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Hello and welcome to the Zoom training session for the Annual Meeting of the 
Convention!

We hope everyone is safe and taking care during these stressful times.

One of the blessings of forced physical separation has been the opportunity to 
be creative and learn new ways of communicating and staying socially 
connected despite having to physically separate. Zoom has proven to be a great 
tool!

This training is designed to help with certain features of Zoom that will be used 
during our Annual Meeting in October.
• Turning on and off your microphone
• Turning on and off your video
• Gallery view vs. Speaker view
• Raising your virtual hand
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• Please mute your microphone, stop your video, and be in speaker view.  If
you do not know how to do this, don’t worry, we will cover this is in later
slides.

o Muting yourself will prevent background noises from
interrupting the presentation.

o Stopping your video and being in speaker view will reduce
bandwidth and allow for smoother streaming.

• This meeting is being recorded and a link to the recording will be on the
diocese’s 52nd convention webpage.

• We will answer as many questions as possible in the time allotted
• Hopefully, you were able to download the zoom app to your device
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Here is a list of dos and don’ts for virtual meetings that we have compiled from 
our collective experience of using Zoom these past few months. 

Read from the list on the screen.
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And just to keep things light, here is a cartoon we saw in the paper a while back 
that summarizes things.
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Here is a tentative timetable for the Annual Meeting
8:30 am – 9:45 am: credentials (check-in)
10:00 am – 11:00 am: session #1
11:00 am – 11:15 am: break
11:15 am – 12:15 pm: session #2
12:15 pm – 1:00 pm: Lunch break
1:00 pm – 2:00 pm: session #3

You will notice that it is significantly shorter than past meetings.  This is to help 
avoid Zoom fatigue! 
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Since you are in this meeting, you have successfully navigated the first few slides 
of this presentation.  But because this is being recorded and posted to the 52nd 
Annual Convention webpage and you may use a different device in future 
meetings, we wanted to have a start to finish slide presentation.
Please visit our 52nd Annual Convention webpage.  There is a link in the chat 
box.  We will show you how to open the chat box in a later slide. 

https://www.episcopalhawaii.org/52nd-diocesan-convention.html 

https://www.episcopalhawaii.org/52nd-diocesan-convention.html
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You will receive an email confirmation of your registration that looks like this.  
You will click on the link that says Click Here to Join.  This link is unique to 
your email address and will not work from another email, so it is important that 
each attendee have their own unique email address.  A unique email address is 
also required to vote.

Please do not open the Zoom app and then manually enter the Meeting ID and 
the Passcode - that will take you to the Zoom registration page instead of the 
meeting.  Use the Meeting ID and the Passcode ONLY if you are calling into the 
meeting using just your telephone.
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If you are using a laptop or a desktop, a popup window will appear.  Click on 
Open zoom.us
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If you are on a tablet, you will see this pop up window and click on Open
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From a laptop or desktop, you will then be directed to the Zoom waiting room.  
You may be here for a while because this is where the Credentials team will check-
in the attendees.  So, just like you have to wait in line when you check-in at an in-
person annual meeting, you will have to wait in line for the virtual meeting. 
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On a tablet, the waiting room will look like this.
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Your laptop or desktop may ask you to update your privacy settings to allow Zoom 
to use your camera and microphone.  Here are the instructions if you are using a 
Mac.  PCs instructions will be similar, but we do not have screen shots for that.  If 
you are using a PC and encounter difficulties, please send an email to Rae Costa at 
rcosta@episcopalhawaii.org and she will have someone contact you to help you.
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On a tablet, the process is a little easier.  It will ask you if you want to Zoom to access your 
microphone.  Tap on OK.
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It might then ask you if Zoom can send you notifications.  I would tap Allow 
because if  you have a Zoom meeting in your calendar, your tablet will send you a 
notification when it is time to join the meeting.
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The next pop up window on a laptop or desktop will be this screen shot.  Click on 
Join With Computer Audio.
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On a tablet, you will tap on Call using Internet Audio.
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How to turn off your microphone and your video.
If you are using a laptop or desktop, the microphone and video controls are on 
the bottom left of your screen.
The microphone will have a red line through it if your microphone is muted (off).
The video camera will have a red line through it if your video is off.

Earlier I mentioned the chat box.  To open the chat box, click or tap on the Chat 
icon located next to the particiapnts icon at the bottom of the screen.
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On a tablet, the controls are in the top left of the screen.
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If you are on a smartphone in landscape mode, it will be on the bottom left.

Let's all practice using these features.  I am going to mute everyone.
Everyone should be muted right now.  Click or tap the microphone to 
unmute yourself.  [make a note of anyone who has not done this - we can 
work with them one-on-one later if necessary]
Okay, now everyone mute yourselves.

If you did not stop your video earlier, please do so now.  Everyone's video 
should be off.  Tap on the camera to start your video.  
[make a note of anyone who has not done this - we can work with them 
one-on-one later if necessary]
Okay, now everyone stop your video.
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Gallery view vs. speaker view

Gallery view is like the old game show, Hollywood Squares or for those who grew up in 
the 70s, The Brady Bunch.  It is thumbnail views of everyone in the meeting as shown in 
this slide.

The icon to switch between gallery view and speaker view on a laptop or desktop is 
located in the top right hand corner.  Switching views only affects your device, it does 
not change the views for anyone else.
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On a tablet, it looks like this.  

The icon to switch between views in located in the top left corner on a tablet.
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Speaker view pushes non-speakers to the top of the screen and makes the current 
speaker large and in the center.  On a laptop or desktop, this is what it looks like.
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On a tablet,non-speakers get pushed to the side and the current speaker takes up the 
screen as shown here.
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On a smartphone, it looks similar to the tablet.

This is the only view available on a smartphone because of the limited viewing area.
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This cartoon illustrates why we ask attendees to stop their video and have speaker view 
on.  These two features reduce the bandwidth and allow for smoother streaming.  In 
other words, it helps avoid Zoom Freeze.
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During the meeting, you may be asked to raise your VIRTUAL hand.  This raise hand 
feature is not to be confused with the clapping hand emoji.  The raised hand stays 
visible until you or the host lowers your hand.  The clapping hand will only be visible 
for a few seconds.

On a laptop/desktop, you would click on the participants icon located at the bottom of the screen.  
If you do not see the icons on the bottom of the screen, move your mouse over the viewing area 
and the icons will appear.
Once you click on participants, a list of the participants in the meeting will appear on the right side 
of the screen.  at the bottom of that window, you will see Raise Hand.  If you do not see Raise 
Hand, click on the More icon and then click on Raise Hand.
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If you are using a tablet tap on the More icon located in the top right corner.   The pop up window 
shown will appear.  Tap on the words Raise Hand, NOT the picture of the clapping hands.
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On a smartphone, you will (1) tap on the More Icon, (2) scroll down on the popup window, (3) tap 
on Raise Hand and (4) it will change to Lower Hand.  Again, do not tap on the clapping hands 
emoji in the pop up window.

Let's all practice raising our virtual hand now. 
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And just another cartoon illustrating one of our new emerging realities.
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[read the slide]

If you would like to learn more about the many, many features of Zoom, please visit Zoom's help 
center.  A link to that website is in the chat box.

https://support.zoom.us/hc/en-us

If you have any questions about the features we presented today, please raise your 
virtual hand and we will answer as many questions as possible in the time left. 

https://support.zoom.us/hc/en-us
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