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Before You Begin
Check these few items and read through this full document as soon as you open it! Don’t wait until
your class is about to begin. In particular:
➢ You should have a laptop or computer with a reasonably sized screen, good speakers and a
microphone so that you can ask questions if needed. You can also use a tablet or mobile device
but often the screens are usually too small for you to be able to follow what your teacher may
be sharing on screen with you.
➢ Make sure your device of choice is plugged in (laptop) or is fully charged (tablet or mobile) to
avoid the battery running out midway through. On mobiles in particular, you should activate
the “Do Not Disturb” or “Flight Mode” to avoid any calls or notifications interrupting the
session.
➢ You should check well in advance the dates and times of your Zoom sessions as distributed by
your teacher. Your teacher does not have the time to individually chase anyone who does not
show up on time. These sessions are for your benefit! Non-attendance will be noted.
➢ It would be a good idea to have this document to hand on your first few Zoom sessions, until
you become familiar with the layout and controls.
➢ You should locate yourself in a quiet, private room, free from any distractions or noise. Have
some paper to take any notes, a working pen, any online materials your teacher may have
sent you in advance open on your screen and ready to go, as well as any books that you might
be using to hand if you need to refer to them.
➢ If you have some questions or queries that you intend to ask your teacher during this session,
it would be a good idea to send them in advance so your teacher has time to be prepared with
an immediate answer. These sessions are short so time is limited.
➢ Meetings – including the contents of any audio, video or screensharing – are being recorded.
Any misbehaviour or inappropriate interactions will be dealt with according to normal
College disciplinary rules.

A paper copy of this manual can be collected from College Reception by prior arrangement. Please
send an e-mail to it.support@castleknockcollege.ie in advance so we know to have sufficient copies
available.

For any queries or issues you might experience please contact the College ICT Department on
it.support@castleknockcollege.ie.
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1. Setting Up The Zoom App For The First Time
For the first time using Zoom, allow yourself 10-15 minutes to get the app downloaded to your device.
For each meeting after that, you should aim to be online and connected to the meeting about 2-3
minutes before the scheduled start time.

1.1

Windows or Macbook

1.1.1

Navigate to https://zoom.us/download#client_4meeting using an internet browser such
as Internet Explorer, Microsoft Edge or Google Chrome

1.1.2

You will want to download the “Zoom Client for Meetings”
Click “Download”
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1.1.3

Once the download completes, you need to run the .exe
If you are using the Google Chrome browser
Click on the .exe. file in the bottom left hand corner of the screen

If you are using Internet Explorer or Microsoft Edge browser
Click Run at the bottom of the screen

1.1.4

Installation will take a few moments…
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1.1.5

Click “Yes” if prompted by “User Account Control”

1.1.6

You will receive a Zoom sign in screen after about 10-15 seconds
You are ready to go!
Note: You do not need to sign up to an account
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1.2
1.2.1

Apple iOS or Google Android
It’s much simpler to get going on your Apple iOS or Google Android mobile device or tablet
– simply search for the “ZOOM Cloud Meetings” in your App store and install it for free.
That’s it!

Apple iOS

Google Android
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2. Joining an Online Meeting
Your teacher will send you a meeting invite before the class. Take careful note of the date and time
that your teacher proposes to run the class – it may not be at your usual scheduled class time.
This meeting invite will be in the form of an “Outlook Calendar Invitation” which will have an “Accept”
icon. Please click it to let your teacher know you’ve got the meeting info and can make it online at the
time.

In this invite you will find a https://Zoom.US/ link with a long string of jumbled characters after (see
the red circled area above as an example).
You’ll need this link to join the meeting at the given time. If your teacher plans to run several online
classes, then you’ll get a different link for each class – make sure you check carefully for each
scheduled class to ensure you have the correct link for that day and time!
It’s up to you to make sure you connect with the correct link at the correct time. Your teacher won’t
have time to wait around for late arrivals and they’re not going to try and contact you to see where
you are! Non-attendance will be recorded.
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2.1 Windows or Macbook
2.1.1

About 2-3 minutes before your online class is scheduled to start, you should click on the
correct link for that class for the date and time. It’ll be in the calendar invite your teacher
sent to you. You can access your Office365 calendar from any device at this link:
https://outlook.office.com/calendar
Sign in with your @castleknockcollege.ie e-mail and password if it asks you.

2.1.2

You’ll see the “Launching” window for a couple of seconds

If you’re using Internet Explorer, the Zoom app will start automatically, and you should
see the screen in the next step, 2.1.3.
If you’re using Google Chrome you’ll be prompted to “Open Zoom?”
Click “Open Zoom”

If you’re using Microsoft Edge you’ll be prompted to run a “Zoom Launcher” helper
Click “Run”
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2.1.3

If you join before your teacher does, you’ll see this screen
That’s all you need to do now until your teacher starts the class
It’s worth checking that the date and time shown on this screen matches with the date
and time now, otherwise, you’ve probably clicked the wrong link!

2.1.4

As soon as your teacher joins, the above box will change to a prompt asking for your name
Don’t be tempted to put something funny or rude here, your teacher will be able to see!

2.1.5

You’ll be asked to accept the TOS and Privacy Policy for Zoom if this is your first Zoom
meeting
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2.1.6

Click “Join with computer audio” – this uses your computer microphone and speakers.
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2.1.7

All going well, you’re in!

Let’s see some of the controls you can use:
➢ 1: Your teacher will mute your microphone to start and may lock you from unmuting it
➢ 2: Your teacher will disable your webcam to start and may lock you out from starting it
➢ 3: Your teacher can also control who you can chat with and will usually lock it so that you
can only chat publicly where everyone can see.

Remember: you are classed as being on school time and anything you say in chat or in the
audio or on video (when you microphone and/or video is on) is subject to the same Code of
Behaviour and Internet Acceptable Usage Policy as if you were physically in the classroom.
Any misbehaviour of any kind will be handled just as if you said it in the actual classroom.
Your teacher will also be recording these sessions! Anything you do or say out loud, in chat
or on a video (if enabled) will be recorded.
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2.1.8

Let’s say you want to ask a question – but your microphone is muted!
Instead, you can perform a virtual “raise hand” by clicking Participants > Raise Hand

Your teacher will get a notification on their end that you raised your hand.
They may respond to you through chat to ask for your question or they may tell you they
are going to unmute your microphone so that you can ask the question out loud.
If your teacher unmutes your microphone, you’ll see this notification:

You can mute yourself again at any time by clicking the “Mute” button.
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2.1.9

Alternatively, you can send a message as a student in the group chat:

Your teacher might reply to you in group chat or answer your question out loud –
alternatively they might unmute your microphone too to get you to ask the question out
loud.
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2.1.10 If you leave the meeting early, then your teacher will be notified that you have left.
2.1.11 Once the meeting has ended, your sharing window will close, and you will receive a
notification that the meeting has ended
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2.2 Apple iOS or Google Android
2.2.1

About 2-3 minutes before your online class is scheduled to start, you should click on the
correct link for that class for the date and time. You can see the link online at
https://outlook.office.com/calendar
or, if you have e-mail set up on your phone, there’s a Calendar tab on the app, usually
located on the bottom of the screen.

Apple iOS

2.2.2

Google Android

On a Google Android device only, the first time you run a Zoom meeting you will be asked
what method the link should be opened with.
Select “Zoom” and then “Always”

Google Android
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2.2.3

The link should open in Zoom with the following screen, assuming your teacher has not
connected yet. If your teacher has already connected, you will skip straight to the next
step. Your teacher will be notified you have connected.

Apple iOS
2.2.4

Google Android

As soon as your teacher connects, the above box will change to a prompt asking for your
name. Don’t be tempted to put something funny or rude here, your teacher will be able
to see it!

Apple iOS

Google Android
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2.2.5

On Google Android only, you must accept the Terms of Service the first time you run the
ZOOM app:

Google Android
While over on Apple iOS you must grant microphone and notification permissions:

and
Apple iOS

Apple iOS
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2.2.6

On Apple iOS you will be prompted to use Internet Audio for the sound

Apple iOS
While on Google Android you must manually tap “Join Audio” then tap “Call via Device
Audio”
You may get a permission prompt to the allow for Microphone access which you must
grant in order the microphone to work

Google Android
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2.2.7

➢
➢
➢
➢
➢

Controls and layouts are very similar on both platforms:
Some of the controls you can use, in order of left to right, are:
1: Your teacher will usually mute your microphone and may lock you from unmuting it
2: Your teacher will usually disable your video and may lock you out from starting it
3: Your teacher will usually control your ability to share your screen
4: You can see who else is a participant in the class with you
5: There are more options in the More button which are explained on the next few pages

You can press the red “Leave” button in the top right-hand corner of the screen at any stage
to exit – your teacher will see you leaving though!

Apple iOS

Google Android

Remember: you are classed as being on school time and anything you say in chat or in the
audio or on video (when you microphone and/or video is on) is subject to the same Code of
Behaviour and Internet Acceptable Usage Policy as if you were physically in the classroom.
Any misbehaviour of any kind will be punished just as if you said it in the actual classroom.
Your teacher will also be recording these sessions! Anything you do or say out loud, in chat
or on a video (if enabled) will be recorded!
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2.2.8

Let’s say you want to ask a question – but your microphone is muted!
Instead, you can perform a virtual “raise hand” by clicking More > Raise Hand
The “Raise Hand” function allows you to alert your teacher that you want to ask a question

Apple iOS

Google Android

Your teacher will get a notification on their end that you raised your hand.
They may ask what you wanted through chat or they may tell you they are going to
unmute your microphone so that you can ask the question out loud.
If your teacher unmutes your microphone, you’ll see this notification:

Apple iOS

Google Android

You can mute yourself again at any time by clicking the “Mute” button.
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2.2.9

Alternatively, you can send a message in the group chat.
To access the Chat feature on Apple iOS, tap “More” then “Chat”

Apple iOS
To access the Chat feature on Google Android, you need to tap “Participants” then “Chats”

then
Google Android

`
Google Android

Your teacher might reply to you in group chat or answer your question out loud –
alternatively they might unmute your microphone to get you to ask the question out loud.

2.2.10 If you leave the meeting early, then your teacher will be notified that you have left.
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2.2.11 Once the meeting has ended, your sharing ZOOM app will automatically close and you will
receive a notification that the meeting has ended

Apple iOS

Google Android
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