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Zoom Meeting Speaker Guide

Step 1 Download Zoom & Create a Profile

If you haven’t done so already, please sign up for a free Zoom account and create a user profile with your full name as shown
in the Online Program. Next, download the Zoom desktop application and log into your account from there.

Step 2 Practice Makes Perfect

Although minor technical hiccups add to the charm of virtual events, it’s best to test your presentation multiple times before
the live session. There are various options offered throughout the fall to help you do so:

Zoom Desktop Application Settings — At your leisure, you can independently test your Zoom video and audio, as well
as adjust other optional Zoom settings. You can do so by launching the Zoom desktop application, logging in, and
selecting the gear icon in the upper right corner of your user homepage:

[«]

[ - Search 2]
. Gt ‘ Contacs

Meetngs

11:13 AM

New Meeting Join

.- No upcoming meetings today

Schedule Share screen

o The gear icon will open the below window where you can test audio, video, and make other profile setting
adjustments —i.e. change your username, add a profile picture, virtual background, etc.:

© Settings

General

Speaker Test Speaker Speakers (Realtek High Definition...
Output Level

© share screen - ® "
3 o
(5) virtual Background Microphone Test Mic Microphone Array (Realtek High v
© recording Input Level
@ Profile Volume: 4 —————@- <
O sutistis Automatically adjust volume
O Feedback Use separate audio device to play ringtone simuitaneously
O Keyboard Shortcuts Automatically join audio by computer when joining a meeting

Mute my microphone when joining a meeting
Accessibility

Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

Advanced


https://zoom.us/signup

APPAM Research Across the .Y ' ‘Y‘ \

42nd Annual Policy Lifecycle:

Formulation to Evaluation

Fall Research and Back Again
c°nfemnce November 11 - 13,2020

e Zoom Website — The Zoom website is a great resource to browse before your live session, such as:
=  You can test your internet connection by using this Zoom test meeting.
=  You can search and watch videos pertaining to specific questions you may have using these
Zoom video tutorials.

= Screensharing is one of the more challenging Zoom features, so we highly encourage all speakers using
slides to review the Zoom Screenshare tutorials.

e APPAM Group Practice Sessions — Group practice sessions will be offered in the weeks leading up to the conference
so please keep an eye out for an invitation. These are a great place to re-test your video & audio, as well as test your
internet speed and screensharing capabilities. These are especially helpful because fellow participants may pose
guestions you haven’t thought of or offer virtual speaking tips that may benefit your presentation.

e APPAM Day-Of Green Rooms — There will be a Green Room available every day of the conference for speakers to use
as needed. The green room is an ongoing Zoom meeting that you can log into to re-test everything mentioned above
since there is limited time to test in your Zoom session link.

Step 3 Join the live Zoom Meeting

e Every session will have a unique Zoom meeting link located in the Online Program. Please locate your session and
open the Zoom meeting five minutes prior to the scheduled start time.

e When you click your session link, a new browser will open along with a small popup window, as shown below. Click
“Open Zoom” to launch the Zoom desktop application.

© taunch Meeting - Zoom X  +
C (@ 5//us02web.zoom.us/j/896409342097tk=wheTk9WrkvMct9u0_GvF4YRDPhmmP2zX3FBMotZqgCbM.DQIAAAAU3WQbQRZQUZBVaUQ4AU TRzdUQ1cVZ3LWAHYVZRAAAAAA,
zoom

https://us02web.zoom.us wants to open this application.

Launching...

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

If nothing prompts from browser, click here to launch the meeting, or download & run Zoom.


https://zoom.us/test
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-
https://appam.confex.com/appam/2020/meetingapp.cgi?password=*cookie

eI NG (B YR

42M Annlﬂl Policy Lifecycle:

Formulation to Evaluation

Fall Research and Back Again
Conference | NovemberT-132020

The Zoom desktop application will open and you’ll be prompted to enter your unique password. Passwords will be
shared with paid registrants the week of the conference. The password is required for all participants and audience
members and must be entered in order to join every Zoom meeting.

Enter the password and select “Join Meeting.”

Start @ Copy Invitation # Edit

Enter meeting password

Meeting password

Join Meeting Cancel
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e The Zoom Meeting host must start the session before you’re able to join.
o Ifyou join before the host, you'll see the below message. Simply wait for the host to start the meeting and
you'll be automatically entered into the waiting room once it’s open.

" Please wait for the host to start this meeting.

Start: 3:00 PM

APPAM Fall Research Conference

| Test Computer Audio |

o If the meeting has already started, you’ll be temporarily placed in the waiting room with the audience
members and you’ll see the below message.

Please wait, the meeting host will let you in soon.

APPAM Fall Research Conference
8/21/2020

e Once in the waiting room, the Zoom Meeting Host will give session participants early access to the meeting,
approximately five minutes before the schedule start. If the meeting before your session is running over, you may
enter the meeting right at the designated start time so please be patient.



APPAM Research Across the .Y ' ‘Y‘ Y‘

42nd Annual Policy Lifecycle:

Formulation to Evaluation

Fall Research and Back Again
COnfe'ence November 11 - 13,2020

Step 4 Basic Zoom Meeting Features *For All Session Participants

e Audio & Video - Once in the Zoom Meeting, the audio and video controls can be found in the lower left corner of your
screen. The below example shows what it looks like when audio and video are turned off & user profile pictures are
displayed in place of a video.

i Speaker View

Meeting Host Speaker 1

Audience Member 1

o Audio — Please mute your audio when you’re not presenting or answering a question directed at you.
Video — Please share your video at all times for the best audience experience. The dog on the beach is where
your face will appear when your video is on or where your profile picture/name will appear when your video
is off.
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Chat & Screen Share —

BB Speaker View

Meeting Host % Speaker 1

Audience Member 1

vt ~

Unmute Start Video Participants b Screer Record Reactions

o Chat — All participants and audience members will be able to use the “Chat” feature. You can send a message
to everyone or private message one individual. Please note which name is checked before sending a message
— the example below shows a message that will go to everyone in the meeting.

To: Everyone v [j File

v Everyone

Meeting Host

—_— b
Audience Member 1 -
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Share Screen — This is one of the most important features for presenting authors and will be used to share
slides during the allotted presentation time.

= Open Slides - Before the session begins, please have your slide deck open.

= Select Application to Share —

plication that you want to share

Zoom Webinar Guide - Word

o
Post Attendee - Zoom - Google (o

Share computer sound Optimize Screen Sharing for Video Clip

e When you're ready to share your slides, click the green “Share Screen” option, select your
slide deck, then click the blue “Share” button in the bottom right corner, as shown above.
o Do not select the “Screen” option in the upper left corner as this will show all of your
computer movements and notifications. Sharing just your slide deck, i.e. the PowerPoint
application circled above, will only share movement on that application.
=  Pause Sharing — If you need to do something on your screen that you do not want the audience to
see, you can pause your screenshare in the upper toolbar. Please remember to resume share, once
ready.
=  Stop Sharing — Once your presentation is complete, please select “Stop Share” in the upper toolbar
of your slide screen.

File  Home Inset  Draw

1 .
P .

= As mentioned above, the Zoom website has a great tutorial on how to seamlessly share your screen
during the live meeting so we highly encourage all participants to read that before practicing and
going live.



https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-
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STEP 5 Polls Feature *For Session Chairs Only

If you're chairing a session & submitted your poll question(s) in advance, you'll have the ability to use the Polls feature to
engage the audience. In order to use this feature, the initial Zoom Meeting Room Host, an APPAM staff member, must
transfer the Zoom hosting rights to you before the session begins. Once you’re the designated Zoom host, you’ll see a “Polls
feature pop up along the bottom toolbar.

”

e Click “Polls,” along the bottom toolbar and a new window, shown below, will pop up. If you have multiple poll
guestions, you can select the one you want to release from the black toolbar on this new window. When the right
question is checked, click the blue “Launch Polling” button.

Polling 1: Speaker 1 Question

¥ Polling 1: Speaker 1 Question

Meeting Topit

Polling 2: Speaker 2 Question
Host: 3 ;

Invite Link: Option B

Option C

Participant ID

Join Audio Invit

Launch Polling

Computer Audio Conn




AY Wa Va4

APPAM Research Across the
Policy Lifecycle:
42M Annual Formulation to Evaluation
Fall Research and Back Again
c°nfe|ence November 11 - 13,2020

e The top toolbar will turn green, indicating it’s live to the audience, and there will be an active timer in the right
corner. Give the audience approximately 30 seconds to answer then select the blue “End Polling” button.
Note: The audience will only see the percentage (i.e. Option A had 50% of votes, Option B had 25% & Option C had

25%), not the total number of answers per selection.

peaker 1 Question in Progress

1. Example Question

Option A 0%

Option B 0) 0%

Optian € 0) 0%

End Polling

e From there, you’ll want to “Share Results” so you can discuss then “Stop Share Results” when the conversation is
complete. You can simply exit out of the Polling pop-up window, once complete.

O polls - o X o O

Sharing Poll Results

Polling 1: Speaker 1 Question

1. Example Question

1. Example Question

Option A ) 0%
Option A 0%

Option B ) 0%
Option B ) 0%

Option C ) 0%
Option C 0%

‘ Stop Share Results )] Re-launch Polling
m 1te-launch Polling
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Participant Guidelines

For more information on your role and speaker best practices, please reference the APPAM Fall Conference Participant

Guidelines.

Questions?

Email Tristanne Staudt, tstaudt@appam.org. Thank you!



https://www.appam.org/conference-events/2020-participant-guidelines/
https://www.appam.org/conference-events/2020-participant-guidelines/
mailto:tstaudt@appam.org

