PxP 2023 Attendee Guide for Zoom Webinars

Thank you for joining us at PxP 2023! We are looking forward to connecting with you all
virtually then.

This guide is designed to show you some features on the Zoom Webinars platform to help you
get the most out of the event. If you have any questions, please do not hesitate to reach out:
contact@pxphub.org

@) This guide includes information on:

Interacting as an attendee (p1)

Instructions for the Chat (p2), Q&A (p3) and Reactions (p4)

Information about turning on/off Closed Captions (p5)

Information on Translated Captions (p5)

Instructions for adjusting caption size/colour (p6), increasing the font size in the Chat
box (p7), and adjusting screen-reader options (p7)

The main screen views you will see during the event (p7)

Issues with audio (p8)

Other resources and information for Zoom Webinars (p8)

Interacting and getting involved

We would love our virtual conference to be as interactive as possible. The information below
explains some of the ways that you can get involved. More detailed instructions for each of
these are included further down in this guide.

1.

You will be joining Zoom Webinars as an attendee. This means that other people joining
the call will not be able to see or hear you. However, you will be able to see the video
and sound for our event panelists and speakers.

We encourage you to use the Chat feature to join in conversations with other event
attendees or to request technical support.

The Q&A box is for questions to the event speakers.

You can share reactions in real-time using a range of emojis on the bottom menu.

You can share information from the sessions on social media using #PxP23. You can find
us on Twitter, LinkedIln and Instagram.



mailto:contact@pxphub.org
https://twitter.com/PxPHub
http://www.linkedin.com/company/pxphub
https://www.instagram.com/PxPHub/

Chat

e Please use the Chat feature to join in conversations with other attendees, or request
Technical Support from our team.

e To open the Chat window, please select the speech bubble icon on the bottom menu.
This is usually towards the left of the options (orange circle on image below)
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e The event chat will open in a new window (see image below). You have the option to
message Everyone on the call (including all other event attendees), or you can message
the Hosts and panelists only. You can switch between these options by clicking on the
blue box with the small down arrow (circled in orange).

e To send a message, type in the box and press the enter key (or return) on your
keyboard or mobile device.

e For technical support, you may find it easier to email our team contact@pxphub.org.
Otherwise, you can send a message directly through Zoom chat to ‘Hosts and panelists’
with details of your query. A member of our team will get back to you as soon as
possible.
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Q&A

e Please use the Q&A feature to ask our speakers questions during their talks, or Q&A
discussions.

e Click on the Q&A icon (two speech bubbles) on the bottom menu in Zoom (orange circle
on image below).
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e The Q&A box will open in the middle of your screen.
e To send a question, type into the box which reads ‘Type your question here...” then click
on send in the bottom right.

e |f you would like to send a question anonymously, please toggle the check-box to blue
(demonstrated by the orange circle below).

e You can also like other people’s questions (demonstrated by the red star below) or
comment on them (demonstrated by the blue square below). Questions that receive a
lot of likes may be prioritized for verbal responses during the session.

e Your question may be answered verbally, or you may receive a typed response.
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Reactions

e \We encourage use of Reactions during the event. This is a great way to share support
for the event speakers, or to let them know how you feel about a particular talk. These
can be found on the bottom Zoom menu and look like a series of emojis.

o C(lick on the Reactions tab, and select your emoji of choice from the pop-up menu that
will appear above.
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Captions and Translated Captions

e Closed Captions and Translated Captions can be accessed on the bottom menu in Zoom.
e To turn on Closed Captions, please click on the CC icon (orange circle below).

e To adjust settings, please click on the small up arrow next to the CC icon.

e This will open a menu, including a list of 36 languages which can be accessed live.

Arabic
Bengali
Chinese (Simplified)
Chinese (Traditional)
Czech
Danish
Dutch
English
Estonian
Finnish
French (France)
French (Canada)
German
Hebrew
Hindi
Hungarian
Translation to Indonesian
| Technical support < @l Italian
Hebrew Japanese
French (France) Korean
German Malay
More... Norwegian
Persian
Show original and translated

Polish

View Full Transcript
Prrtiniece
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Adjust Caption Settings

e To adjust Caption Settings (font size and colour), please click on the CC icon on the
bottom menu and then select Caption Settings (indicated by orange circle below).

French (France) Korean

German Malay

More... Norwegian
Persian
Polish
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e A window will open which will allow you to adjust the font size and colour of captions,
and translated captions.

8 Settings

General

Closed Caption
Video FontSize: @ (14

Small Large

Audio

Caption color: O ‘
Share Screen

Translation color: O ‘
Background & Effects
Recording

Closed Captioning will look like this

Statistics

Translations will look like this

Keyboard Shortcuts

Always show captions @
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e This window can also be used to adjust the font size of the Chat feature (orange circle),
change Screen Reader Alerts (blue arrow) and Dim Screen Share Video (Green Square).

9 >etungs
General
Video
Audio
Share Screen
Team Chat
Background & Effects
Recording
Profile
Statistics

Keyboard Shortcuts

T Accessibility

Event Views

‘.:‘ Always show captions (@)

Dim Screen Share Video

() Automatically dim video when flashing images or visual patterns (such as
stripes) are detected.

Chat Display Size (Ctrl+/-)

(200%  ~|

Screen Reader Alerts _ Restore Defaults
Description Enable
IM Chat Received
Participant Has Joined/Left Meeting (Host Only)
Participant Has Joined/Left Waiting Room (Host Only)
Audio Muted by Host

A

e The pictures below show the two viewing options you will see during the event. These
will change automatically during the program to try and give you the best viewing
experience depending on what is happening at that moment. You will not need to adjust

these settings yourself.

e During talks and presentations, you will see a large version of that person or their
presentation in the center of your screen (Left Image). During panels, discussions and
Q&A sessions, you will see the videos for multiple panelists as a kind of ‘grid’ (Right

Image).
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Issues with audio
If there are problems with the event sound, here are a few things you can try:

e |[f there is no sound coming through your speakers, check that the ‘mute’ button on
your computer keyboard is not turned on. If you are joining from a mobile or tablet, the
location of the sound controls will vary but can often be found on the side. Try turning

up the volume.
e You can also find Audio Settings for Zoom in the bottom left hand corner of the
window.

i
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Chat Reactions Lower Hand (01:7.% Show Captions

e Clicking on Audio Settings will open the window you can see in the image below. Make
sure that the correct Speaker option is selected from the menu. You can also try testing
the speaker using this menu.

e You could also try using headphones if these are comfortable for you, and you have a
pair to hand.

Select a Speaker

Speakers (Realtek(R) Audio)

2 - ASUS VA24E (AMD High Definition Audio Device)
¥ Headphones (Realtek(R) Audio)

I Technical Support

Same as System (Headphones (Realtek(R) Audio))

Test Speaker & Microphone...
Switch to Phone Audio..

Leave Computer Audio

Audio Settings...
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Chat Reactions Lower Hand Q&A Show Captions

Audio Settings ~

Other Useful Resources for Zoom Webinars

Downloading Zoom: https://support.zoom.us/hc/en-us/articles/201362233
Note: A Zoom account is not needed to join the PxP webinars. You can join as a participant
without creating an account. However, you will need to download the Zoom software.

Joining a webinar:
https://support.zoom.us/hc/en-us/articles/115004954946-Joining-and-participating-in-Zoom-Webinars

Sound issues on your mobile device:
https://support.zoom.us/hc/en-us/articles/204484835-My-Audio-is-Not-Working-on-i0OS-or-Android
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