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CONTEXT

In dealing with the COVID-19 pandemic, it is recognized that in continuing to deliver
services, staff may need to consider new and innovative ways of working. With many
staff now working remotely from home, the ability to utilize technological solutions for
meetings and conferencing is being requested regularly. A practical guide for users
and a security check list are set out below.

It must be emphasised that the use of Zoom is not endorsed the HSC Cyber
Security Programme. This document sets out to ensure that users who are
using Zoom during the COVID-19 pandemic, maximise the security settings
available to them.

SUMMARY OF KEY POINTS

e ZOOM works via the internet on both organisation owned devices and home
computers. It also works on personal smartphones via the ZOOM app

e If staff are using ZOOM from home, performance may sometimes be faster on
a non-Trust device e.g. personal smartphone.

e Service Users will not have access to your mobile phone number via ZOOM.
e For Service Users, they can join either from their personal computer/Mac,

tablet or smartphone. If joining the call from a tablet or smartphone, they will
have to download the ZOOM app.

“To deliver excellent integrated services in
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e There are free and paid accounts. A free account will be sufficient for most
users. The main limitation of a free account is that calls are limited to 40 mins.
The call will automatically cut off after 40 mins but the call can be restarted.

e |tis possible to schedule meetings in advance, or to invite users to join an
online meeting room using an invite code.

e |f using ZOOM to review Service Users, it is important in your initial set up to
enable the waiting room feature (instructions below). This means that as a
host, you can see someone is online and waiting to join the call. You then
select a button to admit them to the video call. This is important to ensure
that one Service User doesn’t join the video call of another Service User,
e.g. if the earlier Service User’s appointment has overrun. This is important
for protecting confidentiality.

e There is a facility to record calls within ZOOM. This should not be used by
staff or Service Users. Service Users cannot record calls from the ZOOM app
but may be able to do this from a home computer. Staff should be mindful of
this possibility. If a Service User were to start recording a call, an alert will
appear on the screen.

e ZOOM calls use a lot of mobile data and therefore users are advised not to
use mobile data for these calls, but rather to use wifi/work internet, so as not
to incur a charge in their mobile phone bill.

“To deliver excellent integrated services in
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GENERAL ADVICE ON VIDEO CALLING

For any call involving an under 18, it is essential that a parent/gquardian is
present for part of the call. This is for safe-guarding purposes and for the
protection of both staff and Service Users.

In the event that the video call fails, it is important to have a back-up phone
number for the Service User. Indeed, it may be helpful to phone the Service
User initially and help them to join the ZOOM call.

Remember to ensure no other Service User names/charts are visible on your
video e.g. charts on your desk, to protect the confidentiality of others.

Equipment. If using an organisation computer, you will require a webcam and
microphone.

LOCKING A MEETING

1. At any time during a video conference the host has the ability to lock the
meeting, to ensure that no one else can access / enter the meeting. On the
live Zoom conference screen, click “Security”

Arlene Thornton

\!J ) -. A G ;.. A ~ © 6

Mute Stop Video Security Manage Participants  Share Screen Record Reactions

2. Then click “Lock Meeting”.

Lock Meeting

v Re The v
Arlene Thornton sttt

\!/ ~ .‘ A G ;.n > N © 6

Mute Stop Video Security Manage Participants  Share Screen Record Reactions

THIS MUST BE DONE ON EVERY MEETING

“To deliver excellent integrated services in
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STEP-BY-STEP GUIDE FOR SETTING UP YOUR ACCOUNT

Setting up an account

1. Go to the ZOOM website www.zoom.us

Z ool I l SOLUTIONS = PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING ~ SIGN IN m

‘We have developed resources to help you through this challenging time. Click here to learn more.

In this together.
Keeping you securely
connected wherever you are.

Sign up for Free Helpful Resources

2. —Click “SIGN UP ITS FREE?” (top right)

3. Type in your work email address and click “Sign Up” and an email will be sent
to you. Access the Zoom email in your email Inbox.

4. Return to the Zoom website in your web browser and the following screen
appears:

“To deliver excellent integrated services in
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© Activateyouracco.. x [l £ 7

RESOURCES +

SUPPORT

REQUEST A DEMO.

ZOONN\  sOWTONS -~ PLANSGPRICING  CONTACTSALES JOINAMEETING ~ HOSTAMEETING +  SIGNIN SIGN UP, IT'S FREE

1 AccountInfo---- 2 Invite Colleagues ---- 3 Test Meeting
r w Welcome to Zoom

Hi, property.leases@northerntrust.hscni.net. Your account has been successfully

created. Please list your name and create a password to continue.

First Name
Last Name
Password

Confirm Password

By signing up. | agree to the Privacy Policy and Terms of Service.
@ Help

5. Enter your Zoom log in details as below following the password rules and that
will be your Zoom account opened

JOIN A MEETING HOST A MEETING ~ SIGN IN SIGN UP, IT'S FR

XXXXXX

XXXXXXX
ecccccce

Password must:

o Have at least 8 characters

o Have at least 1 letter (a, b, c...)

o Have at least 1 number (1, 2, 3...)

* Include both Upper case and Lower case characters

Password must NOT:

* Contain only one character (11111111 or aaaaaaaa)
* Contain only consecutive characters (12345678 or abcdefgh)

By signing up, | agree to the Privacy Policy and Terms of Service.

5 Account o 2 it Clbagors 3 Test Meeting

Start your test meeting.

Your personal meeting url:
https://northermtrust-hscni.zoom.us/j/231
pwd~dOFndOFPbmdRWWewZTV2N2gybV

OV O - 1}

“To deliver excellent integrated services in
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LOGGING IN

1. Tolog into ZOOM, type in www.zoom.us at your web browser address line as
above and the Zoom home page appears. Click “SIGN IN”.

2. The following screen appears:

Zoom SOLUTIONS PLANS&PRICING  CONTACT SALES JOINAMEETING ~ HOSTAMEETING ~  SIGNIN SIGN UP, IT'S i

Sign In
Email address
xxxx@northerntrust_hscni.net

Password

———— )

Forgot password? [ Stay signed in

or

3. Enter your email address and Zoom password, Click Sign In.

“To deliver excellent integrated services in
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SETTING UP YOUR ONLINE MEETING ROOM

This takes a bit of time but is helpful for ensuring you can invite users to join a video
call in an easy way in future, and to enable your online waiting room, so that other
Service Users do not inadvertently join someone else’s ZOOM appointment. You
only need to do this before your first call. In future, these preferences will be your
default.

1. Login as above.

2. Depending on access, one of the two following screens will appear. If the first

screen appears, Click “My Account” in the top right which will bring you to the

a second screen.

Expanded Zoom Phone Global
Availability!

Property Leases

XXX-XXX-XXXX

ttos:/northemtrust-hscri 200m.us/ IAMNA ™D

A ortherntrust hscninet

= - rr" o oo gt Meeting 300 ©
H 13 M ”
3. Click “Meetings
(= My Profile - Zoom - Internet Explorer MEIES
gar [ htpsy//northernirust-hscnizoomus/profile 0 || 5 | ¢ | [E3 Staries < Nomhens | £ Zoom | 22 Telecom Home Ex. | |2 Video Conferenciu | (0 Video Conferencive| () My Profile - Z.. x 1] 7y 7 &

REQUEST A DEMO +44 (20) 7039 8% R 0800 ich RESOURCES SUPPORT

Northern Health SOLUTIONS ~  PLANS&PRICING  CONTACT SALES SCHEDULE A MEETING ~ JOINAMEETING ~ HOST A MEETING ~ |
/) and Soclal Care Trust |
Edit
Property Leases
Meetings
Account No. —
Webinars
Recordings Change
Settings
Personal Meeting ID HXX-XHX-XXXX it
Account Profile
https://northerntrust-hseni.zoom.us/j/ ikttt | OF ndOF Pbr dRWWewZ TV 2N 2gybWegd UT09
Reports N
Use this ID for instant meetings
Sign-In Email hscni.net Edit
Linked accounts:
Attend Live Training
Video Tutorials User Type Basic @ Upgrade

Knowledge Base

o o o m
v
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4. Check that ‘Meeting Password’ is checked, it should be by default on latest
versions. This does not mean a password is required by the user to join
5. Click “Start a Meeting”.

=lslx]

| © Meeting Information - Zo... x |} |

REQUESTADEMO  +44 (20) 7039 6961 OR0800 368 7314  RESOURCES »  SUPPORT

fMoaher Haikch SOLUTIONS +  PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING  JOINAMEETING  HOST A MEETING ~

74 and Social Care Trust
Profile Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates

Topic Property Leases' Personal Meeting Room
Webinars
Recordings Z : o & :

Addto | B Goosle Calendar | | ﬂ; Outlook Calendar {iics) | [ ° Yahoo Calendar

Settings N ) )
Acoount Profile feeting ID 231-914-7864
Reports

Meeting Password v Require meeting password 783881
Attend Live Training Join URL https://northerntrust-hscni.zoom.us/j/2319147864?pwd=d0FndOFPbmdRWWewZTV2N2gybWgd4UT09

% Copy the invitation

Video Tutorials
Knowledge Base Video Host Off

Participant Off
o

6. Write down your “Meeting ID”. You will need to give this to users to join your
calls.

7. Nextis to adjust the settings for your meeting room. Scroll down and click
“Edit this Meeting” as shown below.

& M fon - Zoom -

&) - O wwsiimerteri hrizoomus/mecing’ DB [%] (© Mesinginfornaton 2., x

REQUESTADEMO  +44 (20) 961 OR0B00 3687314  RESOURCES v  SUPPORT

Horthem Healih SOLUTIONS +  PLANS&PRICING ~ CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING  HOST AMEETING +
7/ and Social Care Trust

Attend Live Training Join URL: https://northerntrust-nscni.zoom.us/)/ 2317 ekt d0-ndOFPDMARWWewWL T VZNZgybWeau 109

( Copy the invitation
Video Tutorials
Knowledge Base Video Host Off
PP off

XXX-XXX-XXXX
Audio g o wugedter Audio

Dial from United Kingdom

Meeting Options Enable join before host

I

Mute participants upon entry

Enable waiting room

Only authenticated users can join

Edit this Meeting Start this Meeting
O Help
Download Sales Support

=T 5 11:39
= | & ol () B -4

07/04/2020
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8. Turn OFF host and participant video, starting a meeting with video off avoids
any embarrassing moments; users will need to explicitly switch on video
sharing during the meeting. Click enable waiting room. This is important to
ensure that you are not interrupted by another person joining the call.

Please ensure the ‘Enable join before host’ is NOT selected.

8 Vi ot s e
G@rv | https: hscni.zoom.us/ o/ O] 5[4+ @ Edit Meeting - Zoom x 0 v @
REQUESTADEMO  +44(20) OROBOO 3687314  RESOURCES v  SUPPORT
SOLUTIONS »  PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING ~ HOST A MEETING +
Pz Video Host fon O off
Participant Ron oorf
Attend Live Training
Audio (O Telephone () Computer Audio @ Both
Video Tutorials
Dial from United Kingdom  Edit
Knowledge Base
Meeting Options [] Enable join before host

O Mute participants upon entry

& Enable waiting room

\ [] Only authenticated users can join

Save Cancel m ~

one] (5053 B8] 5 o

9. Then select “Save”

Always use the auto generation of meeting id’s rather than using the personal
meeting room option: every meeting will then have a different Meeting ID. If
one Meeting ID becomes compromised, then it will only apply to a single
meeting rather than every meeting you host.

“To deliver excellent integrated services in
partnership with our community”
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MAKING A CALL FROM A COMPUTER

There are different ways to start a call in ZOOM. The method below involves some
extra clicks but seems to be the easiest way to allow you to give a code over the
phone to a Service User to join the call, and still allow you to keep the facility of a
waiting room to avoid later Service Users joining the call before you are ready.

1. Follow steps 1-4 above, to get to the page about your personal meeting room.
2. Click “Start Meeting” in top right

) Meeting Informatian - Zoom - Internet Explorer =& %

) » O Feps/zoom sy meeting ot 338550 D] 42 [ MestingInformation - Zo.. *

ZOOIT|  0wnows+  PLNSAPRICNG  CONTACT SALES SCHEDULE AMEETING  JOINAMEETING  HOST A MEETING »

Important Notice: Due to increased demand, dial-in by phone audio conferencing capabilities may be temporarily removed from your free Basic account. During this time, we strongly recommend using our computer audio capabilities. If you require dial-in by
our other package options.

Leini Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates

Profile

Topi James Martin's Persons Meeting Room

Webinars

Recordings

Addto | [EJ Goosle Calendar H @5 Outiook Calendar (ics leY.\nnnCnlrM.\t

Settings

ADMIN
> User Management
> Room Management

@ Copy the invitation

» Account Management

> Advanced Video
Participant on &

Audio Telephane and Computer Audio ..

3. Call the Service User and give them your meeting ID (shown above in
previous step). (They enter this on the app after selecting the “Join a
Meeting” button.)

— Join a Meeting
This option will appear on the

service user’s screen, ask
them to use the meeting ID [ | J
you provided and click “Join”

“To deliver excellent integrated services in
partnership with our community”
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4. Select “Run” when asked as shown below.

et Eagicees

DIl % O imechMertiong-Toom = [l

Zoom

When prompted, select Run.

S ———————————— €)=

il e e

5. When the meeting screen opens on your computer, select “Join with
Computer Audio”

Join with Computer Audio

Test Speaker and Microphone

] Automatically join audio by computer when joining a meeting

6. When the Service User is in the waiting room, you will receive a prompt at the
bottom of the screen. To admit them to the call, click “Admit.”

7. To end the call, just select “End Meeting” at the bottom right.

“To deliver excellent integrated services in
partnership with our community”
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MAKING A ZOOM CALL FROM A MOBILE DEVICE

***|mportant. Please note, the process below generates a unique meeting ID for
each individual meeting, rather than the process above for the personal meeting
room in which the meeting ID stays the same permanently.

1. Set up your account on a computer as above.
2. Download the ZOOM app.
3. Tap the “New Meeting” button

3
w Meet & Chat “
Q. Search
° .
New Meeting Join Schedule Share Screen
04:00 ‘emese——
o

Meeting |D: Tiiinisiubabiiian

4. Select “Video On”.

5. Tap “Start a Meeting.” You may need to select the on-screen option “Call
using Internet Audio.”

6. To invite a Service User to join the call:
At the top of your call screen a long number will be displayed. This is the
unique code for that particular meeting (it will be a different number for
different meetings later in the day). Below this is a six-digit password (as
pictured below). Give both these numbers to the Service User by phone.

“To deliver excellent integrated services in
partnership with our community”




) Business Services
15|Page HSC Organisation

Information Technology Services

SETTING UP A ZOOM STAFF MEETING

The principles for a staff video meeting are the same as outlined previously. One
staff member acts as the “host” for the meeting and other colleagues join the meeting
as outlined previously for Service Users. There are at least two different ways to do
this, as described below.

Using the ZOOM personal meeting room

An easy way to do this would be for the host to use their personal meeting room as
outlined above in the section “Making a Call From Your Computer.” They would then
give colleagues their meeting room ID (see step 3 in “Making a Call From Your
Computer”) and arrange to join the meeting at the specified time.

Scheduling a meeting within ZOOM

An alternative is to set up a specific scheduled meeting.

Sign into ZOOM

Depending on access, one of the two following screens will appear. If the first

screen appears, Click “My Account” in the top right which will bring you to the
° second screen.

N =

Expanded Zoom Phone Global
Availability!

Property Leases

XXX-XXX-XXXX

https:/ /northerntrust-hscri 200m.us/j/ N "ov]

One Consistent Enterprise Experience. Sign-in Ema E—— rortherntrust hscninet

3. Click “SCHEDULE A MEETING”

REQUESTADEMO  +44

ZOOIMN  sowmons-  rawsarmcn  conmcTsass SCHEDULEAMEETING  JONAMEETING  HOSTAMEETING =

PERSONAL

Meetings Account No. XXX-XXX-XXXX

Webinars
Recordings
Settings Personal Meeting ID XUX-XXA-XHXY Edit

hitps: fusOdweb.zoom.us /|

ADMIN Use this ID for instant meetings

“To deliver excellent integrated services in
partnership with our community”
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4. Fillin details such as the meeting date and time (shown below). Ifitis a
recurring meeting, you can tick that box.

Zoom SOLUTIONS ~  PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING  HOST AMEETING ~
PERSONAL
My Meetings Schedule a Meeting
Profile
Schedule a Meeting
Topi My Meetin
Webinars ope v &
Recordings Description [Optional) Enter your meeting description
Settings
ADMIN When 26.03.2020 = 1500 0~
» User Management
Duration ;
> Room Management 1 v [hr| 0O ~ | min
Account M: t
< AR Time Zone (GMT+0:00} London v
> Advanced
Recurring meeting
Attend Live Training Registration Required

5. For a team meeting, you would still require a password to keep the meeting

secure.
Zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~
e /

Meeting Password Require meeting password

Video Host ® on off
Participant ® on off

Audio Telephone #» Computer Audio T Both

Meeting Options ¥ Enable join before host

Mute participants upon entry

Enable waiting room

Only authenticated users can join

Record the meeting automatically

6. Tick video “off” for both host and participant.
7. Then scroll down and click “Save”

“To deliver excellent integrated services in
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8. On the next screen, a Meeting ID will be displayed (as circled below). This is
the number you give to colleagues to allow them to join the meeting.

Zool I l SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOSTAMEETING «

PERSONAL )
My Meetings Manage "My Meeting"

Profile Start this Meeting
Topic My Meetin,
| ' ’

Webinars
Time Mar 26, 2020 15:00 London
Recordings
Google Calendar [ & Qutlook Calendar (ics) ] [ eYFhOO Calendar ]
Settings
Meeting ID
ADMIN
» User Management
Meeting Password Require meeting password
» Room Management
5> Account Management Invite Attendees Join URL: https:/us04web.zoom.us/j/ 990488296 & Copy the invitation
» Advanced
Video Host On
Participant On
Audio Telenhone and Computer Audio

To start the meeting at that point, you can click “Start the Meeting”

9. If the meeting is due to start at a later date, the following instructions are for
how to find this meeting in future.

10. After logging in to ZOOM, click “MY ACCOUNT?”, if applicable (as shown in
step 2).

11.Then click on “Meetings”

REQUEST A DEMO +44 (20) 3687314 RESOURCES ~ SUPPORT
ZOOI I l SOLUTIONS « PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~
PERSONAL . ; . . . .
Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates WM Get Training
Profile -

Schedule a New Meeting

Meetings

Webinars

Start Time = Topic * Meeting ID
Recordings
Recurring Alder Team Coronovirus CAMHS Catch-up Semss—— start || Delet
Settings
Recurring Alder Tuesday Check-in n——— start || Delet
ADMIN Today My Meeting —— start || Delete
15:00

> User Management
> Room Management

> Account Management Save time by scheduling your meetings directly from your calendar.

> Advanced ai Microsoft Outlook Plugin G Chrome Extension

Download Download

Attend Live Training

12.Your scheduled meetings are then listed. To start any of those meetings,
select “Start” (these can be started at any time, not just at the designated start
time). The meeting IDs for these are list as well, as a reminder of the number
you have to give others to join.

“To deliver excellent integrated services in
partnership with our community”
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Using Microsoft Outlook for invitations/access to Zoom Conferencing

1. After following steps 1 — 7 within the previous section (“Scheduling a meeting
with Zoom”), click on “copy the invitation”.

(2 Meeting Information - Zoom - Internet Explorer
6@1 < [© https//northemntrust-hscni.zoom.us/meeting/. O v || & | | #2| [[Z] Telecom Home Estate () Meeting Information - Zo...

REQUEST A DEMO

B3 Norther neakth SOLUTIONS ~  PLANS&PRICING ~ CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING  HOST A MEETING ~

and Soclal Care Trust

Description Catchup
Webinars
Recordin,
&S Time Apr 8, 2020 02:30 PM London
Settings
8! Add to [ m Google Calendar J [ u; Outlook Calendar (.ics) ] [ e Yahoo Calendar ]
ADMIN
Meeting ID XXX-XXX-XXXX
Dashboard
el corhdnapament Meeting Password . Require meeting password  gm—m
> Room Management
Invite Attendees Join URL: https://northerntrust-hscni.zoom.us/j OmNoSUtBKZ2p2NOIEUTO?
> Account Management
@ Copy the invitation
> Advanced
Video Host On
Participant On
Attend Live Training Audio Telephone and Computer Audio

5 D] B ¢ B e e [Cp e — |

. . . . Copy Meeting Invitation
2. Click “Copy Meeting Invitation” o

Artene Thornton is inviting you to 3 scheduled Zoom meeting,

Topic: Property Team Meeting
Time: Apr 8, 2020 02:30 PM London

Join Zoom Meeting
htps://northemntrust-hscni.z

oo EE——
R QNOSUIBK2pZNOUTO?

Mecting ID: 2SN

Password: MR

One tap mobile

+441314601196,254412600# United Kingdom
+443300885830,254412600# United Kingdom

Dial by your location
+44 131460 1196 United Kingdom
+44 330 088 5830 United Kingdom

Meeting IN: 254 412 600

[ ——

Copy Meeting Invitation

Meeting Invitation

3. Click “Allow access” on the pop-up screen e Thorionis i o 10 s oo e .

Topic: Property Team Meeting

Time: Apr 8, 2| Bl x|
Join Zoom M ﬁ) you
Clgboard?

https://northe

. Bvou show e, e wekpaoe o sccees Fu Clsbourd
e e hamaton Tt e ik or coped recant.
Meeting ID: 2
Password: 711 Alow access | [ Dorftalow
One tap mobi

+441314601196,254412600# United Kingdom
+443300885830,,254412600# United Kingdom

Dial by your location
+44 131 460 1196 United Kingdom
+44 330 088 5830 United Kingdom v
\_Meeting I0: 254 412 400

Copy Meeting Invitation Cancel

“To deliver excellent integrated services in
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4. Open Microsoft Outlook, then create “New Message”, paste the details within
the Message Field and add email addresses to those who are invited to attend

the meeting. This will provide users to access the Zoom link (A) and the
Meeting ID and password (B)

S92 G 4« s Untitled - Message (Rich Text) o B R |c
s
[ Message Insert Options Format Text Review @
@ # cut Calibri Body < 11 < AT 47 - 1S & agﬂ @J g D@l @ ¥ Follow Up - Q B
= B3 copy ¥ High Importance
Paste B . A - = Address Check | Attach Attach Signature Zoom
+ < Format Painter JU|2-A : Book MNames | File Item~ a2 # LowImportance
Clipboard [ Basic Text Names Include Tags 5| Zoom
From ~ | Zoom.Helpline@northerntrust hscni.net
= e | \
Send
e | |
Subject: ‘
Zoom is inviting you to a scheduled Zoom meeting. Ll
a
Topic: Zoom Meeting
Time: Apr 8, 2020 02:30 PM London
Join Zoom Meeting
https://northerntrust-hscni.zoom.us/j h
Meeting ID:2  XXX-XXX-XXXX
Password: ie— ‘
One tap mobile
+441314601196,,254412600# United Kingdom
+443300885830,,254412600# United Kingdom
Dial by your location
+44 131 460 1196 United Kingdom
+44 330 088 5830 United Kingdom
g || =
z E

5. This link can also be used via Outlook Calendar when arranging a “New

Meeting” to invite attendees. This will provide users to access the Zoom link
(A) and the Meeting ID and password (B)

@9+ Calendar - ArleneM.Thornten@northerntrust.hscni.net - Microsoft Outlook (Safe Made)

Home Send / Receive Folder View
o i @ % % 221 o i Find a Contact ~
= EE SR ] =2 = e

New New New Today Next7 Day Work Week |Month | Schedule Open  Calendar  E-mail ~ Share Publish Calendar
Meeting Items - Days Week = View | Calendar~ Groups = | Calendar Calendar Online ~ Permissions

BHA9 0O+ + s Untitled - Mesting

= B R

J Lmetln Insert | FormatTedt | Review &

o | AN _ westing 2@

30 @ # . A . == .t = 5 @4 Find -

p [ N Calibri (6 ~ 11 A A Aa- & = AaBbCcDc | AaBbCcDe AaBbCi AaBbCe || % 3, Replace

B e

13 Paste T U abe x, 3 |27 A fMormal |17 NoSpaci.. Headingl Heading2 — Change
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O wa || Topic: Zoom Meeting
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g Mail Join Zoom Meeting

https://northerntrust-hscni.zoom.us/j/! K2p2NOUT9 h
Meeting IL  XXX-XXX-XXXX h
Password: mate—
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PRIVACY SETTINGS

To protect your privacy we advise adjusting the cookie settings. To do this scroll to
the bottom of the ZOOM home-screen and click “Cookie Preferences” as shown.

/22 Video Conferencing, Web Conferencing, Webinars, Screen Sharing - Zoom - Internet Explorer

ng » [© nitps://usiweb zoom.us 2] 4 (@) video Conferencing, Web ... *

REQUESTADEMO  +44(20)

Zoom SOLUTIONS PLANS&PRICING ~ CONTACT SALES JOIN A MEETING

We have developed resources to help you through this challenging time. Click here to learn more.

Download Language
8961 or 0800 English +

row
Outlook Plug-in
L

72020 Zoom Video Communications, Inc. All rights reserved. Privacy & Legal Policies | About Ads | Do Not Sell My Personal Information | Cookie Preferences

You can select your privacy preference. We suggest moving the slider to
‘Functional Cookies.” Then click “Submit Preferences”

About Cookies on This Site zoom X

Please choose whether this site may use Functional and/or Advertising cookies, as described below:

Required Cookies / CCPA Opt-Out Functionality Allowed
;FLTPCSI?DEI%EP(E-\{E.S are required to enable core site - Provide secure log-in
. . - Remember how far you are through an order
——] Functional Cookies

i ) - Remember your log-in details
These cookies allow us to analyze site usage so we

can measure and improve performance. - Remember what is in your shopping cart

- Make sure the website looks consistent
Functionality NOT Allowed

- Allow you to share pages with social networks
- Allow you to post comments
- Serve ads relevant to your interests

Cancel Submit Preferences Advanced Settings

I

Privacy Policy Powered by: (PTrustAre | TRUSTe
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Security Check List

Auto generate meeting id

Ensure ‘require meeting password’ is selected

Turn OFF host and participant video

Mute participants upon entry

‘Enable join before host’ must never be selected.

Enable waiting room

Lock room once everyone is in
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