INSTRUCTIONS FOR USING U3A'S ZOOM PLATFORM
1. If you already have a personal zoom account, don't try to log into U3A's account using it. It will be easier to google zoom login and then sign in using the U3A email and password given below.

2.  If you haven't already, download the Zoom App to your device or computer. The following directions are for a lap top. You'll get different screens on different devices, but the basic principles will apply.

3. Sign in using the email address utasapphire@gmail.com and the Password: U3Aplatform.

4. When you get a screen something like the one below, select Schedule a Meeting
.

5. [image: image1.png]B O Meeting nformation -Zoom X | + =

<« C @ O nhttps//us02web.zoom.us/meeting/89822826608 v =

REQUESTADEMO  AUS:1

RESOURCES ~  SUPPORT

ZOON  sowrons~  pLaNsSPRICNG  CONTACTSALEs SCHEDULEAMEETING  JOINAMEETING  HOSTAMEETING ~
Profile
o e
[Netinars) Time Mar 20, 2021 04:00 PM Canberra, Melbourne, Sydney
Recordings Add to Google Calendar ‘ ‘ [ Outiook Calendar (ics) ‘ ‘ © Yehoo Calendar
Settings
Meeting ID 8982282 6608
ADMIN
Security v Passcode  **“***  Show v Waiting Room
> User Management Require authentication to join
> Room Management
Invite Link https://us02web.zoom. us/j/898228266087pwd=VLjbIRKNmJ2WmdPZ1VHUKt1d2xzQT09 €2 Copy lnvitation
> Account Management
5 G Video Host on
Participant on
Audio Computer Audio
Attend Live Training Meeting Options Allow participants to join anytime -

m

e = BHOBEOIBROR ea~seosman o 2" g

O Type here to search o]




When you get something like the screen below, click on Meetings under Personal in the left hand column. This will bring up all meetings already scheduled on the U3A platform so you can check that the day and time you want is not already booked. Zoom allows for only one meeting at a time. If someone else has already booked all or even part of your proposed timeslot, you'll need to find another one that is free.
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6. Once you've identified your available time slot, click on Schedule Meeting again and complete the details of your meeting, using the following guidelines:

· If you are going to be meeting every week at the same time, select Recurring meeting. 

· Make sure that you have Generate Automatically turned on under the heading Meeting ID.

· Make sure both boxes under Security are ticked.

· Make sure host and participant video, and computer audio are turned on. 

· When you're satisfied that the meeting details are correct, select Save.

7.  On the next screen  that comes up, select Copy Invitation. 
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You'll then see something like this. 
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6. Click Copy Meeting Invitation then go to your email and paste what you've copied into an email addressed to all of the participants. Advise them that, on the day of the meeting, all they have to do is to click on the link under Join Zoom meeting.  It will look something like this:

Join Zoom Meeting
https://us02web.zoom.us/j/82277848536?pwd=ZncxeWRwd2Nlc3hoak9uekpWMXo5Zz09
7. You can also remind them of the time and date of the meeting. When, on the day, they click on the link they will be admitted to the waiting room, and you will admit them individually  before the meeting starts.

8. On the day of the meeting, log in and select Meetings. This will bring up all upcoming U3A meetings on this platform. Choose your meeting and click on Start.7. You should see yourself looking back at you from the screen. (If you don't, check in the task bar at the bottom that you have your video turned on). 

8. As each participant clicks on the link, they will be admitted to the waiting room. To see who is waiting, and to admit them to the meeting, click on Participants.

And away you go …

9. After your meeting has finished click End Meeting. But please go one step further. You'll go back to a screen that thanks you for attending the meeting. Click on the little head at the top right hand corner (as shown below) and you will see a drop down menu with a log out option. Please always log out so that others can log in after you.
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