Digital Hub Guidance

How to use Teams and Zoom from my
Participant Hub
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Welcome to Your Digital Journey with Participant Hub!

Teams and Zoom are fantastic platforms for connecting, collaborating, and creating with people from anywhere in the world! They make it easy
to join meetings, attend workshops, participate in interviews, and much more.

This guide is designed to help you access and learn about basic features using your browser, such as:

* Accessing meetings from your email
e Turning your mic on/off

*  Turning your camera on/off

* Using chat functionality

* Using interaction buttons

Our goalis to empower you with the knowledge and skills to navigate the digital landscape with ease and confidence.
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1. Microsoft Teams

You don't need an account or sign in to attend a meeting on Teams. However, creating an account can be very beneficial.

But for now, let's start with how to access or attend a meeting you've been invited to.

When you're invited to attend a meeting, interview, or workshop, you'l receive an invitation in your email.

Open your email and locate the Teams invitation. Once opened, Teams invitation will look like this:

Microsoft Teams neecrepn

Join the meeting_ now

Meeting ID: 347 711 762 974

Passcode: XOYRnG

g

Dial in by phone

+44 20 3443 6265, 5126458701# United Kingdom, City of London .

- ) From there, you'll have two options:

Find a local number

Phone conference ID: 812 648 TO1#

For organisers: Meeting_options | Beset dial-in P
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Option 1

1.From your email, click on ‘Join the meeting now’

Microsoft Teams neecrep:

Join the meeting_now

Meeting ID: 347 711 762 974
Passcode: XQYRnG

Dial in by phone
+44 20 3443 6268 512648701# United Kingdom, City of London

Find a local number

Phone conference ID: 812 648 701#

For organisers: Meeting options | Reset dial-in PIN

2. You'll then be redirected to another page where you'll need to
click '"Continue on this browser.

@:
Join your Teams meeting

Continue on this browser

Join on the Teams app
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3. Just before you join the meeting you will have opportunity to adjust a few things:

i

Microsoft Teams meeting

Type your name

+_

(]

Your camera is turned off

75z Background filters

I

E:_? Computer audio

Surface High Definition Audio

%

&
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Phone audio

Don't use audio

Cancel




Option 2

1.From the Participant Hub, under 'Login to your tools here, 3. After clicking 'Sign in' on
you’ll click on the Teams icon. the MS Teams page, you’ll
be brought to this page: Everyone
Lock for jobs here: Login info your email hefe: .
e ek sgyolying o o s ok Need hel creating an sccownit or iogging 7 - click hers . ) . together In Tea ms
= & ™M ™ Click on 'Join a meeting’
9 /o Stay connected and organised across
I Outiook Smal e Yaheo st work, school, and life. Rememober, you
Peedosuk Indeed
- - won’t need to
Login to your tools here . .
© @ | |loinioruioser TN Signin
C\.ILhﬂ-x Nead haip oy AN AcCouLnt or + ) .
Join a meeting
o |
L F ere -
Adnna Total dobs
® D S
Glassdoor Linkoedin
2. You'll then be redirected to Microsoft Teams page, then click on 4. After clicking 'Join a < Join a meeting
‘Sign In’ button on the top right.. meeting, enter the Meeting Enter the mesting details beiow or use the ink
from the invitation. Learn more
BTN & i oo oo ibiomnin 1 : R ——— ID and Password from your the imvtat
BE Microsoft | Teams  scucs Teams meeting invitation
email.
: — P Click 'Join a meeting' again,
The new ‘ , and you'll be ready to adjust
Microsoft Teams . X PN & g f ti h
is now generally S 7 ~ al afew se. ings as shown on Micting D (D *
available the previous page. 347711 762 974
Collaborate more effectively with a - 2 b ¥ ==y peeEE ol E ),
faster, simpler, and smarter Teams. — @ | ' XQYRNG
-
|
) ’,
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Features and Functionalities

Chat - Click once to open a 8 DO @ @ Porticipant Hub | Microsoft T X |
text box on the right side of

the screen, where you can

< C R o

o a X
https://teams.microsoft.com/v2/?meetingjoin=true#/l/meetup-join/19:meeting_ Al 4

¢ B A Y W ow Glm v % - O
Leave — Click once when
O 00:29 » & ¢ © @B - [\ *——
write your comments @ st People  Rase  Ret  View Mo Camers Mic Share you are ready to leave the
. . . . . . .
Remember! Everyone on T - meeting
the call will be able to see
your comments.

List of People attending the
meeting

Share — Share your screen
with others in the call. Often
used to present documents

or PowerPoints.

Raise - Click once toraise
your hand and notify the
organizer that you'd like to
speak.

Mic - Click once to turn
Mute/Unmute.

React-Clickonce and a

Camera - Click once to turn
On/Off.
drop down will show with
emoji options to react

¢ VU E G

Your camera
Settings — Adjust your

e -
audio & visual settings _
and change your

background.
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Tip: Use background effects to protect your privacy!

2

N
N v \./ v ™ Lleave v/
Mi Share

Video effects and settings X

1. Select"More", then click "Video effects and settings". 2.Select a background using one of
these options.

Video effects  Avatars  Settings

* Backgrounds

%) Y 7
Remember to pick a background with a —
3 - rofessional appearance, such as the -
i B ol U I P PP ,
B Maotes Raooms i pps Mare Camera Mic Zhare Standard Blur" effect.

(@ Record and transcribe b

(i) Meeting info

—® % Video effects and settings

Ch Audio settings

AT Language and speech b

EEE Settings b

CF:I
[
=T}
3
I

(@ Others won't see your video while you preview.
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2.Zo0m

Just like with MS Teams, you don't need an account or to sign in to join a Zoom meeting.
Let’s check how to access or attend a meeting you've been invited to.
When you're invited to a meeting, interview, or workshop, you'll receive an invitation via email.

Open your email and find the Zoom meeting invitation. Depending on how the organiser sends the invitation, it might look like this:

Join Zoom Meeting

duolingo.zoom.us/j/983847822667p... Hi,
ID: 98384782266

Passcode: 042308

wWednesday Sep 18, 2024 - 9am —
9:30am (Eastern Time - New York)

Ve are pleased to invite you to our Self-Confidence Workshop

Booked by Join by phone
Andressa (US) +1 877-853-5257
Passcode: 042308 Topic: Self-Confidence Workshop
Join using SIP Time: Mov 15, 2024 10:00 AM London
08384782266@zoomerc.com O r
Passcode: 042308 Join Zoom Mesting
Joining instructions https:fustSweb.zoom.us(jfB2TT52 18070 Tpwd=UUyQJITEOEFH G TyiOHglietGeDTG 1.1
Joining notes
Meeting host: . Meeting ID: 827 7521 6070

Fasscode: MJwwXG

Join Zoom Meeting:
https://duoclingo.zoom.us/j/98384782266?
pwd=pFlxivMC8TQGFEkI1F3i0LAhESIAYN.1
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To join a meeting you have two

options:
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Option 1

L o o,
1. From your email, click on Join Zoom meeting 3. If you encounter any issues, click on the Join from your browser’ button

Join Zoom Meeting located below the ‘Launch Meeting’ button:
duolingo.zoom.us/j/983847822667p.
1D: 98384782266

Passcode: 042308

Wednesday Sep 18, 2024 - 9am —
9:30am (Eastern Time - New York)

Click Open Zoom Workplace app on the dialog shown by your browser

Booked by Join by phone

Andressa (US) +1 877-853-5257 If you don't see a dialog, click Launch Meeting below
Passcode: 042308
Join using SIP R . . .
08384782266@z00mere.com By joining a meeting, you agree to our Terms of Service and Privacy Statement

Passcode: 042308

Joining instructions
. Launch Meeting
Joining notes

Meeting hest

Join Zoom Meeting:

hitps:// i 00m.us/|/983847822667
pwd=pFIxtvMCBTQGFEkr1F3i0L AhESIAYN. 1

Don't have the Zoom Workplace app installed? Download Now

Jain from your browser

Having issues with the Zoom Workplace app

2. You'll then be redirected to another page where you'll
need to click ‘Launch Meeting'

e 4. When the meeting page appears, click on the ‘Join’ button.

Click Open Zoom Workplace app on the dialog shown by your browser

If you don't see a dialog, click Launch Meeting below

By joining a meeling, you agree 10 our

4

on't have the Zoom Workpiace app instalied

You are now ready to use
zoom.

. ’,
Pl )= product

Reedin Partnership A woien 5

Reed Company Confidential




Option2

1.From the Participant Hub, under 'Login to your tools here,

2. You'll then be redirected to Zoom page, then click on ‘Join’
you'll see the Zoom icon. Click on thisicon.

button on the topright..

Meed el apoidng fior & job?- ook Need help oeating an sccount or logging in? - chek here rch  Support  +44 (20) 7039 8961 or 0800 368 7314 Request a Demo

Look for jobs here: Login into your email here: |
here i ' h @ 200m Products Solutions Resources Plans & Pricing ( contactsales ) m
Yahoo Mai

o % [O

Al-first work platform for human connection

zoo I . Zoom Workplace ( Alcompanion ) ( Business Services ) Developer Ecosystem

@ "f; £V The next generation of Al Companion Is here! Get started >
l Ourtinok Gmail Cloud
Reed.couk Indeed 9
Find what you
Login fo your tools here: need when you
m iou il need an acoournt io use these ook, need It Wlth AI
Naed Faly crmating an sScooint or Doging o pour sxsting socogmt? - ook b -
Monster  CViLbvary Companion
m g L Accomplish more with Zoom Workplace: your Al-
first work platform featuring Al Companion 2.0,
@ = included at no extra cost.*
adiinn ] Word Escel Google Drive: Google Do
Glasdoar

{9
|
]

Remember, you
won't need to
Sign In
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Join Meeting

3. After add the ‘Meeting ID’
that you received by email, Mesting ID or
and click in Yoin’ 827 7521 6070

By clicking "Join”, you agree to our Terms of Services
and Privacy Statement

Join a meeting from an H.323/SIP room system

4. Click ‘Launch Meeting’ on the next page.
5. Click on the blue ‘Join from Browser’ button.

Click Open Zoom Workplace app on the dialog shown by your browser

If you don't see a dialog, click Launch Meeting below

By joining a meeting, you agree to our Terms of Service and Privacy Statement

Launch Meeting

Don't have the Zoom Workplace app installed? Download Now

Having issues with the Zoom Workplace app? Join from your browser
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6. Next, enter the Meeting Passcode (provided in the email
invitation) and Your Name, and Click ‘Join’

Enter Meeting Info

Meeting Passcode

Your Name

Andressa
Remember my name for future meetings

By clicking "Join", you agree to our Terms of Service and

Privacy Statement,

o 5

Join Audio Start Video

You are now ready to use
Zoom!
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Features and Functionalities

& @ Conf
: im] @ (@) Seli-Confidence Workshop X

< C @

Zoom
Workplace

Chat - Click once toopen a
text box on the right side of
the screen, where you can
write your comments.

Remember! Everyone on
the call will be able to see
your comments.

List of Participants
attending the meeting

Camera - Click once
to turn On/Off.

Mic —Click once to turn
Mute/Unmute.

Unmute Start Video

. ’,
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] https://app.zoom.us/wc/8277

5216070/start?from=pwa&_x_zm_rtaid=el.. & a AR

% Andressa Zander
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Your camera

Reaction - Click once and a
drop down will show with
emoji options to react and
option to raise your hand

Share — Share your screen with
othersin the call. Often used to
present documents or
PowerPoints.

Settings - Adjust your audio &
visual settings and change your
background.

Leave - Click once when
you are ready to leave the
meeting
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Tip: Use background effects to protect your privacy!

2.Select a background using one of

1. Click the * symbol beside "Start Video". these options.

2. Click "Blur my Background" or "Choose Background".

Remember to pick a background with a
professional appearance, such as the
"Standard Blur" effect.

Select a Camera
Same as System

+ HD Camera (05c8:03fa)

Mirror My Video

Blur My Background...

Choose Background...

Video Settings...

(34

Start Video
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N\ U 4
The Participant Hub does
o o not have a built-in webcam.
P \ Please ask a member of
P staff for a plug-in webcam
w that you can use.

4

Remember to be polite
and raise your hand
when you wish to speak

y

For further technical guidance
on how to use the Digital Hub,

If you have any suggestions
and/or ideas on how to

click this link: improve the Digital Hub, please
https://www.phrinp.co.uk/sup contact your Digital Hub
port-guides Champion.

J
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https://www.phrinp.co.uk/support-guides
https://www.phrinp.co.uk/support-guides
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