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Hosting a book club meeting on Zoom — Useful Tips

* It helps if you have 2 hosts:

1) a ‘technical host’ (sets up the Zoom meeting & invites, mutes and unmutes
people, shares the book on the screen, and deals with any technical issues).
2) a ‘group host’, (leads the meeting and makes sure everyone has a turn to
speak).

* |t can help to use an iPad or computer so you can view everyone in the group
at the same time. The ‘technical host” will need access to the book or pictures
you’re going to read together (e.g. a pdf, the BWStoryApp, or website).

 The free version of Zoom limits meetings to 40 minutes; in the paid version it’s

unlimited.

The upcoming technical details are mainly for the ‘technical host’, but will be

useful to both hosts
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REQUEST A DEMO +44 (20) 7039 8961 OR 0800 368 7314 RESOURCES - SUPPORT

SOLUTIONS - PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING - SIGN IN SIGN UP, IT'S FREE

PERSONAL Upcoming Meetings

Profile

Meetings schedule a New Meeting

Webinars

Recordings

Settings



http://www.zoom.us/

Schedule a Meeting

Topic | My Meeting

Description (Optional) Enter your meeting description

| 04/30/2020 | [ | 400 v || PM v |

1 V..| hr| 0O V..| min

Time Zone . (GMT+1:00) London v |

[] Recurring meeting Every week on Thu, until Jun 11, 2020, 7 occurrence(s)

Recurrence [ Weekly V]

Repeat every | 1 V..|week

Occurs on Lsun OMon O Tue U wWead®® Thu

End date @By| 06/11/2020 | [ O After| 7




Meeting ID @ Generate Automatically (O Personal Meeting ID Y(M XXX

Meeting Password [] Require meeting password | YOEX XXX

Participant

() Telephone ) Computer Audioc @ Both

Dial fromn  Edit

Meeting Options [] Enable join before host
[] Mute participants upon entry
[] Enable waiting room

[] Record the meeting automatically on the local computer

Save ‘ Cancel




B hitps:/byu.zoom.us Open the Zoom app on
Z00M Cloud Meetings

X n Z00M Cloud Meetings o s your phone or tablet

Zoom
FREE - Web App“cation © This app is compatible with all of your devices.

zoom EI Add to Wishliist

If you haven’t
SN cad Zoom
before, you will »
need to download Nt Sign in or
the app. sign up.

Download from Zoom

Start an instant meeting of
schedule a one with your mail
participants

New to Zoom? Sign up here

Download from AppStore




This is how it looks This is how it
on a smartphone looks on an iPad

Click on ‘Schedule’ to
create a meeting invite

Q0

New Meeting Join Schedule

Meet & Chat




Cancel Edit Meeting

Nigel's book club meeting

30/05/2020
14:00

To
Time Zone GMT+1:00, Greenwic

Repeat Monthly

End Repeat Never
Use Personal Meeting ID (PMI)
Meeting Password

Password
MEETING OPTIONS

Host Video On
Participant Video On
Allow Join Before Host

Automatically Record Meeting

Add to Calendar




Cancel Edit Meeting
Nigel's book club meeting

Date 30/05/2020
From 14:00

To 15:00
Time Zone GMT+1:00, Greenwich MeanTime

Repeat Monthly
End Repeat

Use Personal Meeting ID (PMI)
Meeting Password

Password
MEETING OPTIONS

Host Video On
Participant Video On
Enable Waiting Room
Allow Join Before Host

Automatically Record Meeting

Add to Calendar

Click here
to save.

When you click on
this dropdown,
this window will pop
up. Choose how
often you will be
meeting.

Click here to
choose end date,
or how many
sessions you're
planning to have.

Repeat

@ None
Every Day
Every Week

Every 2 Weeks

Every Month

Every Year




Cancel

When Sat, 30 May 2020, 1400
Topic Nigel's book club meeting
Meeting ID XHXXAXAXX:
Duration 60 minutes

Password
Start Meeting
Add to Calendar

Add Invitees

Delete Meeting

Click here to
invite people.

It should give you
options to create a
message in your
email app, or other
messaging apps.

Or you can copy
the invitation to
your clipboard and
paste it into
another app.

Add Invitees via

Q Messenger

G Messages




Send out invites to the book Participants just need
club meeting, via email, or a to click on the link to ¢ @ Vioe's BBW book club

messaging app. Join you on Zoom. | have set up a Zoom meeting

room for Nigel's Beyond Words
Invitation to BBW book club on Zoom - Message - Mail X book club today. Here are the
details:

Topic: Nigel's BW book club

To:
Time: Apr 25, 2020 02:00 PM

Invitation to BBW book club on Zoom . London

Dear all, Join Zoom Meeting

Here is the link to join our book club meeting on 704 = -
https://us04web.zoom.us/j/ https://usO04web.zoom.us/j

Meeting ID:

You just need to click on the link -
Password:

you don't need to login, and there
is no password.

See you there.
Thanks, ® hype a message > O o
Emily




e Upcoming Meetings Previous Meetings Personal Meeting Room Meeting

Profile

l‘l r‘r.:jllllw -'I lql.l.l. r"‘F.I r-.-.j-.

Today (Recurring) Book club meeting YOO
04:30 PM

Meeting ID

When you save your
scheduled meeting,
Search you will see the list of

Meet & Chat

o . e meetings here.

New Meeting Join Schedule

2pm Nigel's book club meeting
Mesting 1D XXXXXXXXXX




PERSONAL Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates

Profile

Webinars Start Time = Topic + Meeting 1D

Recordings Today (Recurring) Book club meeting XRKKXKKX
04:30 PM

To start the

meeting,
Meet & Chat just click on
. Search ‘Start’.

Q000

New Meeting Join Schedule Share Screen

2pm Nigel's book club meeting (St |
Meeting ID: 767 8675 1089 e tcntcns




On a computer:

Launch Application X A window wiill
This link needs to be opened with an application. pop up aSking
Send to: you to ‘Launch
Application.
Choose other Application Choose... Click Open link.

[1Remember my choice for zoommtg li

Cpen link Cancel

Enter your name

& Remember my name for future meetings

A window
may pop up
asking you
the name you
want people
to see. Click
‘Join Meeting’

On a tablet or
smartphone:

Call via Device Audio

AT L T ) SRS

Join Audio StartVideo  Share Participants  More

Click here
so people
can hear
you.

Click here
so people
can see
you.




() Choose ONE of the audio conference options

Phone Call Computer Audio

' To hear others,

Join with Computer Audio Rk ihe Join Auirob

Test Speaker and M

(] Automatically join audio by computer when joing a meeting

To hear others, click
on ‘Join with
Computer Audio’

B Aways show video preview dialog when joining a video meeting

Join without Video

You can choose whether to show
your video or not. It will show you
a preview so you can check your
camera is set up correctly.
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Mute Stop Video -'.', : The
’ Manage Participants number Chat Share Screen

7z ~ WA here shows

Unmute Start Video

the number
of people in
the group.

Click on this This icon
icon to enables you
open the to share

This is the icon
to press to view
the list of
participants.
You can mute/
unmute people
here.

If your microphone
is muted or your
video is off when

chat items on your
window. computer
screen with
participants

you join the
meeting, these are
the icons to turn

your mic or camera
on/off.




When people start
arriving, you’ll see their
pictures and names
appear.

Welcome your Participants

If you enabled the waiting
room in the settings, the
‘Manage Participants’ icon
will light up, showing that
people are in the waiting
room.
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Manage Participants

The Participants window will look something like this:

Click on ‘Manage
Participants’.

Participants (5)
3 people are waiting

(Guest) Participants (4)

(Guest) ‘ Waiting (2)

. Rachel (Guest) . Nigel
- 2 Admit

participants in meeting @ rachel [ Admit

. Emily (Host, me) Participants (1)

. Dot (Guest) . Emily (Host, me) g o

@ oot (Guesy ¢ on

You can see who
is waiting, and
who is already in
the meeting.

Mute All Unmute All



To admit guests to the meeting, click on

3 people are waiting

(Guest)

(Guest)

. Rachel (Guest)

2 participants in meeting

. Emily (Host, me)

. Dot (Guest)

There are some
other options here if
you click on ‘More...

Mute All

Participants (5)

Unmute All

\
=3
=3

g O
Lock Meeting
Mute Participants on Entry
Show Non-video Participants
Hide Self View

Put Attendee in Waiting Room on Entry

‘Admit’.

B vigel
. Rachel

Participants (1)

. Emily (Host, me) g o

. Dot (Guest)

g




Welcome your Participants

Once everyone has arrived,
welcome them and explain
the format of the meeting.

It helps to have an
introductory meeting to say
hi and to get used to using
Zoom, before reading a

book together.

F‘u
M
|
s P

M
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Manage Participants

w Participants

. Emily Westlake (Host, me)

[nvite Mute All Unmute All

In the Participants window,
you can see the list of
people, invite people, admit
anyone in the waiting room,
or mute/unmute people.

Mute or
Unmute
individually
or everyone
at the same

Note: when
you click

‘Mute all’ it
doesn’t mute
the host.




Chat

Zoom Group Chat The chat window is
useful if you need to
share information via
text. You can send a

public message to
everyone, or a
To:  Everyone v private message to

Type message \gere... one person.
To:  Sue v  (Privately)

Type message here...

Write

messages Click here to
here. change who you're
messaging.




Hosting the first online book club meeting

After you have welcomed everyone, and you’re happy everything is working,

you can start reading a book together. The first time you do this, read a short ey
book, or one you have read before — it makes us all more confident. Take your /1’ 3
time. You don’t need to read the whole book in one session. /4’?‘“"]“

Explain what you are going to do, for example: b’] [ S

* We are going to share the pictures/book on the screen so you can all see
them.
e All of your microphones will be muted, so that there’s not too much noise.
* Nigel will lead the group, and when he invites each person to read,
Emily  will unmute you so you can speak.
* When it’s your turn, tell us what you think is happening in the picture.
 When you’ve finished, we will move on to the next picture.
e |If you have any difficulties hearing, or seeing the pictures, let Emily

know so she can help you fix it (e.g. phone her, or write her a message
using Zoom chat).

Have loads of fun as well as talking about the story.



To share a book or scenario, on a computer, open the pdf or the

BWStoryApp, and then click on the ‘Share Screen’ icon in Zoom.
You will get various options. It may look like the below window.
Choose either ‘Screen’ or the pdf/webpage you want to share.

Share S5creen

) Select a window or an application that you want to sharg

When you press the blue ‘Share’ button, all
participants will be able to see what’s on your
P 4 screen. Bring the item you want to share to
o the front of your screen and choose ‘full

screen’.
Whiteboard

—_ Participants will be able to view what’s on
- > G your screen, and you can move the pages of
Beating the Virus the book (or scenario) forward as needed.

Wustrited by Lucy Bergonsi
When finished click on ‘Stop share’
Launch Meeting - Zoom - Mozill... Beating+the+Virus+-+COLOUR....

B Stop Share

(] Share computer sound




Sharing the Screen with Participants — using a smartphone or tablet

Participants will be able to view what’s
You will get various options. It may on your screen, and you can move
look like one of the below windows. through the book (or scenario).

To share a book or a
few pictures, on an

iPad or smartphone,
open the pdf or the
BWStoryApp. Then

Choose ‘Screen’ or Zoom’.

. Photo @ =
click on the ‘Share e
) Document Scred | Recording
Screen’ icon, Box Beating the Virus
dlusteated by Lucy Bergons
Dropbox

Google Drive

Microsoft OneDrive

Microsoft OneDri for Business

Start Broadcas

Web LIRL

Bookmark

Smartphone/ Tablet icons

sScreen

When finished, click
on ‘Stop share’ .A —y

| S—

Share Whiteboard

Stop Video Share Participants Moo Stop Video stop share Participants




These are pictures of screen-sharing at recent Zoom book club meetings.
You can see the book picture on the screen, and also the gallery of
participants on the side (or underneath).




While chatting with each other at the
beginning or end of the book club,
you can show one another things
from your homes.

ltems people have shared so far:
e a poster thanking the NHS

scones/cake they had just made.
a favourite pillow

pictures they have drawn or
coloured in

pets often end up on screen too!
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Record

To record the
session, click
on this icon,
and it will
record and
save the video
file at the end

of the meeting.

r=

v o enter Full Screen

-4 k
ar Exit Full Screen

At the top of
the screen,
you'll see one
of these icons
to either
enter full
screen or exit
full screen.

Information
icon — click on
this to see the

meeting ID,

passcode,
host name,
and invitation
link.

©

Reactions

You can clap
ordoa
‘thumbs up’
by clicking
here.

Thumbs up

N &

To end the
meeting click
here.

Click on ‘End Meeting for All’

) End Meeting §f Leave Meeting?

meeting running, please assign a Host.

(LCRNEHLERETENINN | Leave Meeting | | Cancel |



) Select a window or an application that you want tfl share

/

Screen Whiteboard

Click on ‘Share Screen’ and
then ‘Whiteboard’ and ‘Share’.

A Whiteboard will appear
on the screen, which you
can draw on.

A % Ll

wrt Video Security Manage Participants

You will still have your

I g

MNew Share Pause Share Whiteboard

Stop Share

standard icons at the top,
plus a ‘Stop Share’ button.

LI

More

Chat

# 4

Stamp Spotlight Eraser

There will also be a toolbar
for the whiteboard.

O o @ ©

Format Undo Redo Clear

x




The most important thing, is to have fun!
Goodbye from all of us!
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Beyond Words

empowering people through pictures



