GUIDANCE ON SCHEDULING & HOSTING A HADAS ZOOM MEETING

Step 1 Sign in to Zoom.

Go to the link: https://zoom.us/signin

and the following screen will be displayed:

Sign In - Zoom x -+ - hat
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||||||||||| e
w @ = M
& &3

REQUEST A DEMO 44 (20) 7037 8941 OR 0800 368 7314 RESOURCES ~ SUPPORT
Zool l l SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING ~ SIGN IN SIGN UP, IT'S FREE

Sign In

Email Address

Email Addrass

Passwerd

Password Forgo:?

L3
)

Stay signed in New to Zoam? Sign Lp Free

Captcha Code

1117

soor | olflemm BE|Y O F » . DoAmaEa B

Enter the hpzoomshare@gmail.com address, the password and Captcha code:
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@ Signin Zoom x = a

&~ @ & zoomuwus/signin - 4% @ % o H
_
ZOONIM  sowmons»  PLANSEPRICING  CONTACT SALES JOINAMEETING  HOSTAMEETING v SIGNIN SIGN UP, IT'S FREE
Sign In

Email Address

hn7onmshare@gmail com

Passwurd

Captcha Codz

o
[ | dae8lC S

Stay signed in New to Zoom? sign Up Free

The following screen will then be displayed:

@ My Profile - Zoom X+ = a] x
&< & usC2webzoom.us/orofile * & 20 :
_I: °
ZOOI l . SOLUTIONS « PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOINAMEETING HOST A MEETING ~
PERSONAL

_ HADAS&PBPS Shared it

Account No. 3005747707

Meelings
‘Wehinars
Change
Recordings
Sattings Persanal Meeting ID s e gn ghow Edit
https:fusO2web.zoom.us/j/ = " 6237pwd=""""""""  Show
ADMIN Use this ID for inszant meztings
» User Management
Sigr-in Emzll hpz***@gmal.com  Show Edit
» Room Management
bs Linked accounts: 5
+ Account Management
User Type Licensed @
+ Advanced
Capacity Meeting 100 @

Step 2 Schedule Meeting.

Click on SCHEDULE A MEETING at the top, right of the screen.
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@ My Profic Zoom x = a X

&~ C & usC2webzoomuus/orofile r @ N o H

_
zool | . SOLUTIONS +  PLANS&PRICING ~ CONTACT SALES JOINAMEETING  HOST A MEETING ~

PERSONAL
Edit
o Account No. 30Us74FI0F
Meetings
‘Wabinars
Change
Recordings
Settings Persoial Meeting ID x 22608 Show dit
https:fusU2web.zoomus/|/** """ "6 25 7pwd="""""""*  Show
ADMIN Use this IN for insmant meefings
+ User Management
Sigr-In Email bpr***@gmal.com  Show Edit
+ HKoom Management
= Linked accounts: (£
+ Accourt Management
User Type Licensed @
+ Advanced
Capacity Meeting 100 @

And the following screen will be displayed:

@ Schedule 3 Meeting - Zoor X+ = a] x
&< € @ us02webzoom.us/mesting/schedule * & 20 :
_
ZOOI | . SOLUTIONS v PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING  JOINAMEETING  HOST A MEETING ~
PERSONAL .
My Meelings Schedule a Mezling
Profile
Schedule a Meeting
Topic My Meetin
‘Wehinars P £
Recurdings Description (Optional) Enter your meeting description
Sattings
Use 2 Template Select 3 template v
ADMIN
» User Management
Wihen 09/18/20 m | 12:00
» Room Management
s Account Management .
Duration 1 <@ - mia
+ Advanced
Time Zone (GMT+1:00) London v

1132

" 18/09/2020 E

On this screen we enter the Meeting Topic, the Meeting Description (Optional), the Date
(MM/DD/YYYY format), the Time the meeting will start (Note: The start time can only be selected in
30 minute tranches).

We also enter the Duration of the meeting. (Note: It is always best to schedule the meeting for
longer than required, in case of overrun, as the host can always close the meeting when required).
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If you scroll down there are further options available.

O Schedule a Meeting - Zoon

« & & usC2webzoom.us/mzeting/schedule

= o X

* o 20 :

X+

_ REUESTADEMO.  as 017037 61 0 om0 363 7 R LAl

Zool l . SOLUTIONS PLAMS & PRICING CONTACT SALES SCHEDULE A MEETING JOINAMEETING HOST & MEETING +

Atterd Live Training

Video Tuterizls

Knowledge Base

(] Recurring meeting

Registration [ Required
Meeting ID (@ Gererate Astomztically () “ersonal Meeang ID 48/ 5504623
Security Passcode @ 8054622 [ Weitng Room
Video Host ®un O olf

Participant @®on (O off
Audio O Telephone @ Computer Audio () Bath

£
i ; £
R R A T T

The options we should be aware of are:

Registration:
Waiting Room:

Video:

Audio:

We are currently not using this option, so this should be unchecked.
We are currently not using this option, so this should be unchecked.

We are currently setting this on for both host and participants. However, we have
given guidance to members to turn this off if they leave their seat etc during the

lecture.

The Computer Audio option should be checked. We are not allowing telephone dial

in due to the cost.

Further down the screen we have more options.
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@ SchedulcaMecting Zoor x — (=] ®

&~ C & usC2webzoomwus/mecting/schedule w @ N o :
_
z OOI I . SOLUTIONS + PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOINAMEETING HOST & MEETING «
Meeting Options Enablz join before host

[0 Mute parficipants upon entry

[ Only authenticated users can join

0 Autometically rewond meeting

Alternztive Hosts Example: mary@company.com, peter@school.zdu

Faneel

About Download Sales Support

Zoom Blag. Meetings Clies +44 (20) 7039 E961 or 0800 Test Zoom [ ]
Customers. com Hooms 68 £314 Account

= I g 11
s ® @ 8 & ® & e ) 3B & gy B

Enable join before host: We are currently enabling this option so any participants
joining before the host are able to socialise.

Mute participants upon entry: We are leaving this unchecked but will ask members to
mute themselves whilst the lecture takes place so as not to
distract the lecturer.

Only authenticated users can join: We are currently leaving this option unchecked as it would
require users to have a Zoom account into which they would
have to sign in before joining the meeting.

Automatically record meeting: We are leaving this unchecked but if the lecturer agrees the
lecture may be recorded by the host at the time.

Alternative Hosts: We have no need of this option as we have a shared Zoom
account to which more than one person can use.

Once everything is correct, then click on the Save button.

The following screen is then displayed:
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@ MectirgIvormation Zoom X 4

&~ C & usC2webzoomwus/mecting/61642370112
_

ZOOIM  owmoNs+  PLANSGPRICNG  CONTACT SALES SCHEDULEAMEETING  JOINAMEETING  HOST A MEETING ~

PERSONAL

My Meetings Manage "From Medieval Houses to Community Archaealogy: Zxcavations at Eastcote Housz Gardens, 2012-17"

Profil this Meeting
Topic From Medieval Fouses to Community Archaeology: Excavations at kastcote House Gardens, 2012-1/
Meetings

criptior. HADAS Lecture by Les Capon

‘Wabinars

Recordings Time Oct 13, 2020 1930 London

“Alendar ] [ Ea Cuitlook Calendar (ics) ] [ e\f;hwn Calendar

Sati
R Add o [m

ADMIN
Meeting ID /1447370112

* User Management

» Room Management Security v Passcoda ettt Show Waiting Hoom

+ Account Maragement
Invite Link https:/usO2vreb zoom.us/j/ €164 23701 27pwd=eGYOVFpOcidnY1ppSGInWFArMKthGTOS @ Copy Invitazion

+ Advanced

Videu Husl On

Copy the Invite Link by mousing over it (hold down the left hand button to do this) you can the copy
it by then holding down the right hand mouse button and clicking on the Copy option.

@ Mectirg Inormation  Zoom x = a X

s @ & usC2webzoomus/macting/61642370712
_I 03T

ZOOIM  cowmoNs+  PLANSEPRICNG  CONTACT SALES SCHEDULEAMEETING  JOINAMEETING  HOST A MEETING ~

PERSONAL

My Meetings Manage "From Medieval Houses to Community Archaealogy: Zxcavations at Eastcote Housz Gardens, 2012-17"

Profile this Meeting
Topic From Medieval Fouses to Community Archaeology: Excavations at kastcote House Gardens, 2012-1/
Meetings

Descriptior HADAS Lecturz by Les Capon
‘Wabinars
Recordings
L Time Qct 13, 2020 19.30 London
Sattings ik
& Add o Openliokinnew b Jendar (ics) ] [ ) Yoo Calendar
Gpenlink i new widow
Openlin ogrite wirdow
ADMIN
Mesting ID AEA2T save link 2s..
» User Management Copy link addr=ss
+ Room Management Security v Passc EEsE n
B Ztl-F
» Accourt Management
Inspect Ctrly Shift 1 |
e . Invite Link hittps:#/USUZWiED LU0IILS/ | © L0=£0 4 Ui - £: pwd -3t u vEPLcidnY 1 ppSGInwWEArMEthCy E & Copy Invitazion
> Advances
Videu Husl On

This invitation link can then be pasted into an email for HADAS members by again using the right
hand mouse option.

V0.1 18/09/2020 Page 6



I"NECEIEEDN HADAS Lecture 13th Octoker 2020 @2pm - Zoom Invitation - Message (HTML) - 0 hd

Message Insert Options Format Text
=) i ocut == ’ s T Permission -
B & CalibrifBo = [11 = || A" A7[[3% - = [ S&H %@ Q g J H Z Y v
4 G lidiaz £
= Copy ¥ Highimportance
Paste ) B I oU|[®-A- Address Chece  Aftach Lttach Business Czlendar Signature || Follew Speling
- Format Painter = - Book HMames File  Item Card~ - up- | I lowmpotance -
Cipboara ) Basic | ext L] Names Include Uptians T Pooting

This message has not been sert.
To.. ‘hadsgemailletBtacas. org.uk

Serd e

Account - | Subject:  |HALA® Lecture “3th October :U:U @BEM - 00 Invration

Hella, -

‘tou are zordially invited to join the Zoom Lecture by Les Capon: From Medieval Houses to Community Archacology: Excavations
atEasicote House Gardens, 2012-17.

T B ing will be opened at7:30pm to allow time tor socialising.
g A A o frectine D p 2.
k:
&
2 previously sent janc avzilable on the HADAS website) and Mute
Font..
Faragraph... questions viathe ‘Chat’ faclity threughout the lecture. Fleace
fe lzcturer [Les Capon) only.
Eulets »
Humbesig ' |DAS members only so please do NOT torward the email to anyons else.
lypeilirk. .
ecture NOT be recorded, so it will nct be aveilable tcr viewing atter the event
A | ook Up.
Synanyns »
D Translate »
Styles »

> )= HADAS Lecture 13th October 2020 @8pm  Zoerr Invitation  Message (HTML) - g

-||= ﬂ&}] Q = [ Qf 3 permission © ;39

Message | Insert  Opfions  Format Text

=25 ) out

B

Calibri(Bo ~ 11~ | A" A7

42 Copy ¥ llighlmportance
Paste ) B I U|l¥-A- Address Check  Aftach Attach Dusiness Celendar Signature || Tollew Speling
- J Format Paintar = - Buuvk Hames File  Ilem  Card - - Up - J tow impartance -
Clipboard E] Basic Text B Names Include Options % || Pioofing

This messags ha not been sert.
To.. ‘hadasemalllst @tacas. org.uk ;

Serd ..

Account - Subject: HADAS Lecture “3th Dctober 2020 @Bem - Zoom Invitation

] » &1

Hello,

Youare cordially inviled L juin the Zuom Leclare by L2s Gapon: From Medieval Houses Lo Communily Archaeolugy: Excavations
at Fastoote House Gardens, 2012-17.

The | ecture will start at 2pm, hit the meeting will be apenefat 7:20pm to allaw time far sacialising,
Tajoin please click on the following link:

hitpsy//usn?web zoom.us/[/81542370111 22 pwd=e GYOVFpNcjAn Y1 ppSG InWFArMkh DTN

Please he aware of tha 7onm guidancs pravinusly sent (and avzilahle an the HADAS wehsite) and Mute
yoursell during he keclure.

The leclurer has indicated he will lake guestions via the ‘Chal’ Taclity Lhrcughoullhe leclure. Please
he sure to direct your questions to the lzcturer 185 Capan) anly.

Plase note that This lecture is far HANAS memhers anly sa pleass do NOT forward the email o anyona slse.
The lacfurar has requested that this lecture NOT be recarded, sa it will net he avsilable for viewing after the event

Regards

Devid

Step 3 Hosting the Meeting.

To host the meeting, sign into the hpzoomshare@gmail.com account on Zoom by clicking on the
Zoom icon and signing in to the Zoom application on your device by clicking on the Sign In button.
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Sign In

| Fpzoomshare@gmail com Sgn In with $50

sign Inwih Guogle

Sign In with “acebock

Sign Up Fice

If you then click on the Invite Link previously sent in the email out to members, you will now
automatically enter the meeting as the host.
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B4+ %)+ HADAS Lecture 13th Octoher 2020 @Rpm - oo Invitation - Message (HTMI ) - g

paen 1?‘ Y E2 Permission - y
— — ¥ Highimportance

Message | Insert  Opfions  Format Test

B

- Cut Ce
& Calibri(Bo = [11  ~ /[ A" A7
142 copy

(8 & § =

Paste ) B I oU|[®-A- Address Chece  Aftach Lttach Business Czlendar Signature || Follew Speling

- Format Painter = - Book HMames File  Item Card~ - up- | I lowmpotance -

Cipboara ) Basic | ext L] Names Include Uptians T Pooting
This message has not bean sert.
To. | |hadscemsiletabacac.orguk;

Serd
ATcOUNt T Subject: HALIAS Lecture ~3th Detober 0.0 @EEM - L00M INVEation

Hello, =

‘tou are zordially invited to join the Zoom Lecture by Les Capon: From Medieval Houses to Community Archacology: Excavations
atEasicote House Gardens, 2012-17.

The Lecture will start at 3pm, but the meeting willbe opened at 7:30pm to allow time tor socialising.
To join please click onthe tcllowing link:

g@mamzmuzrpwu:semwpncinmpasunwmrm

Please be aware of tha Zoom guicanca praviously sent janc avzilable on the HADAS website) and Mute
yourself during the lacture.

The lecturar has indicated ha wil take questions viathe ‘Chat’ faclity threughout the lecture. Fleacse
be sure to direct your questions to the lacturer [Les Capon) only.

Please note that This lecture is tor HADAS members only so please do NOT torward the email to anyone else.
The lecturar has requested that this lecture NOT be recorded, so it will nct be aveilable ter viewing atter the event

Regards.

David

You can also use the Zoom application on your device to schedule meetings using exactly the same
options as described for the Zoom web application above.

M= MmN B A

[, ] o= ¥ B €1 Searh

Meetings Cantacts

MNew Meeting ~

Share sereen ~

No upeoring mestings today
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New Tab ) Schedulz meetng X 7><1 - &8 X
= Newtsh EE— | T

o Schedule Meeting
£ Apes Q0 Search @'

[ Anscrock-9 Topic
HADASHPRPS Sharer's 7onm Meering | o Gmal Image: i o
Start: Fri Sestember 18, 2020 v [ 13:00 v
Durztion 1 hour v 0 minute v
") Recurnng mesting Ime Zonx Loncon
Meeting ID
© Genercte Automatically () Personal Mesting D 487 3504623
Security

993502 Waiting Room
My Feed ¢ e

Video

Host: @ on () Off Participents: @) On () OF

Audia
) Telephonz () Computer Audio © Telephone and Comouter Audic

Dialin from United States Ecit

Calendar

O outlock () Google Czlendar () Dther Calerdars

Advanced Options -

Save [ cancel |

To see all the options then click on Advanced Options.

New Tab 2 Schedulz mestng " 71 = -
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Duretion 1 hour v 0 minute v
_ Recurring mesting TimeZone: Loncon +
Meeting ID
O Generzte Astomatically () Fersonal Meeting ID 487 550 4623
Securlty
993302 @ vesiting Room
MyFeed 4 a 9
Video
Host: Q on (O off Participznts: @) On () 0¥F
Audia
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Dialinfrom United States LCeit

Calendar
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Q\dv:n:nd Optionc )
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