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How to install the Software
On your PC/Laptop
Zoom works on any PC/Laptop and installation is straightforward. You can choose to install the
software by downloading it after your first sign in (Recommended), alternatively you can choose
to run the software from your browser. To find full installation see joining a session opposite.

On your smartphone/tablet
Zoom is available on any modern smartphone or tablet, installation depends on whether you are
running on apple iOS or Android

For apple users please search for ‘Zoom’ in the app store and install as per any app
For android users you need to search for ‘Zoom HD’ in the play store on your device

Achieving the best image
A good internet connection works wonders!
Whilst zoom is designed to use minimum necessary bandwidth, a fast connection improves
performance greatly. This is as the video feed from NDR to yourself will be in 4K ultra HD. As
a result for best performance we highly recommend joining whilst connected to WiFi or a wired
LAN connection.

Looking your best!
Lighting and colour choice is everything. The golden rule in video conferencing is to never sit
with a bright light behind you and this includes windows! For best performance even lighting
from the front with a mid coloured wall with texture (but with no patern) behind you is ideal.
Contrary to popular belief a white or light wall as a backdrop is not the ideal colour choice as it
provides little contrast for the camera.

Joining a meeting on your PC
Receiving your login details
At least 48 hours prior to your session you should receive your meeting ID and password, they
should look like this
Meeting ID: 222-333-4444
Password: 1710BIRD
We recommend joining 20 minutes prior to the session to allow time to install the software if
needed. To join simply visit https://Zoom.us/join
You will then need to enter your meeting ID and password.

Once you have logged on you will be given a choice to either download the software or to run
Zoom within your browser.
It is recommended that you install and run the software as this can provide a better
performance, but it is possible to join simply from your browser.
In either case once the software/browser is loaded it will ask you to enter your name/
screenname. This should be your real name in full so that the mediator can identify you.
Once connected you will enter a ‘waiting room’. The mediator will then join you to the session
when they are ready to begin the mediation session.

Joining a meeting on your Phone/Tablet
Receiving your login details
At least 48 hours prior to your session you should receive your meeting ID and password, they
should look like this
Meeting ID: 222-333-4444
Password: 1710BIRD
We recommend that you install the software prior to the session as per the first page of this
guide
You will then need to enter your meeting ID and password.

You will need to enter your meeting ID and a screen
name. Your screenname should be your full name so that
the mediator is able to identify you during the session.

You may also be asked to enter your password. Once
joined, like with the PC version you will enter a waiting
room until the mediator is ready to start the session .

The options available on a phone/tablet do not differ to
those available via a pc. The only difference to consider is
ease of use such as holding the phone and the quality of the
camera.

Zoom Features
The Zoom Task bar
Regardless of the device you use the task bar has the same features. Below is the PC version.

Features
·

Mute This allows you to mute your audio so that no other participants can hear you

·

Start/Stop Video This allows you to switch off /on your video stream

·

Invite This may not be available and is not necessary for the session as all parties will
receive their own invite

·

Participants From this menu you can see who is joined to the session and allows you
to privately chat with any participant via messages. Only the recipient can see the message and you can use this for example to talk privately to the mediator during the session.

·

Share Screen Use this menu to share anything you want us or other parties to see.
Please be careful to share specific documents from the options as if you share your desktop all notifications will show up to the participants

·

Chat Use this to send messages to all participants

What if I don’t have a compatible device?
You can join with just audio!
Even where you don’t have a laptop, smartphone or tablet you can still take part in the session.
To do so you simply need to let us know and we will send you a phone number which you can
use to dial into the session.
Whilst you wont be able to share documents, see other participants or the information they
share, you will have a full audio feed from the session and still be able to take part
Just email Clerks@NIMediation.com if you need to use this option

