HKIOA AGM Zoom Virtual
Meeting Guidebook



Introduction

* This guidebook introduce the essential element you may wanted to

know about the ZOOM video conferencing software before joining
the AGM on 11 June, 2020.

* You may join the AGM via ZOOM using PC or mobile devices

* This guidebook covers the following contents for different platforms
e Zoom client installation

Entering the HKIOA AGM virtual meeting room

Participating in AGM motion as proposer/seconder

e Raise comment/question by voice

e Raise comment/question by text



Content

e« ZOOM client installation

* Entering the HKIOA AGM virtual meeting Room

« ZOOM interface

* Participating in AGM motion as proposer/seconder
* Raise comment/question by voice

* Raise comment/question by text



/oom client installation

Windows and MacQOS Android or 10S
https://zoom.us/download#client 4meeting Search ZOOM Cloud Meeting in Google Play / Apple AppStore
Download Center Donwnlosdfr /00M Cloud Meetings
zoom.us Business *hkhkk o 02770 2
&

Joom C | ient for Meeti ngs This app is compatible with all of your devices.

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Version 5.0.4 (25694.0524)

« ZOOM account is not required


https://zoom.us/download#client_4meeting

Entering the HKIOA AGM virtual meeting
room

* You can join the Virtual Meeting room with ZOOM client or with web
browser

* Click the link in the confirmation email to access the virtual meeting
room (for all platforms) Admin HKIOA <no-reply @zo0m us-

tome -

Hi MOOA Admin Chan,
Thank you for registering for "HKIOA AGM internal trial run (tutg

Please submit any questions to: hkioa.adm@gmail.com

Date Time: Jun 1, 2020 11:00 AM Heng Kong SAR

Join from a PC_Mac_ iPad, iPhone or Android device:

o, L snodrd not be shared with others; it is uniqu
Add to Calendar Add to Google Calendar Add to Yahoo C
Description: This trial run is an on-site rehearsal for the upcomi

Cul

=




Entering the HKIOA AGM virtual meeting room
Windows and MacQOS

Join via ZOOM client

QXSNX4h_VgxTRyHiKYVzgbVaX1w3w.DQIAAAAUSbdPjx/XanBicGs4cTRFAUIQUI9

E R Day g
Open Zoom Meetings?

https://us02web.zoom.us wants to open this application.

Enter the meeting password if
prompted:
AGM2020



Entering the HKIOA AGM virtual meeting room

Windows and MacOS

Join via web browser

DSC-573-0.. & ==& . Day - pundown... [ay M Vov
Open Zoom Meetings? Ste p 1 A
https://us02web.zoom.us wants to open this app jie

Open Zoom Medg

Please click Open Zoom Meetings if you see the system dialog.

Step 2

If nothing prompts from bro@iser, ®ick here to lafihch the meeting, or download & run Zoom.

Then you will see

rompts from browser, click here to launch the meeting, or download §

St

Step 5

Enter the meeting password if prompted:
AGM2020

Step 6
Enter your name in this format if prompted

[Member Number] [First Name] [Last Name]
Join a Meeting

e.g.

Your Name

MOOOTai Man Chan



Entering the HKIOA AGM virtual meeting room
Mobile devices

Join via ZOOM client

© e Enter the meeting password if

oooooooooo

aaaaaaaaaaaaaaa prompted:
AGM2020



/0O0M virtual meeting interface
Windows and MacOS

a ® W

*Q&A ”
 Raise question to the T Y | Byt Py ¢ oo, PO
1 SO ARY PRI IA T 'i‘ ﬁ.’ | A
panelist by text : ML PR EURL e . 2
e Chat

* View the public .
a n n O u n Ce m e nt . AC’— V Tfi Call for Application of HKIQEP Qualification Process 2020-21

* Raise Hand (Very
important)

* Enquiry request
* Unmute request
* Support meeting motion

L ;’v 4 i
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/0O0M virtual meeting interface
Mobile devices

DA

Raise Hand

*Q&A

* Raise question to the v~m~"wrrrmwvmrrmr
panelist by text pe————————————,

e Chat

* View the public
announcement

e Raise Hand (Very
important)

* Enquiry request
* Unmute request
* Support meeting motion




Participating in AGM motion as
proposer/seconder

* The Hon Secretary will announce meeting motion and invite members
to support.

* Use the “Raise Hand” function to participate as “proposer” or

“seconder”.
Click to raise

<

Click to lower

* Hon Secretary will announce when the motion is completed and your
hand will be lowered automatically by the panelist.



Raise comment/question by voice

* The attendees’ microphone is muted by default.
* Here is the procedure to raise comment/question by voice.

e 1. Click “Raise Hand” “

e 2. Confirm the unmute action

Unmute

The host would like you to unmute
The host would like you to unmute

Stay muted Unmute

Switch to Computer Audio to unmute

* 3. You may now talk.



Raise comment/question by text

- — 1
* 1. Click on the Q&A button H | s
* 2. Type in your comment/question | i
e 3. Send it out i
e 4. Panelist will address the question i Wlm

|

Hello | want to ask something




Leave the room when AGM completed

* Simply leave the room by clicking the “Leave Meeting” button




