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This User Manual provides user-friendly information about Zoom and description
of its features to participants, hosts and interpreters in virtual events organized by
EUIPO through Zoom.

Content:

1. Joining the event

2. Guidelines for event participants

3. Guidelines for event hosts and co-hosts
4. Guidelines for interpreters
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1. Joining the meeting
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RECOMMENDED: Go to zoom.us/test before the meeting day in order to ensure that your system is
compatible with the connection. We do not recommend you to use Internet Explorer.

Open your calendar invite and click on the link provided or copy and paste it on your browser.
* Note that the link to the Privacy statement for the processing of your personal data in Zoom on

behalf of EUIPO is available as well in the meeting invitation or in the registration page for the
event.

ECPs Tochnical § & TEST - Meating
Mesting Insert  FormatText  Review  Help Q) Tellm ant to do
] = il * @ . . me e | Private D
> [ Calendar = [ & = S L Eshowas ey O G las i ,th,mpﬂ £
Cancel ) ponyard - ABPOINtment Scheduling Tracking Skyp Teams Meel ing Contact Address Check Response  © peminder: 10 minutes - Recurmence Time Room  Cat tego View
Meeting leeting Meeting  No Attendees - Bo l« Names Options = Zones Finder ¥ Low Importan: Templates
Actions SkypﬂM Teams M umrng nnnnnnnnn Options . Tags My Templa.. A
@ Attendes responses: 2 accapted, O tentatively accepted, 0 declined.
..... AZORIN SORIANG Carlos MARL irene; MBACSecretariat < MBACS BORNAY EL[AS Marcos <Marcos B0
E ions T
L
Thu 02/04/2020 | o%30 - [
Thu 02/04/2020 m| 30 -

online mesting will be pm:rmau
p(act ufprsunldl n the C
s

b tlﬂR g I l {EC}N 2018!1725 lh
and on the fres

Join Zoom Meeting
hitps://zoom,us(/901924632

Meeting ID: 901 924 632

One tap mabile
+34843685026,001024632# Spain
+34917870058, 9019246324 Spain



https://zoom.us/test
https://euipo.europa.eu/tunnel-web/secure/webdav/guest/document_library/contentPdfs/data_protection/Zoom_Data_Protection_Privacy_Statement_en.pdf
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* You will be taken to the Zoom website, where you will be asked to download
the Zoom App or join from your browser.

« If during joining the meeting you visit a Zoom website through a concrete
browser for the first time, you may be asked to accept the Privacy Policy and
the Terms of Zoom. Please, note that this acceptance does not give Zoom the
right to process the personal data collected during virtual events organized by
EUIPO for purposes different from the ones established by EUIPO.

Z00m

- 3 Download app
Join using browser

Please click Open Zoo eetings if you see the system djgfo
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It is recommendable to install the latest version of Zoom using the link
https://zoom.us/download and clicking on the download button of the “Zoom client
for meetings” section. The below example shows the software download process

using Firefox (recommended browser).

Run the file by clicking on = ol Eane -
the downloads icon of your | |
Once downloaded, click the =
zoominstaller.exe twice to ——— v
. i s ) Download Center-Zoom X Jid
Insta” the SOftware. You have chosen to open:
The installation process  Zeemirlerexe A
which is: ile (11.4 MB)
takes a few seconds. —_——
SRR il Completed — 11.4 MB



https://zoom.us/download
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2 Zoom Cloud Mestings - *

Once the installation process is Z00m

completed, you will be ready to
join a Zoom meeting using the m
“Join a Meeting” button. o

It is not recommendable to use
the Sign In option.

|
© Enter meeting password x

Enter meeting password
The meeting credentials you

must use (password, meeting (e |
ID) will be sent to you in
advance in the meeting
invitation.

Join Meeting Cancel
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« If you join the meeting using your browser, it is recommendable to disable the
use of the Functional and Advertising cookies allowing only the Required
cookies. Note that this could limit your experience in the tool.

Acerca de las cookies en este sitio Z00m

Acerca de las cookies en este sitio zoom

Indique si este sitio puede utilizar cookies funcionales y/o de publicidad, como se describe a continuacion:

Aceptar y continuar Ver configuracion de cookies — ) . .
. () — Required Cookies / CCPA Opt-Out Funcionalidad permitida

Se requieren estas cookies para permitir la ) . )
funcionalidad del sitio principal. - Proporciona un inicio de sesién seguro
Trustrc | TRUSTe - Recuerda en qué etapa se encuentra un pedido

Politica de Privacidad

Funcionalidad NO permitida

- Recuerda sus datos de inicio de sesion

- Recuerda el contenido de su carrito de compras

- Garantiza que el sitio web tenga un aspecto uniforme
- Le permite compartir paginas con redes sociales

- Le permite publicar comentarios

- Ofrecerle publicidad acorde con sus intereses

Cancelar Enviar preferencias Configuraciones avanzadas

Politica de Privacidad Desarrollado por: (“TrustArc | TRUSTe
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« If you join using your browser, you can allow it to
access your camera and microphone when ' zoom.us wants to

Drom Qted . B Use your camera

—-

« If your camera or mic still don’t work, e S e o : —
click on the padlock on the upper left : '1 .;I
corner of your browser, next to the . ' r 'fi
search bar. :

* You should be able to see the option to ferencetechnician@euipo.eu

allow the access to your camera and
microphone.
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2. Guidelines for event participants
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2.1 Notification for start of a recording

» If the event is being recorded in the tool, you will be notified automatically by the tool
through a sound notification and a disclaimer on your screen. If you do not want your
image/voice to be recorded, for compelling and legitimate grounds, you can always
exercise your right to object, by indicating it to the host (verbally or through the chat),
so that the recording is paused during your intervention.

 Please, note that only the host can record the meeting and only if this is strictly
needed for legitimate and explicit purposes.

Q This meeting is being recorded

If you do not wish to be filmed/recorded, you can choose to leave the
meeting. In case you choose to continue with the meeting, note that your data
will be processed according to the Privacy statements linked below.

Zoom Data Protection Privacy Stat.. m | Leave meeting |
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2.2 Overview of features available for participants

Once you have joined the event, you will see a toolbar at the bottom of your screen.
Please, note that some features may not be available if you join through your browser.

You can mute/unmute your microphone, start/stop your camera, chat with the host. You
cannot share your screen/files and record the meeting.

$ - g 2 B B ]

Mute Stop Video Participants Chat Interpretation  Reactions

n Chat 1o one of the participants

® Switch to another audio language (if transiabon is
worpevisten avadable for the meeting)

| .
Y

Mute

Mute/unmute your microphone

LU St SIOp YOUr Comerd

$top vVideo

n See participants list and actions
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2.3 Raising hand articipants ()
(4 Conference Technician (Me) 0
« In webinars and large meetings your microphone may be muted ﬂ W (Host) ¢ o
by the organizers. Pregs_the Part|_0|pants button. At the n e 0 o
bottom right of the participants white box
you will see a button to raise your hand (request to speak). m — ¢ o
. . I %
* The hosts will then see your raised hand and allow you to speak n #
~ Participants (3)
n Juan b 2 T 49520
G Claire b ™ _w’ o [} (<] Q -
Raise Hand yes no go slower go faster more
Mute Me
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2.4 Chat:

. To all participants
. To an individual participant

4 ~ @ - s .

Mute Stop Video Participant Chat Inferpretation Reactions

@ ®

IBD / CONFERENCE TECHNICIAN — ZOOM: user manual

v Zoom Group Chat

To: Everyone v

ype
i + Everyone (in Meeting)

Claire

Juan
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2.5 Interpretation
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Ml Interpretation service can be added

Interpretation

Manage Language Interpretation...

& o

g Interpretation Reactions More

Select the language and mute the original audio if you want.

An interpreter in the channel will hear the original meeting
audio which they can translate. Participants in a language
channel will hear the translated audio and also the original
audio at a lower volume.
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3. Guidelines for event hosts and co-hosts
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3.1 Meeting invitation

Please, note that the department/service responsible for the invitation of the
participants has to ensure that participants receive in advance the data
protection disclaimer containing the Privacy statement for Zoom, the Conditions
of use of Zoom and this User Manual.

For more information and details on the matter, please, consult the Data
Protection Coordinator of your department.



http://sharedox.prod.oami.eu/share/page/document-details?nodeRef=workspace://SpacesStore/df04198c-f10a-444d-8f0b-9c119ccb4f5a
http://sharedox.prod.oami.eu/share/page/document-details?nodeRef=workspace://SpacesStore/18f0197e-285b-4d63-8140-b5abb48d8fb3
https://insite.prod.oami.eu/dpo/who-to-contact#DPCNetwork
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3.2 Recording

* Itis recommendable to do recordings on your Office computer/laptop choosing the option: record
on this computer.

* Note that events should be recorded only in case it is strictly needed for a legitimate and explicit
purpose. At the beginning of the event and before the start of the recording, notify verbally the
participants that the event will be recorded and inform participants about the purpose of the
recording and the option they have to opt-out: If a participant wants to intervene during the
session but for compelling and legitimate grounds does not wish to be recorded, the host
recording the event should pause the recording during the intervention of this participant.

PC > Documents > Zoom

Record on this Computer Alt+R Name Date modified Type
2020-03-18 15.24.39 - o 8/03/2020 15:2 File folder
Record to the CIOUd A|t+ C 2020-03-24 14.50.06 File folder
— 2020-03-24 15.29.17 v ; File folder
@ a ‘j 2020-03-24 15.45.45 riwk — - o o File folder
Fa
A b
Record Closed Caption Support > Documents > Zoom > 2020-03-30
g audio_only Length: 00:00:36
Size: 247 KB
g playback

Size: 147 bytes

zoom_0 Frame height: 720 Date modified: 30/03/2020 16:12

Length: 00:00:37 Frame width: 1280 Size: 5.02 MB ﬁ
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3.3 Overview of features available to hosts/co- hosts

Once you have joined the event, you will see a toolbar at the bottom of your screen.
Please, note that some features may not be available if you join through your browser.

N & — . ~ ® @

Stop Video Security  Manage Participants Polls Chat Share Screen Record Reactions More

N o
Mute/unmute your microphone Share your screen or individual programs
ﬂ Chat to all or one of the participants
L Start/stop your camera

Stop Video

v

Lock Meeting Only the host can record the meeting: computer or cloud
Record

+
Share some reactions
Reactions

&

Switch to another audio language (if translation is
available for the meeting)

®e 1 ..
— See participan

ETErm T Allow participants to:

v Chat

Polls for the participar gty )

& ad’

Interpretation

Security ~ Manage Participal

A
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3.4 Security features

% a ' ol . ~ @ (-}

Stop Video Security  Manage Participants Polls Chat Share Screen Record Reactions

Lock Meeting
v

Security features

Allow participants to:

- Lock meeting. Once all invited participants are connected, this prevents unwanted
v Chat participants from joining the meeting. Please note that if any of the participants drop
& R Ts they won’t be able to join again (unless the meeting is unlocked temporarily to let them

pS FYg in.
Security  Manage Participa - Enable/disable chat and participants renaming
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3.5 Mute/unmute participants

2 Participants (2) — O *
@ AnSe———— (HOst, me) [+ I -
Conference Technician g
Mute All Unmute All More v l
Mute Participants on Entry o o @ Q o
+' Allow Participants to Unmute Themselves ye no go slower Qo faster maore clear all
+' Allow Participants to Rename Themselves
Play Enter/Exit Chime
+' Put Participants in Waiting Room on Entry Mute All Unmute All Mare v
Lock Meeting
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3.6 Screen Share:

* Press “Annotate” to draw, write and highlight on your shared content. A second
taskbar will appear. The notes can be saved

Qe 2 "
| . a ih I ’
Stop Video Manage Participants Polls New Share Pause Share Annotate
W Stop Share

More %5 Share 7 Comments

A A A D ENNOoO -~ O3 K- L Find 0
[Ex] ALLe 0~ Ar:ml:le % Replace ~ LIJ
B I U S a 8Y = Le,—\"\{ }{?; vg Io)
Drawing ~

® O o 0O

Stamp Spotlight Eraser Format Undo
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3.6 Screen Share:
* Allow host to control the annotation

. ql]
| V4 0.
Pause Share Whiteboard Remote Control

B Stop Share
Chat

o () 'S Q! [11] Invite

Eraser Format Undo Redo
Record

Disable participants annotation

Show Names of Annotators

Hide Video Panel
Hide Floating Meeting Controls  Ctrl+Alt+Shift+H

Share computer sound

Optimize Share for Full-screen Video Clip

Leave Meeting




- _______________________________________________________________________________________________________
R EVIPO

INTELLECTUAL PROPERTY OFFicE IBD / CONFERENCE TECHNICIAN — ZOOM: user manual

3.6 Screen Share:

12 Select a window or an application that you want to share X

Share screen: option 1

2 Select awindow or an application that you want to share

Share screen: option 2

Portion of Screen @ Computer Sound Only — (7) Content from 2nd Camera

Share screen: option 3 @ @ & box
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3.7 Remote control
« Allow a co-host to control your screen when sharing content

e 3 » X Rut Sanz Garij
e ijo
([} ~ -an [} 11 s’ 0.
Stop Video Manage Participants Polls New Share Pause Share Annotate Remote Control More
W Stop Share
! » I Auto accept all requests

[z

Give Mouse/Keyboard Control to :
B

Font Paragraph
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4.7. Breakout rooms

1. Before opening the rooms, the host can configure the rooms. The time, countdown,...
2. After closing the rooms, the host can open the rooms again with the last configuration of participants.

@ Breakout Rooms - Not Started x ) Breakout Rooms - Not Started X
~ Working groups 1 1 * Working groups 1 1
S —————————— i ——————
~ Working groups 2 2 ~ Working groups 2 2
\ S ——— ——
i vipm

I:\ Move all participants into breakout rooms automatically

Allow participants to return to the main session at any time
I:\ Breakout rooms close automatically after: 30 minutes
; Recover to pre-assigned rooms
Countdown after closing breakout room

Set countdown timer: | 30 v | seconds
Recreate all Rooms

- Recreate v Options ~¥ | Add a Room | e ELWAIREETH Recreate v Options ~ | AddaRoom | [@GeSEFAINLEED
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4.7. Breakout rooms

1. The participants will be assigned to the different rooms.
2. The rooms will be opened for the participants by the host.

2 Breakout Rooms - Not Started x © &reakout Rooms - In Progress (00:01:01 %
~* Working groups 1 1 ~* Working groups 1 Join
A —————— 0 Cmi—————
~ Working groups 2 2 © R —
Join

—— ~ Working groups 2

S —

® i——
© N

Recreate v Options ~ | Add a Room | eLTUWAIEEET S Broadcast a message to all ¥ Close All Rooms
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3. The host can move the participants to other breakout room.

Q

v Breakout Room 1
v Breakout Room 2

v Breakout Room 3

Join
Join
Breakout Room 1

=] Move to ,

Breakout Room 3
dote OPEAN UNION

4. The host can write to the breakout rooms

= Breakout Room 1

* Breakout Room 2
Rut

= Breakout Room 3

Broadcast a message to all

From Conference Technician to everyone: Si veis este mensaje por favor, haced un
pantallazo.

_——
Conference Tech...

| 4

Remaining : 00:00:00
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4.7. Breakout rooms

5. The participant can request help to the host from a breakout room.

Q

* Breakout Room 1

* Breakout Room 2
Rut

* Breakout Room 3
© Ask for Help

ipants Polls Share Screen

Broadcast a message to all v

" @®© | as

Record Closed Caption Breakout Rooms Reac

Join

Join

Join

Join Breakout Room Later

Close All Rooms

IBD / CONFERENCE TECHNICIAN — ZOOM: user manual
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4.8. Polls

Hosts can create polls and launch them for the participants to answer (single or multiple choice). The Host and co-hosts are not allowed
to vote. The results of the voting are presented in an aggregated way and can be shared with the participants or seen by the hosts only.
No reports can be generated about the polls results.

(=] Q
Polling 1: Test poll 1 Polling 1: Test poll 1 v Edit
v Polling 1: Test poll 1
Polling 2: Test poll 2 (not anonymous) 1. Please vote
1. Please vote O Yes

Y

Yes 0% ~

o

No

No 0% @)
(L) I'am not sure

| am not sure 0%

m Re-launch Polling Launch Polling
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4.8. Polls
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© rolis

Test poll 1 in Progress

1. Please vote

Yes
No

| am not sure

End Polling

(0) 0%

(0) 0%

(0) 0%

Close

2 polis — X
Host is sharing poll results
1. Please vote
Yes 100%
No 0%
I am not sure 0%
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3. Guidelines for interpreters
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) Language interpretation X

- If you are an interpreter, when the Welcome

You have been assigned as an interpreter.

o host starts the interpretation, you - il
) will receive this message.

interpreter1@dominio.es

Conference Technician

# Korean hd

™

eeeee

® Korean v 2 | ® spanish v } .
N~ : In the participants window, you . . e oo
will see the language flag next e ® 0 O
to the interpreter name. D m— et 0
@ I (nterpreter) 29

| + Add Interpreter | m
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Thank you
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