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Zoom Meeting step by step

The fib Zoom Meeting license allows its users to hold online meetings with up to
100 attendees.

Working group chairs and conveners can request the fib Secretariat set up
an online meeting as per the form below. They will be hosts of their meeting
but still need to join a meeting set up by the Secretariat.

Request a Zoom meeting

Convener full name *
Preferred email address *

Working Group

COMMISSION 1 - CONCRETE STRUCTURES

Expected number of attendees
Preferred date and time (Central European Time)
Duration

We would like the meeting to be recorded.

Yes

No

They also have the option to record the meeting. Please let the Secretariat know
before starting the meeting so we add this option in advance.
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If you use MAC, before sharing your screen, please make sure that Zoom has
been added in your System Preferences, Security and Privacy, Accessibility.

General FileVault Firewall m

= Location Services Allow the apps below to control your computer.

~, |
| Contacts

M Speech Recognition

@ Accessibility

Q Click the lock to make changes.

In order to Join the Zoom Meeting, set up by the Secretariat, please follow the
steps below:

1. a. Click on the link sent by the Secretariat and the host will let you in:
Join URL: https://zoom.us/j/783643445

Or
1. b. Use the meeting ID, type the password and the host will let you in
Join Meeting ID: 829 0000 0000 + Password : 000000
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2. Either launch the meeting or download and run Zoom application

zoom Open zoom.us? Suppor English ~

ttp:

Please click Open zoom.us if you see the system dialog.

1 browser, click here to lau he r download & run Zoom

1. Join your meeting with video and audio

Video Preview

Always show video preview dialog when joining a video meeting

Join without Video Join with Video
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Zoom Meeting ID: 314-081-519

peaker View

Join audio

Computer Audio

Join With Computer Audio

Corinne Bottoll

er and M

Automatically join audio by computer when joining a meeting

D A WA [+ ] L ®

[Join Audio Start Video Participants  Share Screen Reactions

2. Your Zoom Meeting is set up and ready

Zoom Meeting ID: 565-487-760

Microphone is on

Click here to

Video is on share screen

N ~
wut

te Stop Video Invite  Manage Participants  Share Screen Reactions

2020-04-23 4

@ corinne Botolier (... (Host, me)

Mute All Unmute All More v

Chat

.

To: Everyone File
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3. Manage your screen

v Fit to Window
50%
100% (Original Size)
150%
200%
300%

Request Remote Control
Exit Full Screen

Annotate

v Side-by-side Mode

4. Manage your Audio and Video

Mute Audio
Stop Video

Chat

Pin Video
Make Host
Allow Record
Remove
Rename

Put on hold

5. Invite Participants

D Invite people to join meeting 565487760

Email

Choose your email service to send invitation

™ ™M b4

Copy URL Copy Invitation

& 2 @ .® e 6

Invite  Manage Participants  Share Screen Chat Record Reactions
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6. Manage participants: make them host, rename them, put them on hold or
stop the video

v Participants (2)

@ Marie Reymond (Host, me) 9 ™
@ Corinne Bottollier (... m
Chat

Stop Video

Allow Record
Rename
Put on hold

Remove

7. Share your screen: all or part of your screen

[ o0 2 3
Mute My Audio (03tA) [l - -= CX ©
Mute op Video Invite Manage Participants Share Screen Record Reactions

[ ] Basic Advanced

P4 [

Whiteboard iPhone/iPad via AirPlay

8. Annotate your presentation and let other participants annotate your
presentation

() pd \J U
— I 4 0.
Stop Video Manage Participants New Share = Pause Share = Annotate Remote Control

B Stop Share

g T —

Mouse Select Text Draw Stamp Spotlight Eraser Format Undo Redo Clear Save

- n i

< ¥/ Y “Pada o,
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9. Chat with your participants

Mute All Unmute All More v
v Chat
To: Everyone [ File
Hello

10.Share some files

44
%e

Dropbox

Microsoft OneDrive

(i

Google Drive
box Box

Your Computer

To: Everyone (™ File
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11.Record your meeting: if you forgot to ask us, you can still record your
meeting using the following feature.

Record on this Computer <33R

Record to the Cloud OHC

©

Reactions
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12.Send Reactions

Reactions

13.Add a Virtual background in the Video settings

Select a Camera

v/ FaceTime HD Camera (Built-in)

Choose Virtual Background...

Stop Video

[ ] Settings
General
Video

Audio

D Share Screen
@ Recording
& Statistics

Feedback Choose Virtual Background

G Keyboard Shortcuts
None
Accessibility

(") I'have a green screen (D Mirror my video
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14.Leave your meeting: right end corner

NB: Please keep the following in mind when using Zoom:

e Use video only if needed or required (to save on bandwidth).

e Make use of screen all the time and have the ability to transfer control to
any participants and view their screen.

e Members should mute themselves except when they are speaking (cuts
on background noise).

e The meeting announcement will be generated from by the fib Secretariat.

e Documentation exchanges must be within the fib network.

e Make sure you maintain respectful behaviour and communications at all
times.
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