Navod pro prednasejici na uskute¢néni prednasky pomoci
videokonference

Registrace uctu
Pokud nemame dosud vytvoreny Ucet na webu zoom.us, zaloZzime si ho timto zplsobem:

1. Do internetového prohlizece zaddme adresu https://zoom.us/ a vpravo nahore klikneme na
tlacitko ,SIGN UP, IT'S FREE“.

m o W™e

<« c @ U & nitps//zoom.us e O

REQUEST A DEMO 1.888.799.9666 RESOURCES ~ SUPPORT

2 OOI l . SOLUTIONS - JOIN A MEETING HOST AMEETING « SIGN IN @

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

In this together.
Keeping you connected
wherever you are.

Sign up for Free ‘ Helpful Resources ‘ q

2. Do pole,Your work email address” zadame nasi skolni emailovou adresu (napr.
jmeno.prijmeni@akropolis.cz nebo mesto@akropolis.cz). V tomto navodu budeme pro
ukazku pouzivat emailovou adresu mily.instruktor@email.cz.
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Sign Up Free

Your work email address

mily.instruktor@email.cz

Zoom is protected by reCAPTCHA and the Privacy Policy and Terms
of Service apply.

Sign Up

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

3. Klikneme na tlacitko ,Sign Up“. Na otdzku ohledné zasilani informaci do emailu klikneme na
tlacitko ,,Confirm*.
4. Sluzba nas informuje o zaslani potvrzovaciho emailu do nasi schranky.
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We've sent an email to mily.instruktor@email.cz.

Click the confirmation link in that email to begin using Zoom.

if you did not receive the email,

Resend another email

5. Pfihlasime se do nasi emailové schranky, ve které nalezneme potvrzovaci email.
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Komu: milyinstruktor@email.cz
¥ Please activate your Zoom account W

E-mail jsme vyhodnotili jako hromadneé reklamni sdéleni.

zZoom sign n

Hello mily.instruktor@email.cz,

Welcome to Zoom!

To activate your account please click the button below to verify your email address:
e —

Activate Account

6. Klikneme na tlacitko ,Activate Account”. Otevie se ndm stranka, kde zadame své jméno,
pfijmeni a heslo k uctu na ZOOM. Jméno a pfijmeni zadavejte bez diakritiky (aplikace zoom
ma problémy s ¢estinou).

1 AccountInfo---- 2 Invite Colleagues ---- 3 Test Meeting

Welcome to Zoom

Hi, mily.instruktor@email.cz. Your account has been successfully created. Please list

your name and create a password to continue.

i J

Instruktor

Password must:

 Have at least 8 characters

« Have at least 1 letter (a, b, c...)

« 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)

000000000000000
By signing up. | agree to the Privacy Policy and Terms of Service.

v

7. Po zadani udaja klikneme na tlacitko ,,Continue”. Objevi se stranka , Invite Your Colleagues”.



1 Accountinfo---- 2 Invite Colleagues---- 3 Test Meeting

Invite Your Colleagues

Invite your colleagues to create their own free Zoom account today! Why invite?

name@domain.com
name@domain.com

name@domain.com

Add another email

™

reCAPTCHA

Srivacy - Terms.

\/ I'm not a robot

8. Zaskrtneme ovéreni ,Google Captcha” a klikneme na tlacitko ,,Skip this step”. Objevi se
stranka ,,Start your test meeting”.

1 Accountinfo---- 2 Invite Colleagues---- 3 Test Meeting

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:
https://zoom.us/j/8957268232

Start Meeting Now

Save time by scheduling your meetings directly from your calendar.

7 Microsoft Outlook Plugin Firefox Add-on
Download Download

9. Klikneme na tlacitko ,Go to My Account”.
10. Timto je registrace u konce a jsme pfihlaseni na nas ucet prednasejiciho.



<« C @ © & nhttpsy//zoom.us/profile

Z OOI l I SOLUTIONS PLANS & PRICING CONTACT SALES

Important Notice: Zoom has removed the 40 minute time limit for schools affected by the Coronavirus. The meeting limit on your free Basic account has temporarily been lifted.

PERSONAL
o
Meetings
‘Webinars
Change
Recordings
Settings Personal Meeting ID 895-726-8232
https: fzoom.us/j/8957268232
ADMIN Use this ID for instant meetings
» User Management .
Sign-In Email mily.instruktor@email.cz
> Room Management Linked accounts:
> Account Management
User Type Basic @ Upgrade

> Advanced



Prihlaseni k Uctu a nastaveni parametr(
Pokud jsme si ucet praveé zalozili, jsme automaticky prihlaseni. Pokud ptihlaseni nejsme, provedeme
to nasledovné:

1. Do internetové prohlize¢e zadame adresu https://zoom.us/. Vpravo nahote klikneme na
tlacitko ,,SIGN IN“.
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We have developed resources to help you through this challenging time. Click here to learn more. x

In this together.
Keeping you connected
wherever you are. ‘:

Sign up for Free ‘ Helpful Resources
AN vy a

2. Zadame nasi emailovou adresu, kterou jsme uvedli pfi registraci, nase heslo a klikneme na
tlacitko ,Sign In“.
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REQUEST A DEMO 1.888.799.9666 RESOURCES ~ SUPPORT

ZOOI l l SOLUTIONS ~ JOIN AMEETING HOST AMEETING ~  SIGN IN SIGN UP, IT'S FREE

Sign In

Email address

mily.instruktor@email.cz

Password
000000000000000
Forgot password? Stay signed in

3. Nyni jsme pfihlaseni a miZeme nastavit nékolik uzite¢nych parametr(.


https://zoom.us/
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Meetings
Webinars

Recordings

Y

Settings Per Meeting 1D 0-148-3464 Edit

0
-

nttps. YusOdweb 200m.us/ /7501483464 pwd=M2ex TGsCRIFUSCTUchx 2ZnxNFRy

ADMIN Use this 1D for Instant meetings
User Management

Room Management Linked accounts

Account Management
User fype Basic ©@ Upgrade

Advanced

Meeting 100 ©

Attend Live Training

Video Tutorials "
: Date and Time Time Zone {GMT+1:00) Prague Bratislava

Knowledge Base

Date acummyyyy Example: 15082011

Format

lime v Use 24-hour time

Format
V sekci ,Date and Time“ klikneme na tlacitko ,,Edit” a nastavime:
Date format - na hodnotu dd.mm.yyyy

Time format — zaskrtneme Use 24-hour time

Sekci uloZzime pomoci tlacitka ,Save changes”

4. Nyni klikneme na sekci Settings, kde upravime tyto parametry:
Host video — zapneme

Participants video — zapneme

Join before host — zapneme

Require a password for Personal Meeting ID (PMI) - zapneme
Ostatni parametry nechame tak, jak byly prednastaveny.

Neni doporuceno pfilis experimentovat @

5. Po nastaveni parametri miZzeme vytvofrit pozvanku na predndasku.



Naplanovani pfednasky
Pokud nejsme pfrihlaseni do aplikace pod nasim instruktorskym uctem, pfihlasime se.

1. Vlevém menu klikneme na ,Meetings” a dale na tlacitko ,,Schedule a New Meeting”“.
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REQUEST A DEMO 1.888.799.9666 RESOURCES ~ SUPPORT

2 OOI l l SOLUTIONS ~  PLANS & PRICING SCHEDULE AMEETING  JOIN AMEETING HOST A MEETING ~

Important Notice: Zoom has removed the 40 minute time limit for schools affected by the Coronavirus. The meeting limit on your free Basic account has X
temporarily been lifted

PERSONAL Upcoming Meetings Previous Meetings Personal Meeting Room

Profile

Webinars

Meeting Templates W Get Training

‘ Schedule a New Meeting )

Recordings

Start Time = Topic * Meeting ID
Settings

2. Vyplnime formuldf s informacemi o nasi Video prednasce.

Schedule a Meeting

Topic Kurz ST 18:00

Description (Optional) Enter your meeting description

When 04/01/2020 = | e00 vl M v
Duration 1 ~ 'hr 0 ~ | min

Time Zone (GMT+1:00) Prague Bratislava he

Recurring meeting  Every week on Wed, until May 13, 2020, 7 occurrence(s)

Recurrence Weekly -
Repeat 1 v |week
every

Occurs on Osun OMon O Tue wed OThu OFri




Topic - nazev nasi prednasky / kurzu

When — zaddvame datum a ¢as konani pfednasky / kurzu. Dejte si pozor na kalendat, kde
tyden zacina nedéli.

Duration — doba trvani prednasky, mizeme ponechat ,1 hr“.

Recurring meeting — pokud se nejedna o jednordzovou predndsku, ale o kurz, ktery bude mit
pravidelné stejny instruktor (stejny uc¢et ZOOM), zaskrtneme toto policko. Dale zvolime v poli
,Recurrence” - napr. ,Weekly“ (videokonference bude kazdy tyden v tentyz cas). Vybereme
v poli ,,Repeat every” —, 1 week” (videokonference se bude konat jednou tydné).

Occurs On — zde zvolime den konani prednasky / kurzu. Pfislusny den je predvyplnén
automaticky dle zvoleného dne prvni pfedndasky.

Pokracujeme s vypliiovanim poli nize.

End date ® By 05/13/2020 i

O After| 7 ~ occurrences

Meeting Password Require meeting password 320205

Video Host @®on () off
Participant @on (O off

Audio () Telephone () Computer Audio (@ Both

Dial from Edit

Meeting Options Enable join before host

[] Mute participants upon entry

[ ] Enable waiting room

End Date — zadame predpokladané datum konce kurzu, pfipadné pocet cykll kurzu.
Meeting Password — Zaskrtneme polic¢ko ,Require meeting password” a poznamename si
predvyplnény ciselny kéd (napf. 320205). Timto zajistime, Ze k prednasce pripoji jen
posluchag, ktery zna uvedeny kéd.



Video — u volby ,,Host“ i , Participant” klikneme na volbu ,,on“. Tim povolime, Ze se budou
navzajem prostfednictvim webkamer vidét posluchadi a instruktor.

Audio — mGZeme nechat vybranou volbu ,,Both” nebo vybereme jen volbu ,,Computer
Audio”. Do konference se Ize pfipojit i klasickym telefonnim hovorem, nicméné tato volba
neni preferovana a aktualné omezena diky velkému naporu volajicich.

Enable join before host — tuto volbu zaskrtneme. Umozni posluchaclim pfipojit se dfive, nez
prednasejici, takze si budou moci pfipojeni vyzkouset jesté pred zacatkem prednasky.

Zbyva posledni pole formulare

[] Record the meeting automatically on the local computer

Policko ,Record the meeting automatically on the local computer” nebudeme zaskrtavat,
pokud si nechceme sami celou prednasku nahrat na sv(j pocitac (tato operace je trochu
narocna na vykon a misto na disku vaseho pocitace)

Klikneme na tlacitko ,Save”.
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REQUEST ADEMO 1.888.799.9666 RESOURCES ~ SUPPORT

Z Ool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST AMEETING ~

PERSONAL . .
My Meetings Manage "My Meeting"

Profile Start this Meeting
o e

Webinars
Time Mar 26, 2020 09:00 PM Prague Bratislava

Recordings

Add to ‘ m Google Calendar | [ﬂi Outlook Calendar (.ics)

Settings
8 a Yahoo Calendar

ADMIN
Meeting ID 540-107-406
> User Management
> Room Management Meeting Password Require meeting password

> Account Management

Join URL: https://zoom.us/j/540107406 & Copy the invitation
> Advanced

Vidime souhrn nastaveni nasi video prednasky. DuleZité je pole ,Join URL", které si
zkopirujeme a ulozime. Je to odkaz, prostfednictvim kterého se nasi studenti pfipoji

k pfednasce (napf.
https://zoom.us/i/540107406?pwd=cHoyMEIWWHBxMUR1bkhQTnICak9TUT09).
Pokud klikneme v levém menu na ,,Meetings”, uvidime seznam nami vytvofenych /
naplanovanych prednasek / kurz(i, mizeme je upravovat. Pokud jsme zvolili ,,Reccuring
meeting”, vidime plan nasich prednasek.
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PERSONAL . . . . .

Upcoming Meetings Previous Meetings Personal Meeting Room W Get Training
Profile _— Meeting Templates
Schedule a New Meeting
Webinars
Recordings
Start Time Topic # Meeting ID
Settings .
Wed, Apr 1 (Recurring) Kurz ST 18:00 540-107-406 Start Delete
06:00 PM
ADMIN Wed, Apr 8 (Recurring) Kurz ST 18:00 540-107-406 Delete
06:00 PM
> User Management
Wed, Apr 15 (Recurring) Kurz ST 18:00 540-107-406 Delete
> Room Management 06:00 PM
> Account Management Wed, Apr 22 (Recurring) Kurz ST 18:00 540-107-406 Delete
06:00 PM
> Advanced

Wed, Apr 29 (Recurring) Kurz ST 18:00 540-107-406 Delete

Spusténi naplanované prednasky
Pro spusténi naplanované predndasky nebo kurzu se nejprve prihlasime do aplikace.

1. Vlevém menu klikneme na ,Meetings” a u pfislusné naplanované prednasky klikneme na
tlacitko , Start”.

Upcoming Meetings Previous Meetings Personal Meeting Room W Get Training

Meeting Templates

Schedule a New Meeting

Start Time = Topic Meeting ID

Wed, Apr 1 (Recurring) Kurz ST 18:00 540-107-406 Delete
06:00 PM

Wed, Apr 8 (Recurring) Kurz ST 18:00 540-107-406 Delete
06:00 PM

2. Aplikaci ,,Zoom” jsme si jiz pravdépodobné jiz nékdy zkouseli a mame ji na pocitaci
nainstalovanou. Pokud ji mdme nainstalovanou, spusti se ndam automaticky sama, pfipadné
nam prohlize¢ zobrazi dotaz, zda ma aplikaci spustit.
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Spustit aplikaci x .
— dialog.

Ple

Tento odkaz potrebuje byt otevien aplikaci.

COdeslat do:

Wybrat jinou aplikaci Vybrat...

[]Zapamatovat si tuto volbu pro odkazy typu zoommitg.

Otevmodkaz| ‘ Zrusit

h Zoom.

3. Potvrdime otevreni aplikace. Aplikace se spusti a zobrazi tla¢itko ,Join with Computer

Audio”, na které klikneme.

Join with Computer Audio

4. Uvidime obraz z nasi webkamery. Kliknutim na tlacitko ,Manage Participants” si zobrazime

o 3 scree
« 4 Enter Full Screen

[] 0 1 +
at - ()
Manage Participants - Share Screen Record Reactions

Invite
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Okno se seznamem pfipojenych Gcastnik( vypada takto:

v Participants (1)

m Milg Instruktor (Host, me) O

Mute All Unmute All More v

Dole jsou tlac¢itka ,Mute All“ a ,,Unmute All“. Pfed za¢dtkem vykladu, az se vsichni pozdravi
apod., je doporuceno stisknout tlaéitko ,,Mute All“, které ztlumi mikrofony vSem ucastnikim.
To zajisti, Ze kdyZ u nékoho vznikne hluk (nap¥. mnoukajici kocour @), nebude to rusit ostatni.

Po skonceni vykladu mlzZeme stisknout tlacitko ,Unmute All“, aby se mohli vSichni posluchaci
rozloudit.

Nékolik metodickych doporuceni na zaver

- Je dobré den pred prednaskou vsem posluchaclm poslat mail s URL odkazem na
videokonferenci (a pfipadné s Cislem konference a heslem, pokud by se chtéli
ptihlasit pfimo do aplikace Zoom).

- Do mailu je dobré chtit od posluchacli potvrdit icast na prednasce, aby se pak
necekalo na nékoho, kdo se nebude Ucastnit.

- Doporucit Ucastnikiim pfihlasit se 5-10 minut dopredu, aby se vidéli s ostatnimi
Ucastniky a také byli schopni doresit pfipadné technické potize.

- Pokud maji posluchaci doma dalsi spolubydlici, doporucit pouZivani sluchatek misto
reproduktor(. Ideadlné sluchatek s mikrofonem nebo handsfree.

- Pokud v pribéhu prednasky dochazi k prerusovani hlasu prednasejiciho, je mozné
hromadné vypnout kamery / mikrofony posluchacu.
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