training Sub-Committee.

- When you are ready to join the meeting, click or tap on your invitation
URL. If this is your first trip to Zoom on your computer, your browser will
display something like this:

zoo m https://us04web.zoom.us wants to open this application. Support  English ~

O Always allow usG4web.zoom.us to open links of this type in the sssociated app

open zoom vieting: | ([l

Click Open Zoom Meetings on the dialog shown by your browser

If you don'’t see a dialog, click Launch Meeting below.

Launch Meeting

Don't have Zoom Client installed? Download Now

Click on|Download Now |and follow the instructions.



about:blank

In the future, when you click on the invitation URL you
might get the same screen.

Zoo m https://uso4web.zeom.us wants to open this application. Support  English +

[0 Always allow usOdweb zoom.us to open links of this type in the associated app.

Click Open Zoom Meetings/n the dialog shown by your browser

If you don’t see a djfflog, click Launch Meeting below.

Launch Meeting

Don't have Zoom Client installed? Download Now
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/

Click on Open Zoom Meeting

zZo0m

Click Open Zoom Meetings on the dialog shown by your browser

If you don't see a dialog, click Launch Meeting below.

N\
If the page looks like this, then click on|Launch Meeting




Step 2: Get Ready to connect

Zoom will load and present a screen that looks like this.

zoom Support  English ~

) Please wait for the host to start this meeting.
Start: 9:00 PM f your browser

Ty Meeting g below.

Test Computer Audic

Don't have Zoom Client installed? Download Now

Copyright ©2020 Zoom Video Communications, Inc. All rights reserved
Privacy & Legal Policies

As you wait for the meeting or before joining it,|test your system

...and check the|Audio/Video [settings to be sure that your camera, mic and
speake}é are selected the way you want them.

) Settings. x

General

video Speaker Test Speaker Speakers / Headphones (3- Realt.. ~

Share Screen

Volume; 4 — @ o)
Wirtual Background
Recording Micrephone Test Mic Microphone (HD Webcam C523) -
Statistics Input Level, =
D Keyboard Shortcuts Volume: 4 ————— X @ <)

Automatically adjust volume

Accessibility

Use separate audio device to play ringtone simultaneously

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

Advanced




Step 2: Get Ready to connect (cont.)

) Settings *

General

Video Speaker | Test Speaker | Speakers / Headphones (3- Realt.. ~

Share Screen

volume: L ] o)
I[ Virtual Background
Recordi Microphone [ Test Mic | Microphone (HD Webcam £525) v
Statistics Input Level; ==
g Keyboard Sho¥cuts Volume: o ® o)

Automatically adjust volume

Accessibility
(") Use separate audia device to play ringtone simultaneausly
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

| Advanced |

This is also an opportunity foy you to set up a virtual background if you so
desire. Just click on[Virtual Background]to set it up. You have the choice
of using a[canned backgroundjor creating one by using a photo from your
library as | have doge here.

) Settings X
General O Rotate 90°
Video
Audio

+) share Screen

chat

B8 Virtual Background

Recording
Profile
;‘ Statistics
O Keyboard Shortcuts

Accessibility

() 1 have a green screen @ Mirror my video




Step 3: Join the conference.

© Zoom Meeting

a0

=[] =

P Ty

- = = i .
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When the host s
- Clickort

ts the meeting, you will get this screen. Now:
the|camera 1con|to start or stop your video as desired.

- If youwantt

hange your virtual background during a session, click

on the caret nex
- Click or tap on the

the camera icon and you can do so there.

microphone iconfto mute if you have not done so.

Here 1s your Zoom environment...let’s take a closer look!

At the bottom of the screen, you will see these tools. By clicking on
“Participants,” you will be able to see the list of all attendees. To join
into or start a chat, click on “Chat” and you can either direct the chat to
one person or the group. If you are a presenter, you will be given the
opportunity to share your screen from the host. You must have host
permission and have the presentation or what you want viewed
open BEFORE you click on “Share Screen.”
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Participants

Record Reactions



Step 4: Participate!
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Here is a review of your participant tools on Top Left to Right:
- Hovering over this lets you see meeting information

- Sets to “Speaker View” where the speaker will be prominent.

- Enter or Exit full screen

Bottom Left to Right:
- Lets you mute or unmute your microphone.

- Activates or deactivates your camera.

- Gives you a list of participants

- Opens a chat (either to the group or an individual)

- Allows you to share your screen (may require permission).
- Record button (may require permission from the organizer)
- Lets you show an emoji reaction.

Exit the meeting.



Step 4: Participate!
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52 Sharing your screen...shows what is on your desktop. This can
be a presentation or individual apps



Step 4: Participate!
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- Gives you a list of participants

Training Subcommittee Update

- Progress on current Training Projects
« Tax-Exempt Benefits iew Bob/Riq)
+ Community Partners (remake) (Riq)
« Annual Financilal / Activity Plans wpsre)  (Rig)

« S-A Financial / Activity Reports (updat= (Rig)
« Leadership Series e (Gary)
« Zoom - Participan (Gary)
+ Social Media 001
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u - Puts you into the chat environment

v Participants (21)

), Find a participant

ﬁ Gary Copsey (Me)

i

Kris Phillips (Host) E
a Jim Simans D
G Joe Burke &
@ Mac Machloon D m
ﬂ Molly Mae Potter D
m Bobi Oates P w
@ Bruce Wright B
Chris Canada E
[ v

Invite Unmute Me Raise Hand
v Zoom Group Chat

Is AFA still listed in the CFC catalog of
organizations?

From Mac MacAloen to Everyone:
We just saw it here at Hanscom AFA #
12214

CFC is almost done for the year

From Ross Lampert to Everyone:
The DFAS retiree newsletter includes a
copy of the CFC donation form.

— From Mac MacAloon to Everyone:

Ends 15 Jan 2021

From Linda McMahon to Everyone:
Send me the calendar, and we can look
for VA support Molly

From Chris Canada to Everyone:

Each AFB has a CFC Project Officer
assigned..guess our Chapters by an AFB
need to have a CFC POC to push CFC #
12214 =)

From Mac MacAloon to Everyone:

E CFC AFA Listing.jpg

Download

From Molly Mae Potter to Everyone:

Thanks for having me on tonight- it was
great to join. | have to hop off for work
calls this evening. Please always feel free
to reach out to me and Mike. We
greatly appreciate feedback on
forthcoming development efforts. Have
a great Thanksgiving!




Step 5: Exit the Meeting

Zoom Training Resources

Here is a link to training that Zoom has built if you want to look
into some specific capabilities:

Zoom Tutorials

Just a closing note before getting into etiquette. Remember that
technology changes quickly and Zoom will likely be making frequent
updates to the look of the product. So, what you see on this may not be an
exact replica of the current Zoom platform at the time of your viewing.
But likely, all the same functions...and probably more...will be there!


https://support.zoom.us/hc/en-us/articles/206618765-Zoom-video-tutorials

=7§A'=Zoom Conferencing Etiquette

- Mute before you join the conference and when you are finished
speaking.

- Don’t interrupt when someone is speaking. Wait for a natural break.
- Speak clearly. Don'’t yell.

- Don’t be distracting. If you need to temporarily leave or pay attention to
something off-screen, mute your microphone and deactivate your
camera.

- Drinks are OK. Try to avoid eating while on-camera.

- Don’t let what is behind you distract the conference.
-- Close any doors behind you.
-- Watch out for shiny/reflective surfaces. (lights, pictures, mirrors, windows).
No distracting moving art, blowing trees or bushes, active TVs or video monitors.
-- Avoid non-obvious items that cut across the screen behind your head
-- If you use virtual background use one that isn’t distracting.

- Center yourself in the frame (use the selfie view) and make sure it is
good view of you (not looking up your nose!). The conference is not
interested in the top of your head.

- Make sure that you are appropriately lit and not “in the dark.”
- Try to look towards the camera, particularly when you are speaking.

- Minimize background noise when speaking (fans, TVs, music, pets,
grandkids, computer, landlines). Otherwise, be on mute.

- Dress appropriately.

- Be yourself, have fun, but don’t be disruptive.
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=7/Af\'= Survey

Was this instruction helpful?
Can we make it better?

Please tap or click here

to take the post-instruction
survey



http://www.surveymonkey.com/r/J8YBNL6
http://www.surveymonkey.com/r/J8YBNL6

