


Get started

You can host or attend Zoom meetings from your browser or from the Zoom
client application.

For more information about Zoom meetings at ISO, go to the
https://iso.zoom.us page and click on Get started.
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Schedule a meeting

WEB PORTAL

1. Goto https://iso.zoom.us

2. Log in with your ISO Zoom username and password
(as a reminder, your username is generally your e-mail
address as registered in the ISO Global Directory and
your password is the one you have defined when activating
your ISO Zoom account).

3. Click on Schedule a Meeting

4. Input meeting details and click on Save

5. Click on Add to calendar or copy the Join URL or click on
Copy the invitation and send it to attendees through your
calendar application

ZOOM CLIENT

1. Launch the Zoom client application

2. Click on Schedule

3. Enter meeting details and click on Schedule

4. A calendar invitation will appear with the meeting details
generated automatically

5. Update the invitation Subject, Date, Time, and participant
list before sending the invitation

OUTLOOK PLUGIN

1. Download the Zoom Microsoft Outlook Plugin MSI file
from the Download Center (https://zoom.us/download)

2. Click on the Schedule a Meeting button

. Enter your meeting details and click on Continue

4. A calendar invitation will appear with the meeting details
generated automatically

5. Update the invitation Subject, Date, Time, and
participant list before sending the invitation

w
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How TO SCHEDULE A RECURRING MEETING ?

You can schedule meetings with multiple occurrences, so that

each occurrence uses the same meeting ID and settings. This

can be used to schedule meetings held over several days.

1. Click on Schedule a Meeting

2. Check Recurring Meeting option

3. Adjust the recurrence. This includes the number of times the
meeting occurs and how often it occurs, start and end dates.

4. Click on Save

5. Finish selecting the meeting options and click Schedule

SCHEDULE PRIVILEGES

You can assign users in your account to schedule meetings on

your behalf (both users must have an ISO Zoom account).

1. Go to My Meeting Settings (in the web portal)

2. Under Other, click on the + sign next to Assign scheduling
privilege to

3. Enter one or more email addresses in the window, separated
with a comma

4. Click on Assign

5. If the user was assigned successfully, they will appear under
Assign Scheduling Privilege to

6. The user given scheduling privilege will need to logout of
the Zoom client and login again for the scheduling privilege
option to appear

7. Users with scheduling privileges are alternative hosts for all
your meetings
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How TO SCHEDULE FOR ANOTHER USER

Users with scheduling privileges can schedule meetings for

other users (see “Schedule Privileges”).

1. Verify in My Meeting Settings > Other > Schedule
Privilege that you can schedule meetings for the person

2. Click on Schedule a meeting

3. Click on Advanced Options

4. Choose the user you want to Schedule For from the
dropdown menu

5. Click on Save to finish

ALTERNATIVE HOST

The alternative host allows you to schedule meetings and

designate another user with an ISO Zoom account to start the

meeting if you are unable to.

1. Click on Schedule a meeting

2. Click on Advanced Options

3. In the Alternative Host field, enter the alternative host's
email address

4. Click on Save

5. The alternative hosts will receive an email letting them know
that they have been added as an alternative host.

Meeting control

Aubpio
You can join a Zoom meeting by computer (VoIP) or by phone.
We strongly recommend to use Computer Audio since it works
perfectly well most of the time.
1. Join a Zoom meeting
2. You will be prompted to join the audio automatically, but
if this prompt does not appear or if it was closed, click on
Join Audio in the meeting controls.
3. Click on Computer Audio (easiest), Call Me or Phone Call
4. For Call Me and Phone Call, follow the instructions on the
screen
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How TO SWITCH AUDIO

If you joined by computer audio, you can switch to phone call

at any time.

1. Click the arrow next to the Mute/Unmute button

2. Click on Leave Computer Audio

3. Click on Call Me or Phone Call and follow the instructions
on the screen

VIDEO

You can turn on/off your camera.

1. Click on the arrow next to Start/Stop Video

2. Click on Video Settings... to configure your video

3. Click on Start/Stop Video to start or stop your video

INVITE AND MANAGE PARTICIPANTS

During a meeting, click on Invite to send the meeting informa-
tion to more participants by email, Zoom chat, phone or room
system.

If you are the meeting host, you can manage participants
(mute/unmute, make host, etc.).

SHARE SCREEN AND ANNOTATE

Zoom allows for screen sharing on desktop, tablet, and mobile

devices. The host and attendees can screen share by clicking on

the Share Screen icon.

Host and attendees can use the Annotate tool during screen

sharing.

1. Click on Annotate to use the screen share tools for drawing
and pointing

2. The host can Save and/or Clear the annotations at any time
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CHAT

The in-meeting chat allows you to send chat messages to other
users within a meeting. You can send a private message to an
individual user or send a message to an entire group.

Click on Chat to open the chat window.

NONVERBAL FEEDBACK MECHANISM

Meeting participants can click on icons (raise hand, yes, no, go

slower, go faster) to provide nonverbal feedback to the meet-

ing host and to each other. These icons provide the host with

information from the participants without disrupting the flow

of the meeting.

1. While in a meeting, click on Participants

2. Click one of the icons to provide feedback to the host

3. Additional icons are available by clicking the more button
(agree, disagree, clap, need a break, away)

Additional resources and support

For more information about Zoom meetings at 1SO,
goto the https://iso.zoom.us page and click on Get started.

Additional information can be found on the Zoom support website:
https://support.zoom.us

Free support is also available 24/7 from Zoom by phone or chat
(see Zoom support website for contact information).

Register for a live training or watch a recorded one:
https://www.zoom.us/livetraining
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ISO Quick Help to Zoom meetings — Controls

Mouse over your name to:
- Toggle Mute On/Off

From the Meeting Toolbar, you have an easy access to the main Zoom functionalities. List of Participants
- Rename your display name
Best practice | |
Mute yourself while waiting © Participants (2) \l, S
Select a Microphone that the meeting starts and if ° e
. (Me)

v Internal Microphone (Conexant SmartAudio HD) you are not speaking

Same as System o {Host)
Select a Speaker
v Speakers / Headphones (Conexant SmartAudio HD) p \

Same as System - %

Switch to
i Leave Computer Audio
Phone audio
Audio Options... s " : k
. J
Select a Camera A Unmute Me
v Integrated Camera
Video Settings...
Choose a Virtual Background .
Nonverbal feedback icons to
Change Share your communicate with the host
Audio settings Change Screen/Application
g Video settings ¥

% ~ Wi A Ao ° ®

<€— Meeting Toolbar

Unmute Start Video Invite Participants Share Screen Chat
Display/hide _ 1‘ _
Toggle Toggle Participants Display/hide Leave
Mute Video Chat Meeting

On/Off On/Off
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v Internal Microphone (Conexant SmartAudio HD)
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Select a Speaker
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ISO Quick Help to Zoom meetings — Join Audio

You can connect to a Zoom meeting by Computer Audio, Phone callback or Phone dial-in (toll & toll-free numbers)

Join audio by Computer Audio

Q Choose ONE of the audio conference options “

¢ Phone Call L Computer Audio U GallMe

Join Audio Conference by Computer

Test audio

Default audio
connection type >

> Test Computer Mic & Speakers

Automatically join audic by computer when joining a meeting I

1) Select Computer Audio

2) You can test your Computer Microphone
and speakers before you join

3) Click on Join Audio Conference by
Computer

4) You can select Computer Audio as your
default audio connection type

Join audio by Phone Callback

(= Choose OME of the audio conference options n

%2 Phone Call L1 Computer Audio Y CallMe

|n+4'l'| |

" Remember the number on this computer

Call Me

1) Select Call Me

2) Select your country

3) Enter your phone number
4) Click on Call Me

Join audio by Phone Dial-in Call

(=)

¢ Phone Call = Computer Audio 7 CallMe

Choose ONE of the audio conference options H

Ba- Dial: +41(0) 31 528 0988
Or +41800 002 622 (Toll Free)
Meeting ID: 437 943 109

Participant ID: 28

1)
2)
3)
4)
5)

Select Phone Call

Select your country

Dial the displayed number on your phone
Enter the Meeting ID followed by #
Enter the Participant ID followed by #




ZoomEEADISOUV A v INIILT — BEESM

AVEaL—4EE mELERE XEIFSVILAVERE (F—LRU LT —&S)

AVEaA—2BETERSM MELEFECTERSM FALXIA VBRETEFSM
(=) Choose ONE of the audio conference options “ Q Choose ONE of the audio conference options “ C Choose ONE of the audio conference options “

%* Phone Call L Computer Audio Y Call Me . Phone Call L Computer Audio 2 CallMe %< Phone Call 0 Computer Audio 2 Call Me

| E3+41- | | E1- | Dial: +41(0)315280988
Join Audio Conference by Computer

:Ez?-; o) Eit,%ﬁ > Test Computer Mic & Speakers + Remember the number on this computer Or +41800002 622 (Toll Free)
Meeting ID: 437 943 109

Call Me

TIHILED Participant ID: 28
%E?&%ﬁ@*ﬁﬁﬁ ﬁ Automatically join audio by computer when joining a meeting | .
1) Computer Audio ZERLEFT 1) CallMe #:&IRLET 1)  Phone Call &R L £
2) SMANZaAYE2L—3DIA IV RURE—N 2) BHLT-OEZERLET 2) BHLT-OEZERLET
DiRER (test) NTEFET 3) BHLT-OBREESZAALET 3) HLEEOBEICRREINEFFAT7ILLET
3) Join Audio Conference by Computer % 4) CallMe%x/v)vo LEY 4) MeetingID ZAALEGEWT #EZADLET
209 LEY 5) ParticipantID Z AJ) Lt CH#HEATJLET

4) AVEA—SBERET I+ FNOBEREROES
ELTERTEEY




ISO Quick Help to Zoom meetings — Switch Audio

Switch to Phone Audio

If you joined by computer audio automatically, you
can leave the computer audio and join by phone.

Select a Microphone
v Internal Microphone (Conexant SmartAudio HD)
Same as System
1) Cl?ck the arrow next to Mute_/Unmute Select a Speaker
2) Click Leave Computer Audio

3) Click Call me or Phone Call and v Speakers / Headphones (Conexant SmartAudio HD)
follow the according procedure

Same as System

Leave Computer Audio

Audio Options...

% A

Unmute Start Video
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Select a Microphone
v Internal Microphone (Conexant SmartAudio HD)

1) Mute/Unmute O#EDOXREIZS ) v LET Same as System
2) Leave Computer Audio 5 v LEY
3) Callme X(¥ Phone Call#-')v% LT, Select a Speaker
EODNFIRIZHENET - .
= v Speakers / Headphones (Conexant SmartAudio HD)

Same as System

Leave Computer Audio

Audio Options...

Y% /1

Unmute Start Video
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