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What is Zoom?

Z00Mm

This Web Conferencing service is offered free of charge to eligible
officers of technical committees, subcommittees, working groups,
and project leaders for the advancement of ISO-related work

only. Zoom|EISOBSE L5 = DAERTEES .
x BB L EATEEEA,

A free Zoom account is offered free of charge to developing countries for their
National Work. Each NSB has a generic account that anybody can use to

organize a meeting # FE A ENEBISHATERRETHIVE

MFEESNFET, * BREZREET,




Do | need a Zoom account?

Zoom7 AU MMEIRERANDHNLE,

SMEIFIFE

To participate at a Zoom meeting

NO You don’t need an account to participate in a Zoom meeting

To organize/host a web meeting

YES You do need a Zoom account to schedule and conduct a
meeting



Online Meetings (Zoom)
Participating in an online meeting

ZoomE=EIZSMT 521X
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https://iso.zoom.us

JOIN A MEETING HOST A MEETING

Get started with Zoom on ISO Connect

j:,pxg-“.",v W Download Zoom clients & plugins
“14{)4{ (\ ® Access to Zoom Support
p Zoom Service Status

Get started | Download | Zoom Help Center | Service Status

Login to Zoom
Join a meeting
Host a meeting (now)

Comment
Single Sign On (SSO)
is yet not activated

v
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https://iso.zoom.us

Join a meeting

1) From a link
Click on the Meeting link received by email

https://iso.zoom.us/j/123456789

Hi there,

Francois Mieville Is inviting you to a scheduled Zoom meeting.

Topic: Test Meeting 1
Time: Jun 18, 2018 12:00 PM Amsterdall, Berlin, Rome, Stockholm, Vienna I

Join from PC, Mac, Linux, i0S or Android: https://iso.zoom.us/i/# L

Or iPhone one-tap :
US: +16468769523,,8063384214 or +16695006833,,806338421#
Or Telephone:
Dial{for higher quality, dial a number based on your current location):
US: +1 646 876 9923 or +1 669 900 6833 or +1 408 740 3766 or +1 877 853 5247 (Toll Free) or +1 877 369 0926 (Toll Free)
Switzerland: +41 {0) 31 528 0988 or +41 800 002 622 (Toll Free)
Sweden: +46 (0) & 4468 2488 or +46 (0) 7 6692 0434 or +46 20 889 860 (Toll Free)
South Korea: +82 (0) 2 6022 2322 or +82 80 822 0250 (Toll Free)
South Africa: +27 87 551 7702 or +27 800 950 680 (Toll Free)
Meeting ID: 806 338 421
International numbers available: https://zo0m.us/u/baRCIGYW

2) Enter your name and click on Join
(will be displayed in the participant list)

Or with a meeting number

a. On the iso.zoom.us page and

b. Click on Join a Meeting

c. Enter the meeting number and click Join

Input your name to join the meeting

Join a Meeting

\ 123 456 789

Your meeting ID is a9, 10, or 11-digit numbe
meeting from an H.323/SIP T syster

1SO



https://iso.zoom.us/j/

Join a meeting (cont)

4) Join the meeting by either:

* Open the desktop application (if Zoom Meetings is already installed on your computer)
» orclick on Download & Run Zoom

* Orclick on Join from your browser (used in secured environment in which users are not allowed to
start applications

200m

Open Zoom Meetings?

[0 Ahways open these types of links in the associated app

Open Zoom Meetings.

Please click Open Zoom Meetings if you see the system dialog.

If nothing prompts from browser, download & run Zoom




Connect the audio

by Computer Audio, Phone callback or Phone dial-in (toll & toll-

You can connect to a Zoom meeting

free numbers) A Ea—4F—T474
S5 SE T
crronmon | BSE MY BDINERD
Join audio by Computer Audio Join audio by Phone Callback Join audio by Phone Dial-in Call
O Choose = —= e — '_.. = 'n' = - of the audio conference aptions. n’
L2 Phone Call v Cal Me I & Computer Audio v Call Me |
j_ﬂ-'“ y | E3-  Dial +41(0)315280088
+ Rernember the number an this computer Or  +41 800 002 622 (Toll Free)

Test QU0  =——— et Computer e & ek
C Meeting ID; 437 843109

Participant ID: 28

Default audio
. 9 Automatically join audio by computes when joining = meeting ]
connection type

1) Select Computer Audio 1) Select Call Me 1) Select Phone Call
2) You can test your Computer Microphone 2) Select your country 2) Select your country

and speakers before you join 3) Enter your phone 3) Dial the displayed number on your
3) Click on Join Audio Conference by number phone

Computer 4) Click on Call Me 4) Enter the Meeting ID followed by #

4) You can select Computer Audio as your 5) Enter the Participant ID followed by #

default audio connection type



Zoom interface

Nouore viewing Helodesk 1507

. N
| v Participants (3)
Francois Mieville helpdesk @ Francois Mieville (Me) r - List of participants
t“ Helpdesk 15O (Host) -
1 for Standardization o s
When the world agrees
.

Raise hand, yes/no, slower,
Unmute Me Reclaim Host faster, agree/disagree, Clap’
v Zoom Group Chat Y need a break, aWay

v i . Nonverbal feedback
L 5 — .| mechanism

Group chat

Chat to the group or
privately to the host or an
A /| attendee

Unmute Start Video Participants Share Screen Chat Record V. |

Control bar



Meeting toolbar

From the Meeting Toolbar, you have an easy access to the main Zoom functionalities.

Select a Microphone

v Internal Microphone (Conexant SmartAudio HD)

Best practice
Mute yourself while waiting
that the meeting starts and
v Speakers/ Headphones (Conexant SmartAudio HD) f t k
Same as System I you are no Spea Ing

Same as System

Select a Speaker

Switch to
Phone audio

Leav puter Audio

BROERZ

HELLEE RESTRVRFIXEIZTA

32—k !

Share your
Change Screen/Application
Video settings

~ '.J‘ ~ ‘ﬂ 2\ ’

Start Video Invite Participants Share Screen Chat

T T Displ'gy/hide T T

Toggle Toggle Participants Display/hide Leave
Mute Video Chat Meeting
On/Off On/Off

Change
Audio settings

<€— Meeting Toolbar




Online Meetings (Zoom)
Organizing an online meeting
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Do | need a Zoom account?

To participate at a Zoom meeting JEERATLES ol R-ISE:
Zoom7 AV DL E,

NO You don't need an account to partici A e

[XISO Web Conferencing Teamd Y
BEEEA—ILHIELTNSIET TT,
ZDA—IULIZHEST. THIOUNET D

To organize/host a web meeting TAR—RL TS,

YES You do need a Zoom account to schedule and conduct a
meeting




— Forwarded Message ——
Subjgect:Zoom account invitation
Date:Mon, 04 Jun 2018 19:54:13 +0000
FromZoom <no-reply@zoom.us>
Reply-To:no-reply @zoom.us
To:

Dear
We have created an [SO Zoom acocount for you and vour email address reeds to be verified before your account becomes fully active.

By clicking on the activation link below (within 30 days), vou corfirm that you have read and agree to the ISO Web Conferencing Service Policy and to the
Zoom Terms of Service.

Click here to activate yvour account

If the link above does ot work, copy/paste the link kelow into vour browser:
https://isn zoom.us/activate?code=iLo vEHT owcKT m3mBewMLEbVBineTy 221 3f1 8w T U BRUAAAF FOITwWANGIAS BAFzdWR HOGB pdGRAL vl m
pwAxZ T RkewhkZ3T1 w2 g3 UDIZRGIRULGZ BZ VT 3d T MYINBRFRZBT VEAGhRZ WSxhiknAEZ whT NQUF of 1 FXNibal LaWkbdIhBRfr=hostirnite

Once your account is activated, you will be able to acoess your ISO Zoom account from the ISO Web Conferencing Home Page at httr:s:x’f'isor;oamts (asa
reminder, vour userrame is vour e—rrail address). Mare information about Zoom meetings at ISO can ke found by clicking on the “Get started” linkat the
hottom of the ISO Yeb Conferencing Home Page.

You can register for a live training or watch a recomed ore by going to https /Awwewzoom.us/livet raining.

If vou need functioral and/or technical support, please visit the Zoom Support Certer,

For IS O—specific guestions such as accourt requests, policy matters, or user feedback please contact the IS0 web conferencing support at
weboonferencing@iso.org

You are now free to schedule and run your own web meetings at any time. e welcome vour feedback, so please share vour experiences with us after vour
first web meeting

Kind regards,
130 Web Conferencing



ISO Web Conferencing Service Policy
https://connect.iso.org/x/cYG4C

a.

The ISO Web Conferencing service (Zoom) is offered free of charge to eligible officers of technical committees,
subcommittees, working groups, and project leaders for the advancement of ISO-related work only (see Eligibility
to get an ISO Web Conferencing account for further information).

ISO pays the license and usage costs invoiced including the use of toll-free telephone call-in numbers and
callbacks. Note, however, that ISO does not pay for any third-party charges billed directly to people using the
service. These include mobile phone bills (for calling in or receiving a call-back), fixed line phone charges, internet

access costs, ete AR RY 2 E 1 — A TEE SRR
ISO recommends that meeting participants use computer audio (VolP) whenever possible. If participants face
sound quality issues with computer audio, they may freely switch to telephone audio. KRR ELEBIRT BT IEEEY S

= 0¥

ISO requests that the host ends the meeting (End meeting option) once the meetings It over.

When scheduling meetings, ISO asks all hosts to use descriptive meeting titles. A descriptive meeting title
includes your committee name as well as a brief description of the purpose of your meeting. For example: "ISO/TC
123/SC 4 - Plenary meeting".

Hosts may report technical problems to Zoom support directly by telephone or via the online form.

Accounts which have not been used for more than 1 year may be disabled. If your account is disabled, you can send
a request to have it re-enabled to webconferencing@iso.org. [RGAEES G PRERANE LR N F2A3 2 T[RRI ES

~

Service violates this ISO Web Conferencing Service Policy and Zoom’s Reasonable Use Policy. P

ISOIFAR) L —%ERLE=HICHLFEELFDFAERAET SHERLH S, 189


mailto:webconferencing@iso.org
https://connect.iso.org/x/cYG4C

Ellglblllty to get an ISO Web Conferencing account

ZoomMRFEZTRALT DL T DZE

DANRDHZoomT h IV EHHE
Web conferencing accounts can only be obtained for committees and working groups

administered by ISO (hosted at ISO, AFNOR or DIN) for:

» Active Secretaries, Twin-Secretaries and their support team (TC and SC level)

* Active Conveners, Twin-Conveners and Secretaries (WG level)

« Project Leaders of an active project (project stages from 10.99 to 60.00, excluding xx.98)

Notes

« A Web Conferencing account is only needed to host meetings, or to schedule meetings on
behalf of someone else

» Eligible people needing an account can request it at webconferencing@iso.org

ZoomZ7hOU LB E

CHNYIIANE



mailto:atwebconferencing@iso.org

C re ate a m eeti n g (from the browser)

STEP 1: Login to https://iso.zoom.us

STEP 2: Click on Schedule a Meeting on Host a Meeting menu

SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING

Perw-lﬂnz Room

200m

Profile

Upcoming Meetings Previous Meetings
Meeting Settings

Schedule a New Meeting -
Meetings
Recordings Start Time = Topic =
Webinars Test Meeting

Thu, Jun 28

Personal Audio Conference

Account Profile

Reports

JOIN A MEETING HOST A MEETING ~ E SIGN QUT

W Get Training

Meeting ID

834-509-679 Start || Delete



https://iso.zoom.us

Create a meeting (COnt) (from the browser)

STEP 3: Enter the meeting Topic and date information

Schedule a Meeting

Enter a descriptive Topic for the meeting.
For example: "ISO/TC 123/SC 4 - Plenary

TC 1234 - Plenary meeting

meeting"
4 . N
06/28/2018 | 2:00] |v| PM |» Select the date, time, and duration.
Verify the time zone
v hr{ o v | MIN

(GMT+2:00) Amsterdam, Berlin, Rome, Stockholm, Vienna

You can create a recurring meeting.

Recurring meeting
For example if you need 3 days in a row

ISO

=



Create a meeting (COnt) (from the browser)

Set additional options

Required
» off
on off
Telephone Computer Audio » Both
I Dial from United States Edit

Require meeting password

Enable join before host

Mute participants upon entry

Enable waiting room a

Best practice

Do NOT use the Personal Meeting
room to schedule your meetings.
Everyone knowing your personal
meeting can join the room without
invitations.

Click on Edit to define which phone numbers
that will be displayed on the meeting invitation

Protect your meeting with a password if needed
You may mute participants upon entry

You can add alternative hosts (they must
have a Zoom account)

Click Save to create your meeting 1S0



Start the meeting (from the browser)

1. Login to https://iso.zoom.us
2. Click on Meetings menu item
3. Click on Start next to the meeting you wish to start

WM Get Training

Profile Upcoming Meetings Previous Meetings Personal Meeting Room
Meeting Settings
Schedule a New Meeting
Meetings
Start Time = Topic = Meeting ID

Recordings

Webinars

Thu, jun 28 Test Meeting 834-509-679 Start || Delete

Personal Audio Conference



https://iso.zoom.us

Start the meeting

A scheduled meeting can be started from several places

From a notification

Hithere,
Francols Mieville Is inviting you to a scheduled Zoom meeting.

Topic: Test Meeting 1
Time: Jun 18, 2018 12:00 PM Amsterdam, Berlin, Rome, Stockholm, Vienna

Join from PC, Mac, Linux, 105 or Andruii https://iso.zoom.us/i

Or IPhone one-tap ¢

From the ISO Zoom portal
(https://iso.zoom.us)

(=) Zoo - Pro Account = o
it C

Personal Meeting ID (PMI)

Always use PMI for Instant meet:
Start Edit Schedule -

Mon, Jun 18, 2018

1o ¥ ’]
Men, Jun 18, 2018

Mon, Dec 31, 2018

ings on this col

Copy

mpL

ter

Best practice (reminder)

Do NOT use the Personal Meeting
room to schedule your meetings.
Everyone knowing your personal
meeting can join the room without
invitations.

From the Zoom application
1) Click on the Meeting tab
2) Click on Start on the meeting


https://iso.zoom.us

Invite people to join the meeting

From the Meeting Toolbar, you have an easy access to the main Zoom functionalities.

Q)

Invite people to join meeting 234-687-471

Invite by Contacts Invite Zoom Rooms

Choose your email service to send invitation

O

Default Email Gmail

Copy URL Copy Invitation

Invite by Phane

o

Yahoo Mail

ect Please join Zoom meeting in progress

You are invited to a Zoom meeting now.

Join from PC, Mac, Linux, iOS or Android: https://iso.zoom.us/j/

/ Or iPhone one-tap:

US: +14087403766,,234687471# or +16468769523,,234687471#
Or Telephone:
Dial(for higher quality, dial a number based on your current location):
US: +1 408 740 3766 or +1 646 876 9923 or +1 669 S00 6833 or +1 877 85

Meeting ID:

% A

Start Video

P

Invite

)

Unmute

'

Manage Participants

Invite people to
join the meeting

Share Screen

<€— Meeting Toolbar



Share an application, your screen, or a whiteboard

By default, anyone can share its screen
(without asking permissions to the host)

Q Advanced Sharing Options... “
_s awi“ S muﬁ;ﬁ"; that you want 1o share n' How many participants can share at the same time?
——— _1 e One participant can share at a time
',_'_ = _ | ‘ > E = Multiple participants can share simultaneously (dual monitors recommended)
3 : [N . E
- ! Who can share?
De gt Whasboard iPhene/iFad Onl_'." Host . ;Q” Paniﬂpants
= - - Who can start sharing when someone else is sharing?
- e Only Host All Participants
[ -t .
£0_Master_IT_Servsces_fe n-_ Zoam - Pre Accourt O Leunch Meeting - ?:-;.-....G 150 Quick Help 1o Fcc-n...&‘_- :
[ -
- -
il ot — = v/ One participant can share at a tin.e
= ——
Zoam Quick Guideppts _E-_ Schedule a Meeting - Zo G User r.u.-.:;.-..m-.r.c:...e Mu!tlple partmpants can share snmullaneous}y
Shate computer sound Cptimiize for full screen yideo chp Shate Screen

Advanced Sharing Options...

A

/] Wl ) '’
Unmute

Start Video

Invite Manage Participants

Share Screen

<€— Meeting Toolbar

Share your
Screen/Application




Meeting Controlar

The Control bar auto-hides when not used

£1 ; 1 ﬁ see

Unmute Start Video Manage Particapants New Share Pause Share Annotate More
) ' W Stop Share

Chat

Invite

Disable participants annotation
Audio Options...

Video Settings...

Optimize Share for Full-screen Video Clip

Mute/Unmute
Start/Stop the video Ax-Q
Display the participants list

Share a new application

Pause your share

Annotate

Access more options



While sharing information

Only 1 application can be shared at the
same time. Sharing a new application will
automatically unshared the previous
applications

DITEINTWAEmEIE
HOBTHEENS

When sharing an application, the shared
application is framed with a green border.

When sharing an application
Attendees will always see the shared application,
even if the host has another application displayed.

When Sharing the desktop
The host can Pause the Share while he/she

prepare
Pause a Share

/1] '

Start Video Manage Participants

Wl ) &

Start Video Manage Participants




End the meeting

From the meeting toolbar

5 o~ WA A 2 A

Unmute Start Video Invite Manage Participants Share Screen

From the meeting control bar (while sharing)

More

Chat Alt+H
Invite Alt+1

Disable participants annotation

Audio Options...
Video Settings...

Optimize Share for Full-screen Video Clip

Alt+Q

As a host you need to
End the Meeting for All

Q End Meeting or Leave Meeting?

To keep this meeting running, please assign a Host before you click Leave

Meeting.

Leave Meeting

End Meeting

Cancel




End of Meeting Feedback Survey

The survey window
is displayed after

o o ending the meeting

How was your meeting experience?

When choosing Thumbs Down (Bad),
an additional question about what
went wrong with the meeting is
displayed



Support - Zoom

zoom Help Centey SALES PLANS BOAN A MEETING

Popular Topics

“eetings & Wedinar siling

- = -
- " ! - =
e
i = S
Join & Meeting Hacord 1 Mesting Joining & Co

Scheduling 3 Meating with Zoom
it

Get Help

Abowt Deawnbsad

https://support.zoom.us

Language

Help -
Top results
How Do | Joir

* Link

5 Improperty

ToJd

join @ video me

Start or Join a



https://support.zoom.us

Information on ISO Connect

On the ISO Zoom portal (https://iso.zoom.us) click on Get Started

Get started | Download

)

ISO Web Conferencing with Zoom - Get Started

Zoom Features

AdrSid. NS Browser sc08ss

+ Ené of meeting feactack sunay

Audio

Request an account

a Contset IS0's web conferancing team ¥ pou 2re elgitde 1o gt 30 sceount

Zoom Help Center Service Status

Transition from Owebex to m

impacts, training, support

Zoom How-tos

Getting Started

or tast my compuer Gevive audio?
ane

+ How b schedule 3 mesting?

» How ta schedule 2 recuming meeting?
+ How b schedule for another cser?

+ Alemaiive host

+ Mare

Hosts

Service & Data Protection Policy

150

bar Data Prasecron Foley
Nab Confarencing Senvice Poly

Zoom®’Get started”%=57"')w %5

93¢, 1SO Connect A
ZoomiBAR—UITEB

Support and Trainings

Support (functional and technical)
+ Zoom's suppont website
= Centace Zoom suppert (sLbmit 3 reguest)

Accounts and other questions

sers can contact the S0 Web Conderencing team to request an 150 Zoom

he IS0 Internatonal Helpdesk for any other guastions
Trainings
+ Liva and reconded trainings

Downloads

Uselul tools

Zoom



https://iso.zoom.us

Live & Recorded Trainings

Training sessions are available all year round

Register for Live Training! Watch Recorded Training Sessions Pl

Join our training events for an in-depth review of Zoom's services. Submit your questions and View recordEd tramlng,

interact with us! All attendees receive a recording of the event i R
Getting Started with Zoom

Unabile to join us live? Please view This 30-minute training session with live Q&A will provide a high-level tour of Zoom and

a recent recorded training session.

C‘.EE[I!TE Started with Zoom cover the basics you need 1o get up and running

Ready to start using Zoom, but need some help? Drop-in Rezister Nov ewWar b
for our daily (Mon-Fri) quick starts! A Zoom expert will take
May 9, 2018

Zoom you through a 30-minute high-leve! tour of Zoom and cover
the basics to get you up and running. It's as simple as
logging in. scheduling a meeting. and finding the controls.

ming today! Stick around to get all your burning Zoom User Training

guestions answered through live Q2!

This 60-minute user onboarding session with live Q&A will review features applicable to Zoom

Meetings and using the Zoom Client software, We will discuss scheduling and hosting your

Zoom User Training meetings

Zo0om Take a comprehensive tour of the Zoom software, sgister Now CI ICk On S u pport e a recording
meetings and settings. 60 minutes - multiple weekly

| to watch recorded
training sessions

Zoom Advanced User Training

Join us for a deep dive into Zoom Meetings advanced
Z00m features like breakout rooms, virtual background,
participant engagamant and more. 60 minutes - multiple

Y recurrences

Zoom Training: Ask Me Anything

ZOOIM  Join us each time for, demonstrations and best practices.
60 minutes - meets monthly

https://zoom.us/livetraining



https://zoom.us/livetraining

Watch Recorded Training Sessions

Captioning
of the recording

200m

Thatlll fill in the details. And again, if you want any more training. We have plenty of sessions every single

)

Getting Started with Zoom

Today’s Agenda

Support and Q&8A

day of the week and we'll go over that towards the end.

00:00:41 / 00:42:51

That'll fill in the details. And again, 1
training. We have plent

week and we'll go

/ single day of the
end

arted. And we're going to

i and that's

guestion into the Q

Questions at the end of cur presentation today.

And 11 be post
presentation 1

will find our

Transcript of
the recording



Before your first meeting fEssiliSias

A AE—Hh— 92T HASET AR L&LS !
-ZoomIZEELWWSMBZRDIT TR ITHBELTALS !
-ZOOMIERED AN, EEHEEIZFELLIEAD !

Test your computer's ability to join a web meeting:
http://zoom.us/test

Test your microphone, speaker (or headset) and webcam
on your computer

Schedule a practice meeting with a willing participant to help you
become more familiar with the application.

Get familiar with the main meeting controls (audio, video, participant
list, nonverbal feedback, chat, etc.)



http://zoom.us/test

"B TEINTHLS !

- - . A3 —ybREEEFVvILES !
Audio connection iIssues [ s
-BETECKEIZLED I YouTubeZED EEEFE A LA LVESIZ !
BERWNT I r—2a e EEHCES !
DT THASEATIZLTHELS !

Try to connect directly via wired connection (if available

Check your Internet bandwidth using an online tool like SpeedTest
(http://www.speedtest.net/)

Try to get closer to the wifi router or access point

When connecting from home, be sure that the kids are not
watching youtube or online videos during the meeting

Close all unneeded applications on your desktop
Turn off your webcam, make the other participants video smaller

Use the phone call back or dial-in option



http://www.speedtest.net/

POP QUIZZ — Zoom

1.

| need a Zoom account to attend a Zoom
meeting organized by someone else

It is possible to use my computer audio
input to attend a Zoom meeting

People can join a Zoom meeting even
when the meeting organizer has not
started the meeting yet

| can attend a meeting from my mobile
device

FALSE

TRUE

FALSE

TRUE




