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Using Online
Platforms Safely

This guide covers 3 online meeting platforms, Zoom, Microsoft Teams and Google Meet.

For each platform it details how to join meetings anonymously and how to participate anonymously
(using the chat function and concealing your background).

When using online meeting platforms, it is important you do not share any personal information in
the chat functions or to any individuals in the meeting. Details such as:

Telephone/mobile number
Personal email address
Photos

Address

It is also important you do not use inappropriate language and never name or reveal the identity of
any fellow students.

In addition, do not use any of the chat functions to contact an individual directly. When using the
Q&A functions make sure your question is directed to the host and all panellists (other attendees
can’t see this) or to the host/panellists and all attendees.

For further information on securely downloading the meeting platform software, setting it up on your
personal computer and advice on hosting or joining calls, please click here.
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ZO0IM Zoom

To join a meeting anonymously

In your email invitation, click on the link below ‘Join Zoom Meeting’. A browser window will open, and
you will have the option to open Zoom Meetings, click on this.

zoom Open Zoom Meetings? Support  Engish v

httpsy//us04web.zoom.us wants to open this application.

[0 Always allow usOd4webzoom.us to open links of this type in the asseciated app

Open Zoom Meetings

Click Open Zoom Meetings on the dialog shown by your browser

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

Launch Meeting

Don't have Zoom Client installed? Download Now

A pop up will appear where you can enter in your name. If you wish to remain anonymous, remember
to enter an alternative name. Remember you are still attending a university meeting, even if your
name is not available to the other guests, so please: Be polite, don't use a name of another student,
don't use a nickname that others may recognise or be offended by.

o Zoom K

Join Meeting

| Enter meeting ID or personal link name v |

“ Enter your name

_J Remember my name for future meetings
O Do not connect to audio

() Turn off my video



You can choose to join without video if you wish to remain anonymous.

Zo00m

Always show video preview dialog when joining a video meeting

loin without Video

Depending on meeting settings, you will either enter the meeting right away, or wait in a lobby for the
meeting organiser or presenter to admit you.

Please wait, the meeting host will let you in soon.

You will then be asked to join with computer audio

o

Join with Computer Audio

Test Speaker and Microphone

Automatically join audio by computer when joining a meeting



To participate in the meeting- If you wish to contribute to the meeting while staying anonymous, you
can type comments or questions into the chat, which will be shared using your "anonymous name".
On the bottom toolbar, select the chat button.

LT O &

Participants Share Scree Record Reactions

This pop up will appear, where you can type your messages.

@ o Zoom Group Chat

To: Everyone (Y File

lypé message here



You also have the opportunity to change your background so that you can appear on camera, but your
surroundings can’t be seen. To do this click on the up arrow beside ‘stop video’ in the toolbar and
then ‘choose virtual background’

Select a Camera

v HP HD Camera

Background...

Video Se

@ -

Stop Video

A pop up will appear, select ‘Background & Filters’. Then you can choose which background you would
like to apply and join the meeting with video (depending on your model of computer these
backgrounds might vary).
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Zoom Webinars

On Zoom webinars, attendees cannot see a list of the other attendees, however if you write in the
chat function, other participants will be able to see your name. Therefore, it is recommended that
you still join a Zoom webinar with an anonymous name or using your first name only.

During Zoom webinars it is possible to ask questions anonymously, you can choose for these
questions to only be seen by the host and other panellists (not other attendees) or everyone. This
can be done through Zoom’s Q&A function.

It is important you never privately message one individual, when using the Q&A function you should
make sure your question is being sent to the host and other panellists or the host/other panellists
and all attendees.

To ask a question, open the Q&A window and type your question into the box which pops up, then
click send. If you want to send your question anonymously (your name won’t appear), tick the send
anonymously box. Whoever you have directed the question too will reply in the general chat.

Q&A Q&A

You asked: 18:03 You asked: 18:03
What happens when | raise my hand? What happens when | raise my hand?
Molly Parker answered: 18:04 Molly Parker answered: 18:04
| can take you off of mute. I can take you off of mute.
You asked: 18:08

Oh, thank you for answering. What if | don't want to go off of
mute?

Molly Parker is going to answer this question live.

Please input your question Please input your question

The host or other panellists can also answer your question live (out loud) and a notification will
appear in the Q&A window.
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Before a meeting

Please let the organiser of the meeting know if you want to join anonymously in advance, so they can
make the appropriate arrangements.

To join a meeting anonymously

In your email invitation, select Join Microsoft Teams Meeting. A browser window will open, and you
will have the option to either open / download Teams to your computer or to continue in the browser
and open the Teams meeting on the web.

Select the option to join the web meeting. Note: if you have the Teams app installed on your device,
you may need to open an Incognito/InPrivate window in your browser and copy the meeting link into

the address bar.

: ; = a X
E? Join conversation X  +

& 5 C  ® teamsmicrosoft.com/dl/launcher/launcher htmi?ur=%2f %23%2fl%2fmeetu.. % & &

Microsoft Teams

* )

Experience the best of Teams meetings with the desktop app

Download the Windows app Join on the web instead

Already have the Teams app? Launch it now

Third-Party Disclosures

Type in your name. /f you wish to remain anonymous, remember to enter an alternative name.



Remember you are still attending a university meeting, even if your name is not available to the other
guests, so please: Be polite, don't use a name of another student, don't use a nickname that others
may recognise or be offended by.

Join now

Other join options

Choose the audio and video settings you want. If you wish to remain anonymous, make sure your
camera and microphone are switched off before you join the meeting and select Join now.

(8 % ¥ audic
Webinar - What will online and blended learning
look like? What will it mean for you?
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Depending on meeting settings, you will either enter the meeting right away, or wait in a lobby for the
meeting organiser or presenter to admit you.

We've let people in the meeting know you're
waiting.
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To participate in the meeting- If you wish to contribute to the meeting while staying anonymous, you
can type comments or questions into the chat, which will be shared using your "anonymous name".
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You also have the opportunity to change your background so that you can appear on camera, but your
surroundings can’t be seen. To do this click on the 3 dots in the toolbar and then ‘show background
effects’
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Then you can choose which background you would like to apply and join the meeting with video
(depending on your model of computer these backgrounds might vary).

Background settings
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Following the meeting- If you joined a meeting anonymously, check any entries you made in the chat
and delete any you would like to remove. Only the person who entered the comment in the chat can
edit or delete it. Once you have logged out of the meeting you will not be able to delete any
comments. Once you are satisfied you have checked the chat, you can leave the meeting.
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L coogle et

To join a meeting anonymously

In your email invitation, select Join Meeting. A browser window will open, and you can enter in your
name. If you wish to remain anonymous, remember to enter an alternative name.

Remember you are still attending a university meeting, even if your name is not available to the other

guests, so please: Be polite, don't use a name of another student, don't use a nickname that others
may recognise or be offended by.

Then click ask to join.

L Google Meet Sign in

[k HP HD Camera (30c9:0009) connected

What's your name?

You can also mute your microphone and turn off your camera before joining the meeting.

(A Google Meet

Camera is off
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To participate in the meeting

If you wish to contribute to the meeting while staying anonymous, you can type comments or
questions into the chat, which will be shared using your "anonymous name".

Click the chat button in the top right corner.

2 16:16

A pop-up window will appear where you can type your message.

Meeting details X
2\ People (1) B chat

.

otions Present now
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You also have the opportunity to change your background so that you can appear on camera,
but your surroundings can’t be seen. To do this click on the 3 dots in the toolbar and then
‘change background’.

Whiteboard

Open a Jam

Change layout

Full screen

Change background

Turn on captions

Report a problem

Report abuse

Troubleshooting and help

Settings

[e<]

Turn on captions Present now

Then you can choose which background you would like to apply and join the meeting with video
(depending on your model of computer these backgrounds might vary).
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Backgrounds X

Your camera is turned off. Selecting a
background will turn it on.
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