Bolton Governance Services Team

The Governance Services Team does not endorse or guarantee the use of Zoom
software; however, we recognise many schools and boards use this as a communication
platform and following a number of queries, we have established this guide to assist
governors and trustees. Other video conferencing facilities are available.

This document contains guidance on the following:

e School Accounts with Zoom

e Scheduling a Meeting in Zoom

e Setting Up an Individual Zoom Account
e Frequently Asked Questions (FAQSs)

Section 1 - School Accounts with Zoom

Zoom is a remote conferencing service which facilitates online meetings and video
conferencing.

The service is free to use with a Basic account and provides an unlimited number of
meetings. There is an unlimited time duration for 1:1 meetings but there is a 40 minute
limit for meetings with 3 or more participants. After 40 minutes of meeting time the
session ends automatically. Participants are able to sign back into the meeting, using
the same meeting number and password to access a further 40-minute session.

Zoom appears to be lifting this limit for some meetings but this is not guaranteed.

However, Zoom has temporarily lifted this 40-minute limit on free Basic accounts for
schools affected by the pandemic. In order to benefit from this measure schools must
sign up for a school account and subsequent meetings must be scheduled from this
account in order to take advantage of these extended meeting lengths.

Schools can sign up to a school account via the following link:

Activate School Account

Schools will need to input the following information:

e School email address
e School name

e First and Last name

e School size

e School website

e Phone number

e Country/ Region
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https://zoom.us/docs/ent/school-verification.html?zcid=1231&_ga=2.14076407.1584524131.1584483406-918649199.1584198002&fbclid=IwAR2MkMyvSi7O1yhipsuyukQ9OJnKBzXVACY7ox5V2bY1qSSazGVFbKDrAcI

The following are screenshots of the sign-up process (smartphone view):

zoom JOIN  HOST = Zoom JOIN  HOST —

K-12 School Step L
Veriﬁ Cation FO rm Sign up for a free Basic account here using

your school’s email address.

Zoom is temporarily lifting
the 40-minute time limit '
on free Basic accounts for
schools affected by the Step 2

Coronavirus. Here’s how Fill out the below information for your school

to get access for your to remove the 40 minute time limit for
anyone on your school’s domain after
school.

verification. Personal email addresses such as
Gmail, Yahoo, or Outlook are not eligible. It
can take up to 72 hours. You'll be notified in
Zoom if the limits have been lifted on your
settings page when you log into Zoom
through a web browser.

FAQ on Zoom'’s Program for K-12 Schools in Impacted
Areas

zoom JOIN  HOST == zoom JOIN  HOST =

School Website

School Information

Phone Number

School Email Address

Country/Region*
School Name Afghanistan v
To select, begin typing
First Name
Last Name

School Size

School Website

Phone Number Q

Bolton Governancg Services‘
- s S g e & & = Of 8




Section 2 - Scheduling A Meeting In Zoom

The following are screenshots which provide a step-by-step guide to scheduling a
virtual meeting using Zoom.

Step 1

Sign in to your Zoom account

=] «—ﬁiosfgnlnfzoom X |+ ~ - X
< = D M & httpsy/us0dwebzoom.us/signin +* = 1Loem -

REQUESTADEMO  +44(20)7039 8961 OR0B0O0 368 7314  RESOURCES v  SUPPORT

Z OOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING - SIGN IN SIGN UP, IT'S FREE

Sign In
Email Address
Email Address
Password
Password Forgot password?
Stay signed in New to Zoom? Sign Up Free
or

@, | SigninwithSSO

® Help
G | Signinwith Google -

Step 2

There are two places from which you can schedule a meeting. The quickest method is
from your ‘Home’ Page:

Just click on the ‘Schedule’ button

© Zoom - [m} X
@® 3 g
[ Q ®© @ Q Search @

Home Chat Meetings Contacts

o]

13:40

23 April 2020

No upcoming meetings today

Schedule Share screen ~
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OR

Click on the tab ‘Schedule a Meeting’ on the top of your profile page.

REQUESTADEMO  +44(20) 7039 8961 OR 0800 368 7314  RESOURCES ~  SUPPORT

Zool I . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING ~

Important Notice: To enhance the security on your account, starting April 5th, meeting passwords and Waiting Rooms will be turned on by default to protect your privacy. As the meeting host, there are X
some steps you'll need to take to familiarize yourself with these changes and ensure that your attendees can join your upcoming meetings seamlessly. Please read this article for step-by-step instructions.

PERSONAL

Meetings

Webinars

Change
Recordings

Settings e I .
ADMIN Use this ID for instant meetings

> User Management

> Room Management Linked accounts:

» Account Management ® Help
User Type Basic @ Upgrade

Step 3

Type in the details of your meeting:

Z ool I l SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~

PERSONAL . .
My Meetings - Schedule a Meeting

Profile
Schedule a Meeting

Webinars ( ( My Zoom GB Meeting %

—

Recordings Description (Optional) Enter your meeting description

Settings
ADMIN ‘: e 04/16/2020 i) 5:00 v D
> User Management

uration i

> Room Management ( 1 vl o ¥ jmin >
> Account Management Time Zone (GMT+1:00) London v

> Advanced

[ Recurring meeting
elp

Some of the detail is already generated — leave these as the default. NEVER GIVE
OUT YOUR OWN PERSONAL MEETING ID — an ID for your meeting should be
automatically generated.
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200m

SOLUTIONS ~ PLANS & PRICING

Attend Live Training Meeting ID

Video Tutorials

Knowledge Base

Video

Audio

Meeting Options

Click ‘Save’

Meeting Options

Meeting Password

CONTACT SALES

REQUESTADEMO <44 (20) 7039 8961 OR 0800 368 7314

RESOURCES »  SUPPORT

SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~

¢ Generate Automatically

O Personal Meeting ID

Require meeting password | 6Nm$7B

O Telephone

(O Computer Audio @ Both

Dial from  Edit

[ Enable join befare host

[] Enable join before host
[ Mute participants upon entry
Enable waiting room

[ Record the meeting automatically on the local computer

Save Cancel

Step 4

A meeting ID will have been generated along with a password. You can personalise

the password by editing that which has been automatically generated. ALWAYS SET
A PASSWORD FOR YOUR MEETINGS as this provides additional security. Meeting
participants will need both these to be able to join the meeting. These details can be

copied and pasted into an email to all participants by clicking ‘Copy the invitation’.

< - 0 @

& | https://usOdweb.zoom.us/meeting/74367533063

| ¥ Lo’

Z Ool I l SOLUTIONS = PLANS & PRICING CONTACT SALES
PERSONAL N
My Meetings
Profile
"
‘Webinars
Time
Recordings
Settings
Meeting ID
ADMIN

> User Management

Meeting Passwor

> Room Management

> Account Management Join URL:
> Advanced
Video
—_—

d

REQUESTADEMO <44 (20) 7039 8961 OR 0800 368 7314

RESOURCES »  SUPPORT

SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~

Manage "My Zoom GB Meeting"

Start this Meeting

My Zoom GB Meeting

Apr 16, 2020 05:00 PM London

Add to " m Google Calendar ‘| ‘, ﬂi Outlook Calendar (.ics) “ (@Yshuu Calendar ]

743-6753-3063 4/
+ Require meeting password 6Nm978 /

https: fusO4web zoom.us/j/74367533063pwd=Ny9FMERLIE1QakESVXhnS2VDVk1qQT09
Host Off
@ Help

Participant off
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Zoom generates this typical text for your meeting invitation:

Marie Ahmad is inviting you to a
scheduled Zoom meeting.

Topic: My Zoom GB Meeting
Time: Apr 16, 2020 05:00 PM London
Join Zoom Meeting

https://us04web.zoom.us/j/74367533063?
pwd=Ny9FMER1dE1QakE5VXhnSzVDVk

19qQT09
Meeting ID: 743 6753 3063

Password: 6Nm97B

To access the meeting, participants just need to click on the link and type in the meeting
ID number and password when prompted. Participants will not be able to access the
meeting until the scheduled date and time.

Upon joining the meeting all participants will be placed in a virtual ‘waiting room’ and
can only be admitted to the meeting by the ‘host’ (the person who has scheduled the
meeting).

Participants can check their video, microphone and audio functions whilst in the waiting
room ahead of the start of the meeting.

» Meetings can be accessed through your web browser but you will need to set up
a Zoom account. Previously, you could join a meeting without having to create a
Zoom account but this is a recent, additional security feature. The option to
access a Zoom meeting through your web browser is provided once you have
clicked on the meeting link and there are instructions to follow to help you set up
an account.

We have provided some further step-by-step instructions should participants wish to set
up their own account with Zoom and download the software application to their own
devices:
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https://us04web.zoom.us/j/74367533063?pwd=Ny9FMER1dE1QakE5VXhnSzVDVk1qQT09
https://us04web.zoom.us/j/74367533063?pwd=Ny9FMER1dE1QakE5VXhnSzVDVk1qQT09
https://us04web.zoom.us/j/74367533063?pwd=Ny9FMER1dE1QakE5VXhnSzVDVk1qQT09

Section 3 - Setting up an Individual Zoom Account

Step 1

Search for ‘Zoom’ using your usual search engine (e.g. Google, bing etc)

Google

Zoom.u

=

Zoom.us
Zoom.us sign up
zoom.us/download
zoom.us/test
Zoom.us pricing
zoom.co.uk
zoom.us login
zoom.us.share

ZOOIT.US reviews

L L OO0 0 00 000 o

join.zoom.us

Step 2

The correct link is identified below by the arrow. Click on this link.

us sign up - Google Search X+

c @ google.co.uk/search?safe=strict&source=hp&ei=o1eDXo-CHIDga7OMrIAN &iq=zoom.us + sign+up&oqg=zoom.uligs_lcp=CgZwe3kt

& Flight Durations [ Home - National G.. B8 Signintoyouracco.. § Login

Ad - mysocialshoricut.com/freeffree ~
Zoom Us Sign Up | Download Now For Free @

Get Here the Latest Version Free Download mysecialshortcut Fast & Secure

Ad - www.gotomeeting.com/ ¥

Choose GoToMeeting | Fast Online Conferencing @

Get Started In Just A Few Clicks. Attend Sessions From Anywhere. GoToMeeting Lets Your Best
Work Shine Through. The Best Conference Tool For Your Business. 1-Click Meetings. Mobile
Apps. Host Unlimited Meetings. Calendar Integrations. Meeting Transcription

Start For Free - How It Works - GoTolMeeting™ Pro - Features You'll Love

Zoom.us » signup ¥

Sign Up Free - Zoom @

Zoom Rooms is the original software-based conference room solution used around the world in
board, conference, huddle, and training rooms, as well as ... By signing up. | agree to the
Privacy Policy and Terms of Service. or ... US Dollars §

Zoom video conferencing @
Your video conferencing could be
awesome. Sign up, It's Free .

IMore results from zoom us »
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Step 3

Type in the email address with which you would like your account to be linked and
then click ‘Sign Up’.

@ Ssign Up Free - Zoom x 4+ - X
& C @& zoom.us/signup w @ @ N a
i Apps & Flight Durations [[l] Home - National G.. @ Signintoyouracce.. § Login

Z Ool l l SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST AMEETING ~ SIGN IN m

Sign Up Free

Your work email address

Erms

o =
of Service apply.

By signing up, | agree to the Privacy Policy and Terms of Service.

or

& | Signinwith Google

f Sign in with Facebook

Step 4

The following page will appear. You will need to sign into your email account to
retrieve the confirmation link within the email which Zoom will have just sent.

& C @ zoomws/emailsent?entry=signug
Apps & Flight Duratiocns [l Home - National G

* o o@NwN O

Qn In 1O YOur KO
REQUEST A DEMO 444 (20) 7039 8961 OR 0800 368 7314 RESOURCES v SUPPORT
ZOOI Y1 sowmons~  pansépricN CONTACT SALES JOINAMEETING  HOSTAMEETING »  SIGNIN SIGN UP, IT'S FREE

Click the confirmation link in that email to begin using Zoom.

ﬂ P Type here to search
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Step 5

Click on the link to activate your account and then follow the instructions to set up your
Zoom account.

- -
<« a o § o € D ®» 2ol146 ¢ > I m
‘Welcome to Zoom! To activate your account please click the button balow to verify your email address.

(]

2000 Sgnin
+

Or paste this link into your browser

https:/izoom. i de=burOm07uzhUIb36WuDrwYmAcQkSRRFCPnSTYGgfQ33

5.BOgAAAF xBwCdJOANQAZDWFyaWUUYWhtYWRAYmSsdGoul mdvdis1awEAZAAAF) N

AaTAN 0 E Ry NGy A N G AE ] M s SO QAN ARLORE

Step 6

Once you’ve added all your details, including your password click ‘Continue’.

REQUESTADEMO  +44(20) 7039 8961 OR0B00 3687314  RESOURCES v  SUPPORT

zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING v SIGN IN
Welcome to Zoom

v I - b successtully created. Please

<o continue.

list your name angd cza

First Name

Last Name

Password

Confirm Password

=igg up. | agree to the Privacy Policy and Terms gi#fvice.

Step 7

You will be taken to a page which allows you to ‘Invite Colleagues’. You can skip this
by clicking the ‘Skip this Step’ button.

REQUESTADEMO 444 (20) 7039 8961 OR0B00 3687314  RESOURCES ~  SUPPORT

SCHEDULEAMEETING  JOINAMEETING  HOSTAMEETING ~

ZOONT  sowTions - PLANSEPRICNG  CONTACT SALES
Invite Your Colleagues

name@domain.com

name@domain.com
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Step 8

You are all set up! You will be taken to a page which will invite you to start a test
meeting but you can skip this by clicking on the ‘Go to My Account’ button.

REQUESTADEMO 444 (20) 7039 8961 OR08003687314  RESOURCES v  SUPPORT

Z oo' l I SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~

1 Accountinfo-—-- 2 Invite Colleagues ---- 3 Test Meeting

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:

Start Meeting Now

Save time by scheduling your meetings directly from your calendar. v

Step 9

You will be taken to your ‘Profile’ page which contains all your account details. If you
scroll down the page you will find some links to training resources. Click on these to
watch videos for further guidance on how to use ‘Zoom’.

REQUESTADEMO  +44(20) 7039 8961 OR0800 368 7314  RESOURCES ~  SUPPORT

Z ool I l SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~

> Room Management Linked accounts:

> Account Management

User Type Basic @ Upgrade
> Advanced

Capacity Meeting 100 @

Language English Edit
Attend Live Training
Video Tutorials Date and Time Time Zone (GMT+1:00) London Edit
Knowledge Base Date Format mm/dd/yyyy Example: 08/15/2011

Time Format Use 24-hour time
Calendar and Contact You can integrate with 3rd party services or apps, such as Google, Outlook or Exchange, to sync the

Integration
calendar and contacts.

@ Help
Connect to Calendar and Contact Service
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There are a number of videos and articles to help you get to grips with Zoom.

On-Fremise

Training Meetings, Webinars, Zoom Rooms and Administrators.
Recently viewed . .

articlesy Zoom Meetings and Webinars

Joining a Meeting

=
Related articles - . .
... @ Join a Meeting
Joining a Meeting |
Live Training Webinars Learn More
Scheduling meetings =
Host and Co-Host Controls
in a Meeting
Getting Started on Windows
and Mac
— Sched_ullng a Meeting with Zoom
- Website
Learn More
gy

Meeting Controls

Learn More
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Section 4 — Frequently Asked Questions

1. I've managed to join a meeting, but | can’t hear anyone in the meeting/ other
participants cannot hear/ see me.

When signing in to join a meeting ensure that you enable the audio and video on your
device. The following boxes should be left ‘unticked’:

© Zoom X

Join Meeting

(Enter meeting ID or personal link name v J

Marie Ahmad

() Do not connect to audio

() Turn off my video

Join | Cancel |

You can also check your speakers and your microphone from your ‘Home’ page of your
Zoom account. Click on the settings cog and choose ‘audio’ from the drop-down list.
Check that the volume on these have not been turned down to a low level. You can
check your microphone by speaking out loud - you should see the input level fluctuate
when you speak.

© Zeom = | =
D Settings X
L
B General |
Video Speaker | Test Speaker | Speakers (Conexant SmartAudio ..  ~ ©
<@ Output Level
G Share Screen volume: @ o)
Chat 1
= Click the
. Microphone | Test Mic | Microphone (Conexant Smartaud.. ¢ . ) .
Virtual Background o Em SettlngS Cog in
Input Level: H
Recording - . the right hand
- »
profile Volume: 4 LD corner of your
@ Statistics |:I Automatically adjust volume Home Page
G Keyboard Shortcuts (") Use separate audio device to play ringtone simultaneously
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
| Advanced |
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You can also check your video output from this setting page. Choose ‘video’ from the
drop-down list and you should see a preview from your camera. Ensure that your
camera is enabled when you join a meeting. This should be left unticked.

© Zoom — Im}
) Settings X

e -

Geperal

Bolton
Governance
Audio Sel'vices

O Share Screen

O Chat

Q Virtual Background
@ Recording

) erofite JE .

@) statistics My Video: ("] Enable HD

@

[ Mirror my video

Keyboard Shortcuts
(") Touch up my appearance

Accessibility 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
(] Hide non-video participants

D Spotlight my video when | speak

\’ Advanced J

You can check the status of your microphone or camera from the horizontal toolbar on
the meeting screen. If you have a red diagonal line through the microphone icon or the
video icon this indicates that they are muted/ switched off. Just click on these icons to
unmute your microphone or start your video. The little arrows at the side of each icon
also provide further functions — just click on the small arrows to view the drop-down
options.

Bolton
Governance
Services

Providing comprehensive support for
clerking, training and development
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2. I'm not able to see everyone who has joined the meeting on my screen.

The number of other participants you are able to view on the screen will depend on
the type of device you are using. If you are accessing the meeting from a
smartphone/ iphone this number will be reduced. You should be able to view more
participants on larger devices such as ipads/ tablets/ laptops and PCs. You can
maximise the number of participants you are able to see by viewing your screen in
‘Gallery mode’. The viewing options can be found in the top right hand corner of
your meeting screen.

The number of participants will also be temporarily reduced if a participant shares
their screen with you i.e. to share a document to meeting attendees.

Throughout the meeting you can see who has joined by clicking on the ‘Manage
Participants’ icon from the toolbar. This generates a list of everyone who is present
and can be kept open on the right-hand side of your screen. The small number at
the side of the icon represents the number of participants present.

- [m} X

v Participants (1)

m Marie Ahmad (Host, me) L R

ding comprehensive support for
ing, training and development

Invite Mute All Unmute All

3. | am getting a lot of interference whilst on calls and background noise is making it
difficult to hear others speak.

Interference and background noise can be minimised by all participants agreeing to
‘mute’ their microphones throughout the meeting. This is really effective in creating
a much quieter setting for the meeting. Microphones can be unmuted when
participants wish to speak at the meeting and then muted again once they have
made their contribution. Wearing headphones also helps to block out sound from
outside of the meeting and provides a more private space for discussions.
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4. What happens if | ‘drop-out’ of a meeting — will | be able to re-join?

If you lose connectivity during a meeting you can use the same Meeting ID number
and password to re-join the meeting. Once you log back into the meeting you will be
transferred to the waiting room and the meeting’s Host will need to re-admit you to
the meeting. Protocols and procedures for such occurrences should be agreed at the
start of the meeting. It is helpful for the host to have a contact telephone number for
all participants so that if necessary, they can be telephoned during the meeting and
support to re-join the meeting can be provided. It may also be helpful for you to have
a contact number for the Host so that you can notify them of any issues you may
experience in the event that they haven’t noticed you have lost connectivity. These
strategies should all help to minimise any disruption to the meeting.

Bolton Governance Services



