ATTENDEE INSTRUCTION SLIDES

Hover your cursor over the bottom of your screen and the menu bar appears.

Audio Controls:

Select a Microphone

Micrephone Array (Realtek High Definition Audio)

v/ Microphone (Logitech USB Headset)

Same as System

Select a Speaker
Speaker/Headphone (Realtek High Definition Audio)
v' Speakers (Logitech USB Headset)

Same as System

Test Speaker & Microphone...
Switch to Phone Audio...
Leave Computer Audio
Audio Settings...

Attendees are muted when entering the meeting, and will be unmuted by Organizers to ask
questions. Click on the adjacent " arrow to select a microphone and speaker, test them, or check
one’s audio settings.

Computer Camera Controls:

Select a Camera

v HP Wide Vision HD Camera

Video Settings...
Choose Virtual Background

Attendee’s cameras are turned off when entering the meeting. Please keep cameras turned off
during meetings unless asked to start video. In breakout sessions or workshops, one can turn the
camera on (if asked by Organizer). Click on the adjacent " arrow to select a camera, choose a
virtual background, or control one’s video settings.

Video Settings in Computer Camera Controls:
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In one’s video settings, one can un-hide or hide non-video participants.
Do this to reduce clutter on the screen when in meetings.



Additional Video Controls:

View Options v

© Zoom Meeting ID: 6

Mikhael Crow mute audio

Ask to Start Video

Hide Non-Video Participants

Show Self View

One can also hide non-video participants by right-clicking the pictures and
selecting “Hide Non-Video Participants”.

Participant Controls:
© Participants (5) 0 P
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Mute Me Raise Hand Merge to Meeting Window

Click on the “Participants” icon to see who is at the meeting, control muting functions,
and to raise one’s hand. In addition you are able to utilize a few other non-verbal
functions at the bottom of this window such as yes/no statements and away icons.

Non-verbal function icons will appear to the left of one’s microphone/camera icons.
(Note: in this dialog box the Organizers are named “Host” or “Co-Host”).

Chat Controls:
&) Zoom Group Chat O *

Hello everyone!

fichael Stacy t

do not forget to include break time for meals

LA il R e i T
Mikhael Crow to Everyone

Click on the “Chat” icon to access the chat window to write questions to the Presenter or
Organizer.



More (Three Dots) Controls:
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Lower Hand yes na go slower  go faster mare

Click on the “More” icon to access non-verbal feedback icons (if enabled by the
Organizer). In these controls one can also raise/lower one’s hand, respond to yes/no
questions, ask to go slower/faster, applaud, or indicate one is taking a break.

Leave Meeting Control:

|

Clicking this control will bring up a dialog box asking if one wants to leave the meeting.
When one leaves, and wants to rejoin the meeting, an Attendee will again enter a Waiting
Room where an Organizer must allow reentrance.



