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Laptop/tablet Internet Headphone

Device Connection
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SOFTWARE

€66

Zoom Application/ Program Internet Browser




"HOW TO USE ZOOM?"

1. Download and Install Zoom

For Computer

Please CLICK to

Download “Zoom Client

For Tablet and Phone
Please CLICK to
Download and install

For Meetings” and follow
Zoom application in

simple installation steps

App Store/ Playstore.,

U83A819893n : ASEAN UNIVERSITY NETWORK
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"HOW TO USE ZOOM?"

2. Joining Zoom Meeting

For Computer For Tablet and Phone
Arter clicking the link, a window Arter clicking the link, Zoom
will pop-up, please follow the application will be opened,please
steps: follow the steps:
1. Click “Open Zoom Meetings” 1. Click “Join with Video”
Om ——
2. After that, you will be in the 2. After that, you will be in the
“waiting room”. ZMT Secretariat “waiting room”. ZMT Secretariat
will accept meeting participants at will accept meeting participants at
the scheduled time. the scheduled time.
© - o
L1

YaUan198931n : ASEAN UNIVERSITY NETWORK

lopment Division
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Zoom Functions

Mute/Unmute

Start/Stop Video

183881989970 : ASEAN UNIVERSITY NETWORK

GENERAL FUNCTIONS

Share screen and
computer sound

- Admitting participants from Waiting Room
- Renaming according to the template

- Making Assessors & Secretariat a co-host
(have to be done in the Main Room)
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- Opening 2 Breakout Rooms; Interview
Room and Assessors’ Room

- Assigning (1) interviewee to the Interview
Room & (2) assessors to the Assessors’
Room



Zoom Functions

ADMIT (from Waiting Room)

~ Participants (1)

Click ‘Admit’ to let people in from
Waiting Room (1) “ Message the Waiting Room

g QD_002 Remove

In the Meeting (1) ~

9 QD 001  (Haost me] & A

zoom
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Zoom Functions

RENAME (from Main Room)

Participants (2) Participants {2} Choose 'Rename’ and
o 0D 001 tHort mel ) o QD001  (Hesst me 0 this window will show
on the screen
g oo [ ore > 8 8 wow o
! Make Host
Elick lMﬂrEI Bake Co-Host n Henam :){
Aoy b Record
Rename Enter @ new screen name;
Put in Waiting Eoom [’
QD 001 )
Remove .
H.-EI:H'.II'L..

ml Cancel |



Zoom Functions

MAKE HOST/CO-HOST (fromm Main Room)

Participants (2] Participants (2)

o QD 001  (Hast me) 0 o QD 001  (Host me 0o
8 oo [ More >SN 8 oo Chat \Ejﬂhnnse ‘Make Host' or

e Make Host . ‘Make Co-Host’
Click More Make Co-Hest

Allow 1o Recard
Renami
Put in Waiting Raoom

Ramawe

Raport_
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Zoom Functions

BREAKOUT ROOM (from Main Room)

(&) Breakoirt Raoms - Mot Stared w
7 Interiee Roam tssign ———  Step 3: When the interviewees in the Main Room
» fssessars Roam Aszrgn are ready, assign them into the Interview Room

and move Assessors to this room as well.

Step I: Assigning Assessors into the Assessors’ Room

Optians (Recreate | [ 4dd 2 hoom | (RNl ——— Step 2: Click Open All Rooms



Zoom Functions

SPOTLIGHT VDO

Click the 3 dots on the right corner of the Zoom

account that you would like to spotlight, then click
'Spotlight for Everyone'

Click 'Remove Spotlight' to stop spotlighting




Zoom Functions

SHARE SCREEN & SOUND

O Select a medow of & appication that yoo wert 12 share

Ene Adverrol e

! 1.Click ‘Share Screen’

B '.’.‘5 B QD Group m Staff u

el S __. 2. Choose the screen you would like to share and
Spping Too t ?F Shicky Notw Zoom Mynagamant faym - sTwd e then C"Ck 'Share'

Shave compuner sound DCptmme Screen Shanng for Video Oip m

N (optional) To share the sound from your computer,
tick 'Share computer sound’ box




Zoom Functions

REMOVE

Participants (2} Participants (2)

0 QD_001  (Hast ma) 0 QD 001  [Hest el
g QD_002 - g QD_002 Chat

Maoa Host
Click 'More’ Make Co-Haost

Allow i Record
Rename
Putdrcialting Room

Fiapmnag
Raport_

*To remove, it can be done when the participants from the

previous session is still in the meeting while the upcoming
session is about to start.
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Choose Remove' to

move the participants
out of the Zoom
Meeting
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