KEHS meeting online via Zoom

HOW YOU CAN JOIN THE MEETING

The Horticultural Society is planning to provide the first talk of the Autumn programme — on Tuesday
1 September — over the internet using Zoom. This is because of the Covid-19 virus epidemic and the
government ban on meetings of our usual 30 or more people. If this continues, future meetings may
also have to be delivered on-line.

The Zoom software allows many people to see both the speaker and his or her slide presentation,
and to hear the talk, without leaving home. Participants can also see and hear each other — though
not if everyone talks at once! Zoom does need you to have a computer device with a camera and

audio. This can be a desktop computer, laptop, a ‘tablet’ such as an iPad, or even just a modern
mobile phone (a ‘smartphone’).

As long as you have one of these devices, joining the meeting is relatively straightforward —and we

just need a few ‘etiquette’ rules in the meeting itself. . ,
You are invited to a scheduled Zoom meeting.

First, though, you need a Zoom Meeting ID — and this Topic: BAS Lecture - Amersham Brewing
. . . Time: Aug 15, 2020 14:15 PM London
will be sent to members by email before the meeting.

Join Zoom Meeting https://us02vweb zoom.us/j/8543

It will look like the message on the right.
Meeting I1D: 854 3629 1657

Joining the meeting.

You can join the meeting by loading Zoom (GO TO 1.) or by viewing it in your browser (GO TO 2. )

1. If you are happy to have the Zoom software on your device it is easy to download the software:

e Open your browser and type https://zoom.us/ —and the screen below will open.
e Click on ‘RESOURCES’ at top right,
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This will display the ‘Download Centre’
screen on the right. B lee e T

e Select ZOOM CLIENT FOR MEETINGS’

(There are other Zoom Client for Meetings
Options but ignore - The web browser client will download automatically when you start or join your first Zoom

meeting, and is also available for manual download here.

these unless you are a computer whizz).
Version 5.2.1 (44052.0816)

e You will then be asked to give your
details, including your email address so
Zoom can contact you, and a password Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Outlook installs a button on the Microsoft Outlook tool bar to enable

so they can be sure it’s you. This can You to startor schedule a meeting with one-click

take between 2 and 5 minutes and the -
Version £5.2.43979.0814

Zoom software will install automatically.

e Once installed and registered as a Zoom user you can join any Zoom meeting at any
time: just click the Zoom icon on your desktop or open your browser and type
https://zoom.us/ then click the ‘JOIN A MEETING’ link at top right and enter the
Meeting ID for your meeting .

[ NOTE: Personally | found installing Zoom by this method easier than the ‘view in
browser’ method — and it makes joining later meetings really easy. Peter M ]

2. You can now join a Zoom meeting from most browsers:

e Open your browser and type ‘https://join.zoom.us — and the screen below will open.
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e Enter your Meeting ID for your meeting and click the ‘JOIN’ button.
e This will return a message which will depend on which browser you are using:


https://zoom.us/

If you are using Chrome, click ‘OPEN ZOOM MEETINGS'.

If using Safari, click ‘ALLOW’ when asked if your want to open zoom.us

If using Edge or Internet Explorer, you should simply be able to click JOIN’ but may
be asked to ‘Download and run Zoom’ — in which case GO TO SECTION 1. ABOVE
and download Zoom.

o If you're using Firefox, you should get a message reading ‘This link needs to be
opened with an application. Send to: Zoom Meetings’ — and you should click the
‘OPEN LINK’ button.

o If you are using any other browser, or if the method for your browser fails, then GO

TO SECTION 1. ABOVE and download Zoom.

Once we are in the meeting

When you join the meeting you will see a screen that is mostly black but if others have joined the

meeting ahead of you then you will see them too. But they might not be able to see or hear you.

If you move your cursor over the bottom of the Zoom screen the set of icons below will appear. .
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invite Manage Participants Share Screen

The two icons on the far left control your microphone and camera. If either has a red bar across it
(as the camera icon has above), click on it and the bar will disappear: others will now be able to see

and hear you — and your picture will join theirs on the screen. (You can turn the microphone or
camera off by clicking its icon again).

When a meeting has more than 10 users (and we may have 40-plus) then the meeting can become
chaotic, so HERE ARE A FEW RULES:

e Don’t all talk at once. Remember that everyone can hear you: there is no such thing as ‘a
quiet corner’ in a Zoom meeting for ‘a few private words’.

e Sounds in your house will be broadcast to the meeting, so if your dog barks or you speak to
someone else in the house, everyone in the meeting hears that too. If this happens, please

‘mute’ your microphone by clicking its icon on the far left.
e Check how your own picture appears on the Zoom screen. You may need to adjust your

screen angle so that your whole face shows. If you don’t want to be seen for any reason, you
can turn your camera off by clicking its icon.
e The other normal courtesies of a meeting also apply, of course.

The other icons have other functions but these are sufficient to get the meeting started and you will
discover other things as it goes along.

The meeting host will start the meeting by muting everyone so that only one person can speak.

When the talk begins, the screen will show the speaker’s presentation and only a few participants
will show along the right-hand edge of the screen. ENJOY THE MEETING...




