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Need Assistance During the Walkthrough

* Raise your hand and an MDF Staffer will come by to assist you!
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Outlook Guidance
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Outlook Email
& Set-Up

 Open a web browser
» Search for office.com

* Click the blue signin
option on the left

* Enter your

@sgf.myotonic.org
address
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BS Microsoft

Office is now Microsoft 365

The all-new Microsoft 365 lets you ¢

reate, share and collaborate all in

one place with your favorite apps

Get Microso ft 365

2" Microsoft
Sign in

‘BﬂaH,phone,orSkype

No account? Create one!

Can't access your account?

Back

Next



2 Factor Authentication
& Staying Signed In

* On your first login, you may be
prompted to:
o Update your Password
o Setup 2 Factor Authentication with via
Text, Call or App

* To reduce the number code requests,
select "Yes" to staying signed in

» Select "Outlook” or
visit https://outlook.office.com/mail/
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kleed.cumming@myotonic.org

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

[:] Don't show this again

‘‘‘‘‘‘‘‘‘‘‘
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Accessing Your
Outlook Calendar

 Click on the Calendar Icon to
access your email calendar

* You can adjust the timeframe

{1}/ Myotonic

displayed using the buttons at

the top:
o Day
o Work Week (M - F)
o Week
o Month
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o o 1 ?,’“‘{3‘5‘}’!:',:,'2 Outlook Q_ Search
rea lng a e » ' » en ° = — oma View Help
5 Z Day v [(5) Work week (i) Week Month

Outlook Calendar o T e

Sunday Monday Tuesday Wednesday Thursday Friday

Mar 31 Apr 1 @ |2 ® |3 ® 4 ® |5
° CI e k n N E " Event Scheduling Assistant

Ick on "New Event
=2 Response options Busy v {3 15 minutes before v {J v [, Scheduling poll v

([ J

e Calendar (kleed.cumming@myotonic.o...

Add required meeting details:

o Event Title
o Date + Start & End Time

¢ Add a title

Invite attendees Optional

o o o ©  4/27/2024 800AM v
* Add optional information TR
® Alday @& Time zones

o Description
o Attach Files

Click "Save" to add it to the calendar

@ Don't repeat

@
(@ ) In-person event

Search for a room or location

[ J i Teams meeting

Add a description or attach documents
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Need One on One Support?

* Visit our Technology Help Desk from 7 to 8:30 PM tonight!

* Contact Lucie to setup additional trainings or one on one
walkthroughs with MDF Staff
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Zoom Guidance




Zoom Roles for Support Group Facilitators:

Host: Co-host / Alternative:

* Launch the Meeting from * Launch the Meeting from
the Zoom Application their Email Link

* Resend Email Reminders * Create Breakout Rooms

from Zoom web portal  Admit attendees from the

 + all Co-Host abilities Waiting room

* Mute or remove people from
the group

* Rename Attendees
Muyotonic
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How to Log into Zoom

 Open a web browser

e Search for Zoom.us

Zool l | Products Solutions Resources Plans & Pricing

[ ] L] L] [ ]
e The sign In Opt|0n will N T e

be in the upper right- |
hand corner of the Fnhance workplace

Al Companion is your personal

Streamline communication, increase employee
engagement, and improve productivity with Zoom
Workplace; fueled by Zoom Al companion, included at no
additional cost.*

Plans & Pricing Discover Zoom Workplace

Zoom assistant

+ Call Customer Service

One platform for limitless human connection

( Zoom Workplace ) ( ZoomAl ) ( Business Services w ( Developer Ecosystem )
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Review Upcoming Meetings

» After logging in, Zoom will e

s us0Bweb.zoom.us/profile o K @ £ incognito  Finish update :
L[] (]
I r e Ct O l | t O O l | r r O I e Q Search Support 1.888.799.0125 Contact Sales  Request a Demo
y y I Zool l | Products Solutions Resources Plans & Pricing Schedule Join Hostv  Web App~
° ) PERSONAL
When you join meetings, webinars, chats or channels hosted on Zoom, your profile information, including your name and profile picture, may be visible to
, channels on their account while you're signed in. The account owner and others in the meeting, webinar, chat or channel can share this information with apps
Meetings and others.
L] L]
13 9 .

C I C O n e e I n S Genevieve Wiegleb Edit
Phone Genevieve Wiegleb (MDF)
Personal Contacts Department Communications
Personal Devices Job Title Communications Associate
Whiteboards Manager Kleed Cumming (MDF)
Notes (ED

Personal
surveys (ED
[ ] [ ]
° Recordings
m I n m I n Phone Not set Add Phone Number
° clips (ED
° ey Language English Edit
Settings
Time Zone (GMT-7:00) Pacific Time (US and Canada) Your new Al assistant: X

Data & Privacy (D) Zoom Al Companion empowers you to

boost productivity, improve team
Reports Date Format mm/dd/yyyy Example: 04/23/2024 effectiveness and enhance your skills.
Best of all, there is no additional cost to
T your paid subscription. You must enable
Time Format Use 12-hour time (Example: 02:00 PM) it to get started.

> Plans and Billing Enable today

Dashboard Meeting

User Management
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Review Upcoming Meetings

> S O I I I e S C re e n S I I I a y er/IRlj6xjgQPORM3v1srQ7bw/profile ® K @ & Incognito  Finish update

Support  1.888.799.0125 Contact Sales Request a Demo

show the meeting
above your profile

Profile Settings~ Meetings ~
Carolyn Valek Edit
& a Carolyn Valek
7/
S Location Ohio
Job Title Support group Facilitator
Personal
Language English Edit
Time Zone (GMT-4:00) Eastern Time (US and Canada) Edit
Date Format mm/dd/yyyy Example: 04/23/2024 Edit
Time Format Use 12-hour time (Example: 02:00 PM) Edit
Meeting
Myotonic
y Personal Meeting ID HE R EBOZ e Edi

Dgstrophy httos://usO6web.zoom.us/i/******893?pbwd=WUtBbmarKzFMVENOOHU1VTJtQIIGQTO9
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Review Upcoming Meetings

Meetings

— Click on an upcoming
meeting to view details,
start a meeting, and to get
e S to view who has
registered for a group

Note: Upcoming meetings
will only appear for
the HOST Role

ccccccccccccc

ccccccccccccc

MDF Virtual Support Group: Ohio
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How to Launch the Meeting: Co-Host / Alternative Host

* Alternative Hosts will receive an email with a special link.

 We recommend adding this link to a calendar event for quick
and easy access

Note: This link is the only way the co-host can launch the
meeting! Do not share this link!

Zoom meeting invitation inbox x

Zoom <no-reply@zoom.us> 9:30 PM (0 minutes ago)
tome «

Hi Molly Parker,

You have been invited to be an alternative host for this meeting. As a host, you have the ability to start and end the meeting.

Mg Otonic Topic': Sync Up :
Dg Strophy Time: Jan 15, 2018 10:00 AM Central Time (US and Canada)

FOUNDATION Join from PC, Mac, Linux, iOS or Android: hitps:/ zoom.us/s! -




How to Copy a Meeting
[nvitation

* Within the Meetings tab you
can copy an invitation with
the access or registration
link to send to participants
or potential participants
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Er/IRIj6XjgQPORM3v1srQ7bw/meeting/85205244860?occurrence=1718143200000

utions Resources

Plans & Pricing

Users Carolyn Valek

Profile Settings~ Meetings ~

Details Registration Email Settings Branding Polls/Quizzes Survey
Topic MDF Virtual Support Group: Ohio
Time Jun 11, 2024 03:00 PM Pacific Time (US and Canada)

Every 2 months on the Second Tue, 18 occurrence(s) Show all occurrences
Meeting ID 852 0524 4860
Security v Passcode ***xxx Show

Registration Link

Add to

Video

Audio

v Waiting Room
https://usO6web.zoom.us/meeting/register/tZEvd-yqqj8iHNQI_ZLY1uBixodQrVtmGmcu g

EJ Google Calendar n: Outlook Calendar (.ics) 9 Yahoo Calendar

Host off

Participant off

Telephone and Computer Audio
Dial from United States

@ Copy Invitation Edit Delete



How to Copy a Meeting
Invitation

* You can simply click the button at the
bottom that says Copy Meeting
Invitation & it will copy to your
computer’s clipboard

* Now you should be able to copy &
paste into an email

* Note: If your Zoom has registration,
this will only work for new participants.
If a participant has already registered,
the best thing to do is resend the zoom
link to the person registered

Myotonic
Dystrophy

FOUNDATION

QPORM3v1srQ7bw/meeting/85205244860?occurrence=1718143200000

@ cCopied to clipboard

Copy Meeting Invitation

Hi there,

You are invited to a Zoom meeting.

Register in advance for this meeting:

the meeting.

When: Jun 11, 2024 03:00 PM Pacific Time (US and Canada)

https://usO6web.zoom.us/meeting/register/tZEvd-yqqj8iHNQI_ZLY1uBixodQrVtmGmcu

After registering, you will receive a confirmation email containing information about joining

4,

Copy Meeting Invitation Cancel




Er/IRIj6XjgQPORM3v1srQ7bw/meeting/85205244860?occurrence=1718143200000

utions Resources Plans & Pricing

Resending Zoom
Link to Registrants

Details Registration Email Settings Branding Polls/Quizzes Survey

* You can check who is
registered for your meeting
& resend the meeting link to ey 2 v n S 8 etonets S crence
participants by click on the

registration tab ¢ passcode T Show

v Waiting Room

Registration Link https://usO6web.zoom.us/meeting/register/tZEvd-yqqj8iHNQI_ZLY1uBixodQrVtmGmcu g
Add to EJ Google Calendar n: Outlook Calendar (.ics) 9 Yahoo Calendar
Video Host off

Participant off

Myotonic Jetepnone ana Computer Auslo
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er/IRIj6xjgQPORM3v1srQ7bw/meeting/85205244860?0ccurrence=1718143200000 w [ & incognito  Finish update :

QSearch Support  1.888.799.0125 Contact Sales Request a Demo

utions Resources Plans & Pricing Schedule Join Hostv  Web App v

Resending Zoom
Link to Registrants

Details ‘ Registration ‘ Email Settings Branding Polls/Quizzes Survey

* In the registration tab you

will initially see the number

Of re gi St ra n tS Registration Options Automatically Approved Edit

Send an email to host

[ ] C I i C k O n Vi eW to S e e t h e v Close registration after meeting date

v Allow registrants to join from multiple devices

n a m eS a n d e m a i | S Of v Show social share buttons on registration page
eve ryo n e regi Ste re d v Show join info on registration confirmation page
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Resending Zoom Link to Registrants

* Here you should be able to
see your full list of

Registrants for 'MDF Virtual Support Group: Ohio'

Registrants for 'MDF Virtual Support Group: Ohio’

. [ Search by name or email [ Search by name or em' ‘ Search
regl St ra n tS Mge! Registration Resend Confirmation Email Cancel Registration Resend Confirmation Email J
° T h ec h ec k box at th e tO p Of trants Email Address Registration Date @ Registrants Registration Date
the list will allow you to s zascarion | com
select all registrants vors 20240508 P pors 202803087 con
. Apr 9, 2024 03:01 PM Apr 9, 2024 03:01 PM Copy
* You can also click on the
check box beside each spis,aoscien [
name of a person that pors 02403000 oy
needs their link resent PR
. . Apr 9, 2024 02:55 PM Apr 9, 2024 02:55 PM Copy
* The resend confirmation e
email will send a unique
access link to the registrant rors zscrosau (_orn
Apr7,2024 12:37 PM Apr7,202412:37 PM Copy
Feb 8, 2024 02:15 PM Feb 8, 2024 02:15 PM Copy
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Break-Out Rooms

* In Zoom, you can find the
breakout room option in the
menu towards the right side.

This feature can be useful for big
groups or for separating out into
smaller group discussions.

Note: If you don't see the
Breakouts icon, select "More"
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Break-Out Rooms _—

Create |1 : breakout room

* Once you've clicked on the
Breakout Rooms, it will open a © s manly
window that will prompt you to
choose the number of rooms
and choose to assign randomly,
manually, or allow participants
to choose

 You can add additional
rooms later if needed
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Break-Out Rooms

* If you choose to assign breakout
rooms, you can do so by clicking on the
assign button for each room & checking
who should go into whichever room

* Use the Gear or Options button on the
lower left for additional settings:

o Allow participants to select their room
o Automatically close after a certain time

o How long to countdown after closing
the rooms
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\‘ Recreate | \‘ Add Room ’\ Open All Rooms




Break-Out Rooms

» After a breakout is created, and the
rooms are open. The Host can:
o Move attendees between rooms by

hovering over their name and choosing
"move to"

o Broadcast a voice or written message to
all breakout rooms

o Join a specific breakout room

Close all rooms and return attendees the
main session

o Close all rooms with a 15 second warning

« Want participants to be able to select
their own room? Use the options button
and the associated checkbox in the
bottom left.
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@ Breakout rooms - In Progress

Rooms (1)

v Room 1

Participant

Options

Participants (1)

[ Broadcast ) Close all rooms




Polls/Quizzes > Create Poll =

Untitled pol

Multiple choice

How To Create a Poll

>3 Matching

Untitled Question

* Polls can be created by the HOST on the . th Rank order
web portal ahead of time, or within the (e —
meeting itself by Hosts/Co-hosts .
. = Short answer
« Select the "Polls/Quizes" Icon and Create Choice 2
* Use the dropdown next to the ) = Longanswer
questions to change its type. + Add choice — Fillin the blank
o Additional question options
will appear based on its type C) Required
n_ < @ Rating scale
* The "single choice" button type can also (3P show as dropdown
be utilized to create and assign breakout (JP Create breakout rooms () ~
rooms

Myotonic + Add question
Dystrophy
FOUNDATION



< Back

Untitled poll Copy
m 0:31 | 1 question | 0of 1(0%) participated
M an a in a P 011 1. Untitled Question (Single Choice)
g g 0/0 (0%) answered
. Choice 1 (0/0) 0%
« After you add all your questions, save S o
your Poll, then click "launch” to startit. ... 0/0)0%
< Back
* The Host can see the incoming results Untitled ool Co
and can decide when to end the poll. e poll -opy .
Meeting poll ended | 1 question | 0 of 1 (0%) participated
¢ Once ended’ you h.ave the Option to 1. Untitled Question (Single Choice)
share the results with the group OR 0/0 (0%) answered
create breakout rooms if using that Choice 00 0%

feature

Choice 2 (0/0) 0%

* Using the "..." menu you can also
relaunCh the pO” |f any part|C|pantS Create breakout rooms

were unable to answer
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Transferring Host
Powers & Managing
Participants

* Find the participant you want to
promote to HOST or CO-HOST in
the Gallery or Participants List

Use the "..." button for additional
options, including:
o Promotion to host
Pin their video (if featured speaker)
Request to start video
Stop their video

Remove them from the Zoom or
send them to the "Waiting Room" if
enabled

Myotonic
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Other Host

Genevieve Wiegleb (MDF)

Ask to Start Video

Chat

Pin

Hide Non-video Participants

Make Host

Make Co-host



How to Allow
Screen Sharin
J Other Host

* If participants are unable to share their

screen, you can adjust the settings using
the Carrot "*" icon on the top left of the

Green Share Screen icon

Select "Advanced Sharing Options..." for
additional options including who can
share and when

Genevieve Wiegleb (MDF)

v One participant can share at a time

Mg Otonlc Multiple participants can share simultaneously
Dgstrophg Advance d Sharing Options...
FOUNDATION . R "
:~ @~ B B D @ B8 -~ s - ¥ -

ants Chat Share Screen Summar! y Al Companion Record Show Captions  Polls/Quizzes Breakout Rooms Reactions Raise Hand




Tips & Tricks

e Start your meeting 10 minutes early

 |dentify who will take the lead on:
o Introductions
o Admitting People from the Waiting Room
o Verifying DM Diagnosis / Status
o Monitor the Chat

* Have an issue with video or audio? First use the ” icons next to the mic and
webcam icons to ensure the proper device is selected. Still not working? Ask the
attendee to try re-joining the session or restarting their machine.
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Need One on One Support?

* Visit our Technology Help Desk from 7 to 8:30 PM tonight!

* Contact Lucie to setup additional trainings or one on one
walkthroughs with MDF Staff
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Thank You!

Join us at the Technology Help Desk from 7 to
8:30 PM Tonight!




