g% Bygdegardarnas
4 Riksforbund

Lathund Zoom

Ansluta till, delta i, hdlla i och skapa moéten i Zoom
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Ansluta till ett Zoom-mote

For att ansluta till ett méte pd en dator — klicka pa ldnken till motet du har fatt av den som bjudit in till métet.

Nar du ansluter till ett Zoom-méte for forsta gangen behdver du ladda ner ett litet program. Obs! Notera att det kan se lite olika ut beroende
om du anvander Chrome, Firefox eller Edge for att surfa pa internet. Exemplet nedan visar hur det ser ut med webblasaren Chrome.

Sa har ser det ut nar du har klickat pa lanken:

C @ us02webzoom.us,
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Click Open Zoom Meetings on the dialog shown by your browser

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

Om du har deltagit i ett Zoom-

+—_____ mote tidigare och har
installerat programmet klickar
du pd Launch meeting.

Don't have Zoom Chent instalied? Download Now

Olika webblasare:

Internet

Expl
xplorer Edge Firefox

(undvik heIst{A x /




S3 har gor du for att ladda ner programmet (ser lite olika ut i olika webbldsare och beroende pé dina instéllningar):

* B » =@

&« c & us02web.zoom.us/s/83916325778?pwd=NIEvbHIDOXZRTWFIWGVKOTBEVHZHZz09#success
al BRAnalyties [f] CreatorStudic @ Datoravdelningen @8 Ljudbibliotek @@ BR-YouTube (@) Zoom (@ VotelT

B oAppar B BR @ BR-WP @ BR-Staging €@ BR-Fo [[ BRTrelle j- Notified @ BRMailchimp B AdobeStock b BRSharcpoint & ER Goagle Drive

Zoom Support

English

Once you install Zoom Client, click Launch Meeting below

Launch Meeting

1. Klicka p3 Download now
Don' have Zoom Clent nstalea? ETmEzd o) 4 for att ladda ner Zoom.

Having issues with Zoom Client? Join from Your Browser

ommunications, Inc. All rights reserved
acy & Legal Policies

Copyright ©@2021 Zoom \

2. Dubbelklicka p& och kor programfilen
ndr den har laddats ned (detta ser lite
olika ut i olika webblasare). Om du far

en fr&ga om programmet far gora °
andringar pé din dator sag ja.

Click Keep when receiving notification
Then click Zoom... .exe

Visa alla x

@ zoom_cm fod2ank..exe A

A G & ) 1224 B

Forst far du en forhandsgranskning av hur du kommer att se ut. Har kan du dven testa ditt ljud. Du kan &dven fa en frdga om du vill ha din
kamera pa eller inte. Kom ihdg att klicka pd Join meeting s3 att du inte fastnar i forhandsgranskningen.



For att ansluta till ett Zoom-moéte for forsta gdngen i en smarttelefon eller surfplatta behéver du ladda ner appen Zoom Cloud Meeting.

Oppna sedan appen for att ansluta till ett méte. Bilderna nedan kommer fr&n Android (Samsung Galaxy S10e), notera att det kan se ndgot

annorlunda ut pd andra telefoner.
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Start a Meeting

Start or join a video meeting on the go
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Oppna appen och klicka pd
Join a Meeting.

Join a Meeting

Sign Up Sign In
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< Join a Meeting

| 1. Skriv in Meeting ID for motet.

Join with a personal link name

Jenny Dahlerus BR \

2. Fyll i ditt namn.

Join Meeting \

3. Klicka pa Join Meeting.

Don't Connect To Audio

Turn Off My Video

Skriv in Password for motet och
klicka p& OK.
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Please enter your meeting password
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Cancel
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Video Preview

Always show video preview dialog
when joining a video meeting

in without Video Call via Device Audio

: — Dial in
Klicka pd Join with Video.

v 0

Join Audio  Stop Video Share Participants More




Delta i ett méte i Zoom
Nar du &r deltar i ett mote i Zoom &r det framst tre saker du behéver ha koll pa: mikrofon, video och gallery/speaker view.

S& har ser det ut i en dator:

() Zoom Meeting

ra

i Gallery View 1

a

% Jenny Dahler.. = %

Har vaxlar du mellan
Speaker View (den som
pratar visas i storre bild,
ovriga deltagare ligger i
en rad hdgst upp) och
Gallery View (alla visas

som lika stora bilder med
en grén ram kring den
som pratar for tillfallet).

Har satter du Har satter du
pd och av din pa och av din
mikrofon. video.

Jennyahlerus

@ - 222 3 O] &

Unmute Stop Video Participants Sha Record Reactions



Unmute Stop Video Participants Chat

Om du klickar pa Participants kan du se vilka som deltar i motet: Om du klickar pad Chat kan du skriva till deltagarna:

- o X R - m ®
Har stanger

O Participants (2) du respektive O ot

;}g Jenny Dahlerus (Host, me) r_‘, (] fonSter- From Me to Everyone:
(g ; kst ; Hejt
g& Bygdegardarnas Riksférbund oA

Har kan du
vdlja vem du
vill skriva til.

To:  Everyone v O File

Invite Mute All

I



S3 hér ser det ut i Zoom Cloud Meeting-appen i smarttelefon eller pa surfplatta (notera att bilden nedan kommer fran en Android
Samsung Galaxy S10e och att det kan skilja sig ndgot mellan olika telefoner):

XXX-XXXX-XXXX (&)
Password: XXXXXX

Har satter du Hér satter du
pa och av din pa och av din
mikrofon. video.

X

Start Video Participants

For att byta vy (view) svajpar du (drar med fingret at olika hall p& skdrmen).



Byta nhamn i Zoom

Om du inte har skrivit in ditt namn korrekt nar du ansloét till métet kan du éndra det i efterhand.

I datorn klickar du antingen pé de tre prickarna som visas i 6vre hdgre hérnet pa din bild och valjer Rename. Du kan ocksa klicka pé
Participants dar du kan se namnen pa alla som deltar i métet och sedan pd More till hoger om ditt namn och vélja Rename dar.

I smart telefon/surfplatta viljer du Participants och klickar p& ditt namn och sedan Rename.
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Leda ett mote i Zoom

Sa har ser vyn ut for dig som ar vard (host) for ett mote i Zoom ut. Vad som kommer upp i listen léngst ned beror till viss del pd instéllningarna
i Zoom s3 det &r inte sékert att du har alla dessa val. Som vérd kan du styra en del av vad dina deltagare kan och fér gora, till exempel nar det

galler ljud och video.

) Zoom Meeting

Bygdegérdarnas Riksférbund/is connecting to audio = Jenny Dahlerus

& - @ ~ ) 2o N O) as (]

Record Breakout Rooms Reactions

Mute Stop Video
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Om du r6r pd muspekaren kommer tre sma prickar upp i en bld fyrkant och om du klickar p3 dem fér du upp en méngd val du kan géra for den
deltagaren. Det viktigaste for dig som métesledare &r att du kan be deltagare sétta pd/sténga av mikrofon och video.

Om det &r ndgon som har kommit in p& métet som inte ska vara med kan du aven klicka p& Remove (nast langst ned i listan)

£ Zoom Meeting - O X

Ask to Unmute ==
Ask to Start Video
Chat

Pin

Hide Non-Video Participants

Make Host
Make Co-Host

Rename

Put in Waiting Room
Bygdegardarnas Riksférbund is connecting to audio == Remove

Report...

@ - 7 a8z - ® CH ]

Mute Stop Video Security Participants Sha n Record Breakout Rooms Reactions

For att avsluta ett méte klicka du pé den roda knappen langst ned till hoger.
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Dela skdarm i ett Zoom-mote

For att visa ndgot pa din skarm for att andra deltagare klickar du p3 Share Screen i mitten listen langst ned i Zoom.

% 222 - S + e

Stop Video Security Participants Record Breakout Rooms Reactions

Sen valjer du vad du vill visa. Tank pd att det &r skillnad pa att dela Screen (hogst upp) respektive ett visst program, om du bara delar ett
program ser inte de andra deltagarna om du Oppnar ndgot i ett annat program.

2 select a window or an application that you want to share X

Basic Advanced Files

Kommunikation H

4

Screen 1 iPhone/iPad

=

DS-intro 2020 - kommunikation fm Meeting Information - Zoom - G... ‘. Lathund Zoom - Word m Inkorg - Jenny.dahlerus@bygdeqg... ﬁ

= Show all windows...

o

[ .
Meeting Information - Zoom - Prime Stédgrupp for Corona | Microsoﬁ...* Anmaélan webbinarium Arsmote i m

() sharesound (] Optimize for video clip m
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S3 hér ser det ut nar du delar en Powerpoint, du kan som vanligt visa den som bildspel. For att avsluta delning klickar du pa Stop Share (r6d
knapp i 6verkanten av skdarmen).

Spara automatiskt (@ = DS-intro 2020 - kommunikation ~ LECJE - Jenny Dahlerus (P M@
Arkiv  Start  Infoga  Design  Overgdngar  Animeringar  Bildspel  Granska  Visa  Hjalp  Acrobat % Dela T Kommentarer
ia) s I s Kulw|E-Er| =2 ENNDO0O: [ : - G & &a
e . T Arerstal & AlLLe 30 O L o Bt ~ = )
Kictra My Ateranvind — E iU € ad 2. A @~ ) g o Skapa och dela | Diktera | Designidéer
e & bid~  bider [ Avsnitt~ ot S==5 B \ - (= [ Markera~ |~ pgope PDF

urkiipp 5 Bilder Tecken Stycke Ritning Redigering Adobe Acrobat | Rost Designer ~

4 Standardavsnitt

SPAR
Kommunikation £ & B‘%

———— "’»,,,ﬁé'

Kommunikation

Distriktsstyrelseintroduktion 18 september 2020
Jenny Dahlerus, kommunikator

Bygdegéirdarna samlar Sverige!

»

Klicka for att l&gga till anteckningar

Bildspe

==anteckningar C@ Visningsinstaliningar
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Logga in i Zoom och schemaldgga ett mote i Zoom

Ga till https://zoom.us/ och logga in pd ditt konto.

) Video Conferencing, Web Confe X | +

= a X
= O & httpsi//zoom.us

@ % 7y
[ R [ BR-wP [0 BR-Staging [} BR-Fo [7) BRTrello [7) Notified [7) BRMailChimp [ AdobeStock [0 BRSharepoint [7 BR Google Drive

[ BRAnalytics [ CreatorStudio [7) Datoravdelningen [7) Ljudbibliotek [7) BR-YouTube (@ Zoom [ VoteT > | B3 Andra favoriter

REQUEST A DEMO 1.888.799.9666 RESOURCES v SUPPORT

JOIN A MEETING HOST A MEETING + SIGN IN m

We have developed resources to help you through this challenging time. Click here to learn more.

2 OO' l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES

Har loggar du in.

A Recognized Magic Quadrant
Leader!

Zoom named a Leader in the 2020 Gartner Magic Quadrant for

Meeting Solutions and a Leader in the Magic Quadrant for
UCaa$, Worldwide

Read the Reports

®
Learning made easy. Our Zoom experts offer sessions daily on all things Zoom. Register Now

& 8 « O A tm e @ T Q) 1505 B
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https://zoom.us/

@ signin-Zoom x =F
< O & https//zeom.us/signin a o ¥ % &
[ er [ 8R-wp [3 BR-Staging [ BR-Fo [1) BRTrello [ Motified [ BRMailChimp [7) AdobeStock [ BRSharepoint [ BRGoogle Drive [ BRAnalytics [ CrestorStudic [7 Datorawdelningen [ Ljudbibliotek [ BR-YouTube () Zoom [ VotelT > | B3 Andra favoriter

REQUE:! DEMO 1.888.799.9666 RESOURCES ~ SUPPORT

Z ool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING ~ SIGN IN m

Sign In

Email Address

[ [Email Address }

Password

Password Forgot?

Zoom Is protected by reCAPTCHA and the Privacy Policy and Terms of Service

Fyll i dina uppgifter

apply.
s
Stay signed in New to Zoom? Sign Up Free

Or sign in with

Q G 0

SSO Google Facebook
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© My Meetings - Zoom x |+

= X
&~ (] & https://us02web.zoom.us/meeting#/upcoming pad 3= r Y
[ s& [ eR-wP [ BR-Staging [1] BR-Fo [ BRTrello [7 Notified [ BRMailChimp [ AdobeStock [ BRSharepoint [7 BRGoogleDrive [ BRAnalytics [ CreatorStudic [ Datoravdelningen [ Ljudbiblictex [ BR-YouTube (@) Zoom [ VotelT > | B3 Andrafavoriter
REQUESTADEMO  1B8R799.5926  RESOURCES v  SUPPORT
)
ZOO' | | SOLUTIONS v PLANS&PRICING ~ CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING ~ HOSTAMEETING v Ry
PERSONAL : .
Meetlngs Recently Deleted Get Training
Profile

Klicka p& Schedule a

Upcoming  Previous Personal Room  Meeting Templates
— Meeting.
Webinars ] StartTime to EndTime

Recordings Tomorrow
Settings
18:45 - 20:00
18:45 Amsterdam, Berlin,
ADMIN Rome, Stockholm, Vienna
» User Management
Wed, Jan 20
> Room Management
> Account Management 18:00 - 21:00
> Advanced
Fri, Jan 22
10:00 - 11:00
Attend Live Training
Video Tutorials
Knowledge Base Mon, Jan 25
17:30-19:30
Thu, Jan 28
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() Schedule a Meeting - Zoom x |+

= X
& O B https://us02web.zoom.us/meeting/schedule Q 3= .'
[} 8r [ BR-wP [ BR-Staging [7) BR-Fb [ BRTrello [ Notified [ BRMailChimp [ AdobeStock [ BRSharspoint [ BRGoogle Drive [ BRAnalytics [ CreatorStudio [ Datoravdelmingen [7 Ljudbibliotek [7 BR-VouTube () Zoom [1) VoteIT > | B3 Andra favoriter
REQUESTADEMO  1888799.5926 RESOURCES ~  SUPPORT
m ixY
zoo SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOSTA MEETING ~
PERSONAL
My Mees Schedule a Meeting
Profile
Schedule a Meeting
Mate i Zoom
‘Webinars
Recordings Description (Optional) Enter your meeting description
Settings o
Use a Template None o
ADMIN
e  Skriv in Topic (édmne),
» User Management
2021-01-18 | E@ | 16:00 - valj datum, tid och langd.
> Room Management
e L3t Meeting ID
» Account Management Durati
uration 1 ~ |hr| O ~ | min

genereras automatisk.
Time Zone (GMT+1:00) Stockholm e Se till att Passcode ar
ikryssad vid Security.

> Advanced

[J Recurring meeting

Attend Live Training

Video Tutorials
Registration [ Required
Knowledge Base

Generate Automatically (O Personal Meeting ID 734 816 0959

Passcode = 955188
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) Schedule 2 Meeting - Zoom x - be

< (@) 8 https://us02web.zoom.us/meeting/schedule Q = 8
[Mer [ BR-WP [7) BR-Staging [ BR-Fb [3) BRTrello [ Motified [7) BRMailChimp [7) AdobeStock [ BRSharepoint [ BR Google Drive [9) BRAnalytics [ Creator Studio [ Datoravdelningen [ Ljudbibliotek [ BR-VYouTube () Zoom [0 VotelT » B Andrafavoriter

QUESTADEMO ~ 1BBB.799.5926  RESOURCES v  SUPI

£}
2 ool I I SOLUTIONS + PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ,f:f)
Video Host @ on (O off
Participant O off
Audio O Telephone O Computer Audio @ Both

Dial from Sweden and other 1 country  Edit

Meeting Options ] Allow participants to join anytime

[J Mute participants upen entry

[[] Breakout Room pre-assign

[[] Automatically record meeting

(] Enable additional data center regions for this meeting

(] Approve or block entry to users from specific regions/countries

Alternative Hosts Example: mary@company.com, peter@school.edu

Save Cancel

Klicka pd Save.
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) Meeting Information - Zoom x |+

< O & https://us02web.zoom.us/meeting/84943611954

[ er [ 8R-wp [ BR-Staging [ BR-Fo [1] BRTrello [ Notified

2 Ool I l SOLUTIONS ~ PLANS & PRICING CONTACT SALES

PERSONAL )
My Meetings
Profile
Topic
|
Webinars
Time
Recordings
Settings
Meeting ID
ADMIN
» User Management Security
> Room Management
» Account Management
Invite Link
> Advanced
Video
Attend Live Training
Audio

Video Tutorials

Knowledge Base

Manage "Méte | Zoom”

[ BRMailChimp

= >

9 H k= B e

[ AdobeStock [ BRSharepeint [7) BRGoogle Drive [ BRAnalhytics [Y CreatorStudic [ Datoravdelningen [ Ludbibliotek [ BR-YouTube () Zoom [ VotelT > B3 Andrafavoriter

REQUEST A DEMO

8.799.5926  RESOURCES v  SUPPORT

Fra]
SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~ ,:ST)

Mote i Zoom

Jan 18, 2021 15:00 Stockholm

Add to | m Google Calendar ‘ " ﬂi Outlook Calendar (.ics) “ [ @\mm Calendar J

849 43611954

v Passcode wasssiss Show Waiting Room Har ar Ianken du Ska SKiCka
Require authentication to join ut ti” d|na deltagare_

https://us02web.zoom.us/j/849436119547pwd=NjFITTJLWmJRaDRLbVpXdnRIYTIwUTO9

Host On

Participant On

Telephone and Computer Audio

Dial from Sweden and other 1 country

Allow participants to join anytime

Mute participants upon entry

Automatically record meeting

Enable additional data center regions for this meeting

20

Start tf eel

Om du klickar har far du
upp mer information som
kan behévas i inbjudan.




Forutom lanken kan det vara bra att ha med Meeting ID och Passcode i inbjudan, samt telefonnumrena om ndgon ska ringa in och bara lyssna
pd motet. Kom ih&g att testa inringningen fére motet.

@ Meeting Information - Zoom x F - ®
& @] & https;//us02web.zoom.us/meeting/84943611954 Q= = .
18R [ 8R-wP [7 BR-Staging [7] BR-Fo [ BRTrelle [ Notified [Y BRMailChimp [7] AdobeStock [ BRSharspoint [7) BRGoogle Drive [7) BRAnalytics [ CreatorStudic [ Datoravdelningsn [ Ljudbibliotek [ BR-YouTube () Zoom [ VetelT > | B3 Andra favoriter

Copy Meetin —
Join Zoom Meeting

Mesting Invitation https://us02web.zoom.us/j/84943611954?pwd=NjFITTILW
Bredegareemasfics| N JRADRLDBVpXdNRIYTIWUTO9

Topic: Méte i Zoom

Tmelanig202 1 Meeting ID: 849 4361 1954
pnzeenene | Passcode: 955188
pwd=NjFITTJLWmJR; One tap mobile

Meeting ID: 849 436

rascose: 955158 | +46844682488,,84943611954+#,,,,¥955188# Sweden

One tap mobile

-aesaceesn. a0 +46850163827,,84943611954+#,,,,¥955188# Sweden

+46850163827,,849

Dial by your location
+46 B 4468 2488 Sweden
+46 8 5016 3827 Sweden
+46 8 5050 0828 Sweden
+44 R 5NG0 NR29 Swerden
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