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1.AHCTPYKIUA «HAYAJIO PABOTbBD»

1.1. PerucTpanus mojib30Baresist

[ar 1. 3afigute Ha cTpanuity https://zoom.us

ZOOMMN  rewern - warnonsie nnarsin . BOT BKOHOEPEHUAIO  OPTAHMIODATS KOHOEPEIUMIO - BOWT B CHCTEMY

M paspaBoTanu pecypebl, 4TOBbI OMONL BaM B 3TO C/IOHOE BpeMst. HaxmuTe 34eck, 4T06b! y3HaTh Gosbiue.

Zoom: nnpep B chepe KOHbEpPEHLL- : » ; ,

pelueHnr corlacHo otdyeTtam Gartner ‘
Magic Quadrant, 2019 r.

o
.
Yurate oTueT . o guan
) .

[Ilar 2. B npaBoM BepxHEM yIily HAXKMHUTE KHOIKY «3apeructTpupyitech Oec-

IIJIATHO».
SAPEMMCTPHUPYMTECH BECIUIATHO

[Tar 3. B nensx npoBepKW BBEAUTE Ballly ATy POXKIACHUS, HAKMHUTE KHOIIKY
«IIponomknuTh» (JaHHBIA IIAr MHCTPYKLUMH CEPBHC MHOINA MPOITYCKAET, B 3TOM
cilydae nepeuiuTe fajaee 1o MHCTPYKIUH, K wary 4).

Zoo’ l l PEWEHWA v TAPUOHBIE MNAHBI W LIEHbI BOVITY B KOHOEPEHLMIO  OPFAHU3OBATb KOHOEPEHLIMIO v BOWTM B CUCTEMY 3APEMMCTPUPYWTECh BECTUIATHO

B uensx npoBepku NoaTBepAMTE CBOK 4ATY POXKAEHMS.

3Tu aaHHble He ByayT coXpaHeHb!

[Tar 4. Beenute aapec Balen 3IEKTPOHHOM MOYTHI, HAXKMUTE KHOIIKY «Peru-
CTpaLMs.

becnnaTtHasa perncrpaumusa

Baw pato4umin agpec 3eKTPOHHOM NoYThbl

na zawmTel Zoom Mcnone3syetca cuctema reCAPTCHA. Ha npunosxeHme
Zoom pacnpocTpaHATCA NOAMTUKE KOHGWUOEHUWMANBHOCTH M YC/IOBMA

obcny#UBaAHWA.

YiKe ecTb y4eTHana 3anuck? BoiliTn B cuctemy.



[lar 5. Perucrpanus npoiuia yCremHo, €Ciay MOsSBUIIACH CIEAYIOas 3alliCh
(mpoBephTE MPABUIILHOCTh HAITMCAHUS BAILIETO AIEKTPOHHOTO a/ipeca).

MbI OTNpaBMAK 3NeKTPOHHOE NKMCLMO Nno agpecy 11l@mail.ru.

Ha>XmMmTe No cceifike NoaTBEPXKAEHMSA B 2/1IEKTPOHHOM MNMUCbMeE,
4YTOOGbLI MPUCTYNUTL K MCNOML30BaHUKD Zoom.

Ecnu Bbl HE NOAYYMNM INEKTPOHHOE YBeAOMAEHWE,

OTnpaeuTs YEENOMIEHWE ELIE Pa3

[IIar 6. OTkpoiite cBOI0O TouTy. AKTUBUPYWTE akkayHT ZOOM, npoiias 1o
CCBUIKE B IIMCbME, Ha)XKaB KHOINKY «AKTUBHPOBAaTh aKKAyHT» (€CIM IMUCBMO HE
npuiuio B TeueHue 10 MuHyT, npoBepeTe nanky «Cram).

Hlar 7. [locne HaxaTusi KHONKU «aKTUBHUPOBATH AKKAYHT» HYXHO BBECTH
CBOIO (paMIIIMIO, UMS, OTYECTBO U MPUIyMaTh Hapoiib g gocryna B ZOOM (on
OyaeT B MOCIEACTBUU HeoOXoauM mpu Bxone). ObpaTute BHUMAaHHE, YTO MapOJib
JOJDKEH CollepKaTh OYKBBI PA3HOTO PETUCTPA U IUQPHI, a TaK K€ ObITh ATUHON HE
MEHEE § CUMBOJIOB.

& |

A

sssmaw

Mapoush. 0 0seH:

# COCTOATE KAk MMAHMMYM 13 B cumaonos

» Cogepwars ak muHHeyr 1 Gyuey (a, b, )

» Coneps=aTh KaKk saHEMys 1 wagpy (1, 2. 3.

s BanwdaTs CTROYMBIE M NPOMMCHERE [arnaBHsie) Gyxns

Mapons HE gorokeH:

o ConepsaTs TOALD O0MHIH0BRIE CHMBone (11111111 wav aaaaaaaa)
» CogepmarTs TOALKD NOCHEA0BITENLMOCTE CHMBonos (123458678 wan
abcdefghi

Peaucmpupyace, A npususan Mosumuky sosduedesyuaassocmu u Yoaosus
NPedOCIaENEHLE YTV,

[MTar 8. Ilocne yka3aHWs PErUCTPALMOHHBIX AAHHBIX W MAapOisl HAKMUTE

kHOTIKY «[Ipomomkute». [lo3apasnsem! Bol 3apeructpupoBanucy Ha miatdhopme
ZOOM.



1.2. YcraHOBKA NPUJIOKEHHUS HA YCTPOHCTBO

s nauana pabomol 6am 006a3amenvbHO NOHAOOOUMCS NPULOIHCEHUE HA THOOM

971eKMPOHHOM YCMpOolicmae.
Hlar 1. 3aiigute Ha ctpanuny https://zoom.us/download u BeiOepuTe HYKHYIO

OIILIHIO:
* s komrbrorepa - «Kmuent ZOOM nst KoHpepeHIHiDy

KameHT Zoom ans KoHdpepeHunm

KnumeHT seb-Bpaysepa sarpy»<aeTca aBTOMaTHUHECKM NPK 3anyCcKe MK BXOAE B NEPBYH
KoHbepeHLUMo Z00m, a TaKKe JOCTYNEH ANA 3arpy3K1 BRYHHYH 30eCh.

Bepcua 5.4.2 (59931.0110)

* st cmaprdona/mnanmeTa - «MoouiasHbIe TpuioxeHus: ZOOM»

MobunbHble NpUAoXKeHns Zoom

3anyckaiiTe, NpMcoeaMHAWTECE M MAaGHMPYNTE KOHbEPEHLMKM; OTNPAaBAAMTE FPYNMNoBbIe
TEKCTOBblE COOBLLEHWA, M306PaKEHMA M MONIOCOBbIE COOBLLUEHMA HA MOBMABHBIX

YCTPOMCTBAX.
£ 3arpy3uThe B 43 35rpy3UTh B
' App Store I'I Google Play

Yemanosxka na komnviomep Yemanoexka na naanwem/cmapmahon
[Iar 2. Ckauaiite daitn u3 paszaena [IIar 2. Halinute npunoxxeane ZOOM
«KnueHt Cloud Meetings B App Store/Google
Z0O0OM nnsa koHpepeHIuit», HaxkaB Play
KHOTIKY
«3arpy3uTh».

[IIar 3. Ha cBoem IIK 3aiiqute B nanky  Illar 3. CkauaiiTe npuaoxxeHue
«3arpy3Ku», OTKpoiiTe ¢haiis 3amycka
MIPUIIOKEHUS.

Q Zoominstaller



[Iar 4. ITocne otkpeiTus daiina 3anycka Illar 4. OTkpoiiTe npuIoKeHNE
IIPUJIOKEHNS HAYHETCs ycTaHoBKa. Ha

KOMIIBIOTEPAX C ONEPALUOHHON CUCTE-

Mot Windows ycTaHOBKa BBITJISIAUT

CIIETYIOIITIM 00pa3oMm.

) Zoom Installer X |

Installing...

8%

[IIar 5. [Tocne ycraHOBKHU [Iar 5. HaxxMHUTE KHOIIKY «BOWTH B
aBTOMAaTHUYECKH OTKPOETCSI OKHO BXOJAa CHUCTEMY»

B IpujiokeHue. Haxmure KHONIKY

«Bowtu B»

) 0Bnaunbie koHdepeHLrM Zoom - X

Zo0om

BoiiT B KOH$epeHuMIo

Boiitn B

[Iar 6. Jlanee B COOTBETCTBYIOLIUE [Iar 6. JTanee B COOTBETCTBYIOLIUE T10-
TIOJISI BBEIUTE aJIPEC IIEKTPOHHOM MOY- JIsl BBEAUTE aIPEC AEKTPOHHOMN TOUYTHI
THI ¥ TAPOJIb, KOTOPHIC BBl YKA3bIBAIM W TApOJb, KOTOPHIC BBl YKA3bIBAIHN MPH

IIpH PETUCTpalvu I10JIL30BaTCIA, U perucTpanmru 1moJIb30Barciisd, U HAXKMUTC
Ha)XMUTC KHOIIKY «Boiitu By». KHOIIKY «BOWTH B CUCTEMY».
) OBnauHsle koHbepeHLyr Zoom - X

Bouitn B

[.: KaXMTe Balll aApec 3NEKTPOHHOM NouThl } | &, Boiirn 5 encremy uepes CEB

R B [~ oo
L BeeauTe napons 3absuiu? \ | G Boittue aucre..uepes Google

_ ) He BbInonHATL Bhixoa Boiitn B | f Boiitn 8 cucte...pes Facebook

¢ Hasaa 3aperncTpupoBaTeca GeCnnaTHo

[ITar 7. Tenepp Bbl roToBBI IpoBOANUTH  Illar 7. Tenepp BbI rOTOBBI IPOBOAUTH
BUJI€0-KOH(pepeHuu! BUJIC0-KOH(epeHuu!



2. AHCTPYKIUA «OPTAHU3AIIUA KOHOEPEHIIUN

Baowcno: 6 becnnamnoii sepcuu ZOOM xonghepenyus onumcs 40 munym
07151 bonee, yem 2 y4acmuuKos.
Hlar 1. Kondepenius opranusyercs ¢ moMoribio kHonku «Hoast koH(pepeHIs».
Ho npexne, yem ee HaxaTh moTpedyeTcsi HaCTPOUTD 3Ty KHOMKY (CM. 1aee mar 2).
0 x

2 zoom —
@ = @ = ;
=) TMomck LS
" - ewm s @

<

a ey
e
5
CeroaHA HET NPEACTOALMX KOHGEPEHUNHA

3annanmvposaTs LlemoHcTpauua
skpara

Hlar 2. KondepeHuno MOXHO OPTaHW30BbIBATh B JIBYX BapUAHTaX:

a) Pexxum «MrHoBeHHas KOHQEPEHIU», TPU KOTOPOH Ka)JIbIi pa3 co3aaeTcs
HOBas CChUIKA Ha TMOAKJIIOYCHHE K Balell KoHpepeHnuu. /[anHas HacTpoiika mpe-
AyCMOTpEHa M0 YMOJYaHHIO, €€ HacTpauBaTh He HYXHO. Eciu Bam HeoOxomum
ATOT PEXKUM JIJIsl pabOThI, IEPEXOAUTE K MIary 3 JaHHON UHCTPYKIIMH.

*lomuume: ecau eawia xoHgepenyus orumcs 6onee 40 mumym, mo HOBYIO
CCBLIKY HYICHO OyOem 8viCbliamb YUACMHUKAM KANCObIL pa3 05l NPOOOAHNCEHUS
KOHepeHnyuu.

0) PexxuM ¢ MCTONIb30BaHUEM JIMYHOTO HACHTU(UKATOpa KOH(DEPEHIIMU. DTO
3HAYUT, YTO MOJAKIIOUYECHUE K Balled KOH(epeHIHH OyneT AOCTYIMHO MO OJHON U
TOM K€ CCBhUIKE KaXblil pa3, Koraa Bbl HaUMHaeTe KoHpepennuo. U ecnu koHpe-
peHnus qmurtea 6onee 40 MUHYT, TO TEPENOIKIIOUUTHCA K Balleld KOH(epeHINH
MO>KHO OYJIET MO y»e UMEIOIIEHCs CChLIKE.

JlaHHBIN peXUM HEOOXOAMMO HACTPOUTH. {7151 3TOr0 HAKMUTE KHOIIKY BbITIa-
JAIOIIeT0 MEHIO cripaBa oT Haamucu «HoBas koHbepeHLrs» U MOCTaBbTE rajJouKy
B COOTBETCTBYIOIIIEE MOJIE HAMPOTUB HaAucHu «Mcnonb30Bars MOM JINYHBIN UJICH-
TudukaTop nepcoHanbHoil koHpepenuuu (PMI).



Lo = © Q. Mouck

g
-]
TnasHan Yar  Kondepeumn KoHTakTui

HauaTte € Buaeo

v Micnonb30BaTh MO MASHTUGMKATOP NEPCOHANbHOI KorbeperLmi (PMI)

Ceroans HeT NpeacToRuIAX KoHbeperLWF
527 9518848 >

3annaHyYpoBaTh ZleMoHCTpaLms
3KpaHa

[Tar 3. Jlanmee cnemyer HacTpouTh kKamepy. Ecimu Bbl xoTHTE, 4TOO Kamepa
BKJIIOYAJIaCh aBTOMATUYECKH, Cpasy MpH CO3AaHUH KOH(EpEHINH, HAXKMHUTE KHOTI-
Ky BBITIAJAIONIETO MEHIO cripaBa OT Haamucu «HoBast KOHpEpEHIUs» U MOCTaBbTE
raJlouky B COOTBETCTBYIOIIIEE MOJIe HAMPOTUB HaanucH «Hauath ¢ Bugeo»

[m) X

) 2 © Q Mowck

&
TnasHas Yar Komdepenumn  KoHTakTsl E

o

5279518848 >

[IIar 4. ITocne Toro, KaKk Bbl BRIOpAIu HACTPONKH, HAXKMUTE KHONKY «HoBas
KoH(pepeHI s ». OTKPOeTCs OKHO ¢ KOH(PEPEeHIIHEH.

Hosas komdepesumna -~



3. AHCTPYKIIUH 11O UCMOJIb30BAHUIO BA3OBBIX ®YHKIIUI ZOOM

3.1. lloak/roueHne K KOH(pepeHU NN (KaK HA4aTh YPOK)

Hlar 1. Haxare kHOnKy «HoBas koH(epeHus» Ha IIaBHOW CTpaHHIIEC MpU-
noxenuss ZOOM (PexuM ¢ uCHoONIb30BaHHEM JIMYHOTO HJEHTUPHUKATOpa KOHpe-
PEHIIUU - HACTPOUKHU U3 MMyHKTA 2).

aaaaaa

Hlar 2. HaxxaTp KHOIIKY «y4aCTHUKW», 4TO0 BUAETH KOJIMYECTBO MPHUCYTCT-
BYIOILMX YEJIOBEK B 3aJI€ OKNIAHMUS.

[ITar 3. Korga Bce y4acTHHUKH COOpaKCh, pa3pelinTe BOMTH BceM B KoHbe-
PEHIINIO, HAKUMAsT KHOTIKY «ITPUHSTH.

((((((((((

10



Hlar 4. ITocne HaxaTuss KHOIKH «IPHUHATH» HYXKHO IOI0XKIATh HECKOJIBKO
CEKyHJl — OyZeT IPOUCXOAUTh YCTAHOBKA COEIMHEHUS. 3aTeEM yYaCTHUKU KOH(e-
PEHLMU HACTPOAT 3BYK, BUJIEO, IIOCIIE YETO MOYKHO HAYMHATH YPOK.

Hlar 5. Korga xoHpepeHIHIO HY>KHO OyIeT 3aBEepIINTh, HAKMUTE B MPABOM
HIDKHEM YTIIy KHOIIKY «3aBEPIICHHEY, 3aTEM «3aBEPLIUTH JJI BCEX)».

3asepwnTh KoH$pepeHUMIO ANA BCEX

SHB'EPI.IJ-EH Hme BblifTK U3 KOHbepeHL UM

*BasicHo: 015 0aHHO20 8apuUanma Hauaia KoHgpepeHyuu Heooxooumo 3apanee
8b10aMb YUACMHUKAM KOHpepenyuu npueiauierue 0as 6xood. OHO HAX0OUmcs 60
BCNIBIBAIOWEM MEHIO KHONKU «HOBASL KOHhepeHyusy (npu NPUMeHeHUU Percuma ¢
UCNONIB308aAHUEM TUYHO20 UOSHMUDUKAMOPa KOHpepeHyuu) Ha 21a8HOU Cmpanuye

npunoxcenus ZOOM.
=)

Hosas KoHbepeHLmMa v BoWiTH

Hauatb c BMaAeO
Vcrnonb3oBaTh MOM MAEHTHGNKATOP NEPCOHaNbHON KoHepeHLmm (PMI)

527 951 8848 >

Konuposars uaeHTUudnkaTop

m— m— S— m—
sxpana Konuposars npuriatuerivie

HaCTpofikin AMSHOTO MASHTUKATOPE KordeperLmn

3.2. YnpasieHue y4aCTHUKAMHU KOH(epeHH.

[IIar 1. HaxxMuTe KHONKY «Y4YaCTHUKWY, HAXOASIIYIOCS B HU)KHEN 4acTH Ma-
HeJY yIpaBjieHus KOoH(epeHIueH.

Enena BukTopogHa

Yo [ ; &2

3JaBeplenme
Bntoumth 38yK  BKNIOUHTH BYAEO CTb Yuactiuku flew dpaHa 3z ) o Mopnepxka  Peakuuu
E—

ccccccccccccccc

nnnnnnnn @

Crenan U

pre—

11



[Iar 2. CrpaBa NOABUTCS OKHO CO CIIMCKOM IPUCYTCTBYIOIIMX yYaCTHHUKOB
KOH(pEpEHIIUH.

[Ilar 3. B npaBoM HWXXHEM YIIy HaXMUTE KHONKY «...». II0SIBUTCS BCILIBI-
BAIOIIEE MEHIO CO CIUCKOM (DYHKIUH AJs yHpaBiIEHUS BCEMU Y4aCTHUKAMU KOH-

bepeHun.

Crenan U

[ar 4. Ecan BaM HE0OXOIMMO YNPaBisiTh KOHKPETHBIM YYaCTHUKOM KOH(e-
PEHIIMHU, TO HABEJUTE KypCOp MBIIIKK HAa yYaCTHHUKA, HAKMHUTE KHOIKY «IOMOIHU-
TEJIbHOY», MOSBUTCS BCIUIBIBAIOIEE MEHIO CO CIIMCKOM (PDYHKIMH JUIsl yIpaBlieHUs
KOHKPETHBIM Y4aCTHUKOM KOH(EPEHIIUH.

Crenan U

3.3. JlemoHcTpanusi y4eOHBIX MATEPHATOB

[Iar 1. Pa3meniaem Ha paboyem cTojie Marepuaibl Uisl JEMOHCTPALIMH, OT-
KpPhIBAEM HUX M CBOPAYMBAEM OKHa (€CIM HEOOXOAMMO TPAHCIMPOBATH HECKOJIBKO
BapMaHTOB MaTepUalioB, OHU TAK)KE BCE pa3MellaloTcs Ha pabodyeM CToje U CBOpa-
YUBAIOTCS, B TOM YMCIIE BKIAIKu ceTh MHTepHeT).

[ar 2. OtkpeiBaem ZOOM, HaurHaeM KOH(DEPEHIIUIO.

12



[ar 3. Korga HeoOXoguMo HayaTh MCHOJIb30BAaHUE MOJTOTOBIICHHBIX Mare-
pHUaJoB, HAKUMAEM KHONKY «JleMoHcTpanus sKpaHa», HaXOIAILIYIOCsS Ha HIKHEU
YaCTH MaHEJId YIPABJICHHS KOH()EpEHIIUEH.

Enexa Buxropoena

ORI , & -0® S B =

Mogxmounts 38yx  BrmounTs Bigeo YuactHiucn Yar femoncrpayma axpana  Peaypm  [lonoamurensio

[IIar 4. Beibupaem HeOOXOAUMBINM MaTepHasl, HaxKuMaeM KHOINKY «COoBMeCT-
HOE HCIIOJIb30BaHNE» U MaTepual cpa3y MOSIBISCTCS Ha IKPaHE.

(Ilpumeuanue: oannasn Qynkyus no36o0asem UCNOIb308AMb 8 X00€ BUOEOKOH-
pepenyuu 0ocky — KknHonka «/locka coobwjenuily, Ha Heti MO2ym NUcCamy 8ce yya-
CMHUKU KOHepeHyuu).

& Bubepure OKMO MM NPUACKENIE, KOTOPOE B XOTHTE COBMECTHO MCNOMBIOBATS

/7

Bocxa coobuiernmi Phone/iPad

COBMMCNON.IBYKS KOMNBIOTEPA ONTMIS. AAR NOAHOIXP. NPOCMOTPA.

Hlar 5. Bo Bpemst nemoHcTpanuu skpaHa Bel u apyrue ydyacTHHKU KOHe-
PEHIIMH MOTYT KOMMEHTHUPOBATh (pUCOBaTh, OOBOAUTH, CTABUTH TaJIOUYKH) JIEMOH-
CTPUPYEMBIA MaTepraj ¢ IIOMOLIBIO JTOIIOJIHUTEIBHOTO HHCTpYMeHTa «KOMMEHTH-
poBarb». [l 3TOr0 HaXXMUTE KHOINKY «KOMMEHTHPOBATH)», IOSBUTCS JOIOIHU-
TelnbHOE MEHI0. [[sl 3aBepiieHust ucnoiab3oBaHus (yHKIMM «KOMMEHTHPOBATH»
Ha)KMUTE Ha KPECTUK CIIPaBa B ITOSBUBIIEMCSI IOIIOJHUTEILHOM MEHIO.

/ &

BntounTs BHG BezonacHoc YuactHukm

Mbiwe  Boibepute  Texor  Pucogars  MeTka Yiaa Nacwk  @opma Owmetwms  [Tlostop  OumcraTe  CoXpanut

Hlar 6. Korga Hy»XHO 3aBepIIUTH TPAHCISAIMIO SKpaHa BbIOMpaeM KHONKY «OcTa-
HOBUTD JIEMOHCTPAIIMIO» B BEPXHEH 4acTy MaHeH yIpaBlIeHNs: KOH(epeHIIre.

13



3.4. YnpagBJjieHHe 3KPAHOM JAPYTMMH YYACTHUKAM KOH(pepeHIun

[Ilar 1. BeiOpare KHONKY «J/IMCTaHIIMOHHOE yMpaBICHUE», HAXOISAIIYIOCS B
BEpXHEW 4acTH NaHeNn yNpaBieHus KOHPEpeHIneHn, HaKaTh Ha Hee.

% o' g I / g

Bhikatounh 3 Ocranoeumoen  Bezsonachoc Yuacthiu H Maysa gemorc Kommentvp [uctaHumonnoeyn [onoanur

| B OCTaHOBHTH AEMOHCTPALMIO
______ —_—— " AstomaTiyecku NPHHAMATS BCE 3anpochl

epesatb ynpaBAeHMe MbiLLbio/K1aBuaTypoit

0nua MexbLuenusa

Hlar 2. B nosiBUBIIEMCSl BBINIAIAIOIIEM MEHIO BBIOPATh HY)KHOI'O YUEHHKA W3
CIHMCKAa — 3TO CHUCOK MPUCYTCTBYIOIIUX Y4aCTHUKOB KOH(pepeHuuu. 1o 3Toit xe
CXE€M€ MOXKHO II€pelaBaTh yIPABIECHUE SKPAHOM JIPYTUM yYaCTHHUKaM.

Hlar 3. Jna 3aBepiieHUs] MCHONB30BAaHUS AAHHONW (DYHKIUH — HaXHUMaeM
KHOIIKY «/[ucTaHMOHHOE ymnpaBieHHe», 3aT€M B BblajarolmeM MeHwo - «llpe-
pBaTh YIIPaBICHUEY.

v Maysa gemone Kommenmp |
k
B Ocranonnms gemo

H0AMA Menswennna (Ynpannenue)

Npepsars ynpasnenve

I\I:II)M.IIH\N\' KH NPRHRMATE BCE 3aNPOCK

3.5. 3anuch KoHepeHUNH
[IIar 1. HaxxaTh KHONKY «3alucCh», HAXOMSAIIYIOCS B HMKHEW YaCTHU IMAHEIU
yIpaBJIeHUsI KOHPEPEHIMEH.

% & @ B - @© (]

BesonacHocTb YyactHukm [lemoHcTpauws akpaHa 3anuch Peakuun

[ar 2. 3anuck Havanack, €CIU B JIEBOM BEPXHEM YTy KOH(EpEHLIUU MMOSBUT-
Csl COOTBETCTBYIOUIUHN CUTHAIT «3aIHUCh...».

Zoom KoHdepeHuva
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[Iar 3. HpI/IOCTaHOBI/ITB 3alMMCh MOXHO HaXaB KHOIIKY «IIdy3a», 3aBCPHIUTD
3aIlIUChb HYXHO KHONKOM «CTOII».

LJ Zoom KondepeHumsa

(e} 3anuce...

[ar 4. ITocne 3aBepiieHUs] KOHPEPEHIIMU BUIE03AUCh HEKOTOPOE BpeMsi Oy-
JIET KOHBEPTUPOBATKCS, COXpaHsIThecs. O0 3ToMm ZOOM cooOIIUT AMATIOTOBBIM OK-
HOM — OHO BCIUIBIBET B MPABOW BEpXHEH 4acTH KOHPEPEHIINH, TTOCIIE 3aBEPILICHUS
BU/ICO3AITUCH.

o 3anuck KOHGCPEHLMK OCTAHOBACHA

llocne 3apeplieHya KoHpepeHUKWKW arn
3anMcK BYAET NpeobpaloBan B HOpMmar
mp4

[Iar 5. KonBeprupoBaHue OyIeT COMPOBOKIATHCS BCILIBIBAIOIIMM OKHOM.
Huuero He ciienyet HaXKuMaTh, HY’KHO MPOCTO JOXKIATHCS 3aBEPLICHUSI.

¥ ——
i -.' (=]
@ Convert Meeting Recording

[ i
wimwing

' 19 Stop Converting
amn dpucHrTpELAn
ana

LS NABHHEORST

[ITar 6. HaiiTu Buaeo3anuch MOXKHO B TOUM Mamnke HAa KOMIBIOTEpPE, KOTOpas
yKa3aHa B HACTPOMKax (IIPEABAPUTEITHLHO BbI MOXKETE yYKa3aTh HEOOXOIUMYIO MAIKY
JUISL COXPAHEHUSI BUICO3AINUCH ).

'n ™ Nowex: '$
Nar Kowdepmepn Kot

O Harpaden L4 0

Nosansman sanmce

M) SAMMCE B | £4 sersh Teacher O\ Documents | Ciipare | | Mawesm
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3.6. Yar kondepeHuun
Heobxooum ons obmena coobwenusamu u gpairamu.

[Iar 1. Haxmure kHONKY «Yar», HaXOASALIYIOCS B HUKHEM 4YacTH IMAHEIU
yrpaBiaeHUs] KOH(pEpEeHLNEH.

EneHa BukTopoEeHa

[ A &2 -~ |\ ~ @

Brntounts s8yk  Brrounts ngeo C YuactHmicn JemoncTpayma akpana Peakuyim JononnurensHo

[IIar 2. B nosiBuBIIIEMCSI OKHE CIIpaBa HacTpoiTe 4at. BeiOpas B meHto «Komy» -
Bbl HACTPOUTE KOMY Bbl OTIIPABUTE CBOE COOOLIEHUE, HAXKAaB KHOIIKY «...» Bbl Ha-
CTPOUTE C KEM MOTYT OOIIAThCS YYACTHHKH KOH()EPEHIMH B YaTe, Ha)KaB KHOIKY
«(aitn» BB CMOXKETE OTIPABUTH B yat (haiis, KOTOPBI CMOTYT CKa4yaTh YYaCTHUKH Ya-
Ta, HO Ha CMapT(OHAX U MJIAHIIETaX JaHHAS (PYHKIMS HE TIOAIEPKUBACTCS.

© Zoom Korbeperums L a X

3.7. PaGora B moarpynmax

Il moeo, umobbwl denums Y4eHUKO8 Ha NOO2PYNNbL (CeCCUOHHbLE 3Abl) HEe0O-
X0OUMO NOCMABUMb COOMBEMCMEYIOUYI0 OMMEMK) 8 PACUIUPEHHBIX HACMPOUKAX
00 Hayana opeaHuzayuu KoHgepeHyuu.

[ITar 1. HaxxmuTe Ha KHONKY HACTPONKH (HAXOIUTCS BBEPXY CHpaBa, MOJ
aBaTapkoi) B o0CHOBHOM okHe ZOOM.

(((((
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[Iar 2. B HU3y 10 EHTPY HAXKMUTE «IIOKa3aTh OOJIbIIE HACTPOECK)

(] el ®

Tnagnan Uar  Koudepenumn  KoHTakrei

© Hacrpoiiku
Buaeonsobpaxerme
EDYS

JleMOHCTPaLMA 3KpaHa

Yar

00

DQOH 1 PUALTPLI
3anumcs

B mpoouns

0 cremama

o CoueTaHA KNasuL

RIS

| 3anyckaTs Zoom npu 3arpy3ske Windows

TPy 3aKPLITMY OKHO CBOPANHIBAETCA B 06GCTS YBeAOMAEHHY BMECTO NarHe/n 3aaay

N <

| Vicnonesosats asa mornTopa (B

)

ABTOMATHUECKM BXOAUTH B MOAHOIKPAHHbIVE PEXUM NP 3aMYCKE MK BXOE B
— KoHdepeHUMio

ABTOMATHUECKV KOMMPOBATb CCbIKY MPUIMALLEHMA MOENE HAUaNa KOHDEPEHLIMM

) (

BeerAa NOKa3bIBaTh 3NeMeHTbl ypaBAeHNA koHdeperLmed (D)

TonpocnTs MeHs BEINOAHWTS MOATBEPXAEHME NEpEA TeM Kak A NOKWHY KOH(epeHumo

[@N < N

) MokaseisaTs Moe Epems coeantenvs

(0) Hanowrurs wre 5 0 NPEACTOSLIEH KOH(bepeRLM Uepes MUHYT

() OCTaHOBHTL NepeAaYy MOVX BWEONaHHEIX U 3BYKa, KOTAA SKPaH OTKHOUEH WAn
— 3anyujeHa 3kpaHHan 3acTaBka

Liger ko pearuyn

Mokasats Gonblue Hactpoek (3

[Iar 3. Ccpuika HanpaBUT Bac B MEHIO pacIIMPEHHBIX HACTPOEK, OTKPBIB CO-
OTBETCTBYIOILYIO cTpaHMLly Opaysepa. IIpu nepBoM Bxone morpedyeTcst aBTopu3a-
uus (1oruH, naposs). ITocne aBropuzannu Bel yBuauTE OKHO:

Zoom

PELLEHMSA v

TAPUOHbIE MIAHbI U LIEHbI

besonacHocTs

3annanvposath

a3
3AM/IAHUPOBATb KOHOEPEHLIMIO ~ BOMTM B KOHOEPEHLIMIO ~ OPTAHU3OBATb KOHOEPEHLIMIO v !a

Ha kondepeHumm (6asosbie)

Ha koHdeljeHuym (6azosbie)
Ha KoH(epeHLM (pactumpenHie)

Ysepomnenme no 3NeKTPOHHOM
novte

Apyroe

i ANA CTOPOHHMX Touex (SIP/H.323) »
Mo ymonuanuio Zoom TpeByeT HIndPORaHIS BCEX JAHHAIX, NEPe/IARAEMAIX MENTY

ofinakom Zoom, knuentom Zoom u 3anom Zoom Rooms. Brouute aanHyio

HACTPOWKY, YTO6bI TPe6OBaTH LNDPOBaHKE A5 CTOPOHHUX KOHEYHBIX ToueK (SIP,

H.323).

Yar " @)

Pa3peLUTh yUaCTHIKaM KOH(EPEHLYM OTNPABAATS COOBLLEHME, BUAMMOE BCeM
Y4aCTHMKaM

3anpeTuTb yHaCTHUKaM COXPaHATb YaT ()

MpuBaTHbIA YaT D

Pa3peLLIMTE YHACTHUKaM KOHAEPEHLYM OTPAB/IATE NPUBATHbIE CoOBLueHMa 1:1
APYrOMy yuacTHuUKy

AsTocoxparerue yatos (:) Nsme
ABTOMATUHECKO COXDAHEHIE BCEX YATOB B KOHOEPEHLIM, He TPeGys oT

ero  C6poc

OPraHN3aTOpOB BLINO/IHEHVA PYHHOTO COXPAHEHNA TEKCTa YaTa NOC/IE Havuana

koHbepeHLyn

3syKoBOE Korpa ot AK O VsmeneHo CDpup

WM nokupaeT ee

17



[Iar 4. Haxmute «Ha KoH(pepeHIUU (pacIIMpEeHHBIC)» W BKIIOUUTE OIIIUIO
«CECCHOHHBIC 3aJIbl» (KaK MOKa3aHO Ha KAPTUHKE HUXKE).

Ha koHdbepeHum (paclumpeHHbie)
BeszonacHocTb

3annaHupoBaTs KoHdepeHuMio CooBLMTE ZOOM O HapyLUEHMM ()

Pa3pelLmuTb N0Ab30BATENAM OTMIPABAATL COOBLLEHUS O HENOAOGAIOLLLEM
NOBEAEHNN YYACTHUKOB KOH(hEPEHLIMN KOMaH/Ie IoBepys 1 Ge3onacHoCcTy Zoom.
[laHHy1o HACTPOIIKY MOYKHO HaTV Ha MaHeNM MHAGOPMALM © KoHbEpPEHLMN. @)

Ha koHdepeHuun (6asosbie)
Ha koHdepeHuun (paclumMpeHHsie)

VBeAOMACHIE MO 3MEKTPOHHO
noute CeccuoHHbIi 3an () Wsmeneno  CBpoc
IMo3BONMET OPraHM3aToOPy PasAeNsTh YHACTHWKOB Ha OTAE/bHBIE 3a/1bl MEHBLUErD

flpyroe pasmepa

PazpelunTs opraHnsaTopamM HasHa4aTh YHaCTHUKOB B CECCHOHHDBIE 3a/bl MpH
MNaHNPOBaHMM

®

YnaneHHan nogaeprkka () Msmeneno C6poc
PaspelumTs opraHmnsaTopy KoHbepeHUMM NPeLOCTaBIATE YAANEHHYO NOANEPMKY
B dopmarte 1:1 Apyromy yHacTHUKY

Cy6TUTPEI NO Tpe6oBaHMIO C)

Pa3peLumTh OpraHM3aTopy BEOANTE CYBTUTPbI MW HAZHAMMTb YHACTHUKA/

CTOpOHHEE YCTPOWCTBO ANA Jo6aBneHus cyGTuTpoB =

CoxpaHnTb Cy6TUTPbI (-‘ -

[IIar 5. [locne akTUBAIIMU «CECCHOHHBIX 3aJI0B» CO clieayrolieid KoHpepeH-
nuu Bam Oynet nocrynHa sta GyHkius. KHonmka HaXoauTcsl B HUXKHEHW 4acTH Ia-
HEJIW YIIPaBJICHUS KOH(PEPECHITHEH.

ad’ ~ @ s J ©

BesonacHocTs YuacTHWKM [lemorcTpaunna skpata 3anuce Ceccwonnbie 3anbl - Mognepxka Peakiyn

[Ilar 6. Haxxmure kHONKY «CeCCHOHHBIE 3ajbDy, B MOSBUBIIEMCS OKHE Ha-
CTPOWTE KOJUYECTBO 3JI0B (TIOATPYIIN), a TaK K€ BHIOEPUTE THUII pa3elCHUs yda-

CTHHKOB, JaJICC HAXKMUTC KHOIIKY «COSI[aTB».
) Coznatb ceccvonHble 3abl X

Co3paTb CECCUOHHBIE... )

| HasHauaTb asTOMaTHUECKKN
O HasHauaTe BpyuHyto

() PaspelmnTb yuacTHMKaM BblIbMpaTs 3an

18



[ar 7. Ecnu Ha npenpiayiieM mare Bl BeiOpanu «Ha3Hnayars Bpy4uHyr0», TO

B MOSBUBIIEMCS OKHE HaXXMHUTE KHOINKY «Ha3Ha4yuTh» HANpPOTUB KaXIOro 3aJa,

9TOOBI PACIPEACIIUTh YIACTHUKOB TIO MOATPYIIIIAaM, 3aTeéM HaXXKMHUTE KHONKY «OT-

KPBITh BCE 3aJIbl» (€CiH BhIOpanu Ipyroil BapHaHT HACTPOEK, TO Cpa3y HaXKMHUTE

KHOIIKY «OTKpPBITh BCE 3aJIbD»).
—

Esrenwii H
* 3an1 # [NepevmeHOEBaTb X Yaanute HasHaunTe

Crenan U

v 3an2 HasHauwnth

MapameTpil BoccTaHoBUTH [obBaewTs 3an OTKpLITE BCE 3abI

[ar 8. [locne HaxaTusi KHONKU «OTKPBITh BCE 3aJIbD» YYACTHUKU KOH(EpEeH-
[IUU [OJyYaT YBEJOMJICHHS O BO3MOXKHOCTU BXOJla B CECCHOHHBIN 3aJl (MOATPYII-
ny). OHU JOJKHBI TOATBEPIAUTH BXO/I.

[ar 9. Bel yBuANTE, KTO U3 YYaCTHUKOB KOHPEPEHIIMH MOJKIIIOUUICS K CBO-
€My CECCUOHHOMY 3aiy (moarpymrne). Tak jke Bbl MOKETE MOCeaTh 3TU 3ajbl, Ha-
KUMasi KHOIIKY «BOMTH» HAIPOTUB CECCMOHHOIO 3ajia. Tak e Bbl MOXKETE MHUCaTh
COOOILIEHUSI BCEM YYAaCTHHKaM, HaxuMmas KHOMNKY «TpaHciupoBarh cOOOIIEHHE
BCEM.

! CeccMoHHble 3a/bl - ¥YXKe Hadanocs >

* 3an 1 Boiiti
Eerernwii H (He sowen)

> 3an2 Boiiti

Crenan W

TpaHcaKMpoBaTs cooblleHne Boem 3aKpbiTk BCE 3a/kl
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[ar 10. Korga Hy)XHO 3aBeplIUTh pabOTy B MOJArPYyIIax, HAKMHUTE KHOIKY
«3aKpbITh BCE 3aJIbI».

) CeccwonHble 3anbl - ¥Ke Hauanocs b4

* 3an1 Boiith
Eerenvia H

> 3an 2 Boith

Crenan U

| TpancamposaTe cooBuueHme scem | [REETTR) F-TCEEY 9]

Har 11. ITocne HaxkaTHsi KHONKU «3aKPBITh BCE 3aJIbI», Y TIOATPYIII OCTaHET-
cs 60 cexkyHn (cepBHC zoom COOOIIUT 00 ATOM BCEM Y4YaCTHHKaM), YTOOBI 3aBep-
IUTH PaboTYy, 3aTeM BCE YYACTHHKH aBTOMAaTHYECKHU OyIyT BO3BpAIICHHI B OOIIYIO
KOH()EpEHIIHIO.

) Ceccuonnble 3anbi - Yxe Hauanocs X

v 3an1
Esrennin H
v 3an2

Crenad U

Bce ceccvioHHble 3anbl OyAyT 3aKpbiThl Uepes 50 cekyHA
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3.8. Craryc «opranu3arop KoHdepeHuumn»

Opeanuzamopy Kougepenyuu 00CmMynHbvl QYHKYUU ynpasieHus Koupepernyu-
eu. [anuwiti cmamyc MOX*CHO nepedams 10O0MY Y4acmHUKy Kougepenyuu. Jns
IMO20 HEOOXOOUMO BLINOTHUMb CILEOYIOUUE UASU.

1. HaxaTte KHONKY «YYaCTHUKW», HAaXOASIIYIOCd B HW)KHEH YacTH IaHENU
yIpaBiIeHUsS KOH(DEPEHIINEH.

2. CmpaBa MOSBUTCA OKHO CO CIHMCKOM IIPUCYTCTBYIOIIMX YYaCTHHKOB
KOH(EpEHIINH.

3. HaBonuM Kypcop MBIIIKM Ha HY)KHOIO YYacTHHKA, BBIOMPAEM KHOIIKY
«/lonosHUTEIBHOY.

4. Haxxumaewm «Caenars OpraHu3aropomy».
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4.MHCTPYKIUU 1JIs1 YYEHUKOB U POAUTEJIENA
4.1. Bxox B KOH(pepeHIUIO YYUTEJIsI
Hlar 1. [Tomy4uTts OT yunTes NpUrIalieHue Ha KOH(PEPEHIHIO.

[Iar 2. OTKpbITh NIaBHYIO cTpaHully npuioxkeHuss ZOOM, HaxaTb KHOIIKY
«Boutm».

[Tar 3. B mosiBUBIIEMCSI OKHE BBECTH MEPCOHAIBHBIM HUJICHTU(PUKATOP KOH-
(dbepeHIuu, KOTOPBI BbI MOTYYWIA OT YUYUTENS, U HaXKaTh KHONIKY «BoiTiy.
[~ >

[ = C} ® a 9
Fragman dar Q Mowex [ ]

KowgepeHuun  KoHTakTe!

]

© zoom

BoliTn B KOHpepeHu Mo

VAAGHTUGUKATOP KOHBSPEHLMM Wil H3383HAG AUUHOR Comincn
(5?7 951 8848 Vj

i

[ITar 4. B nosiBUBIIIEMCSI OKHE BBECTH KOJI JJOCTYIa, KOTOPbI BbI MOJYYHIIA OT

YUUTENS U HAXKaTh KHONKY «BONTH B KOH(DEPEHIINION.
Q) Beeaure koa poctyna koHbEpeEHLIMM

BeeawuTe Koa poctyna
KoHdpepeHLNUN ‘

wEEREK

Boitn B koHdepeHuMo | OTtmena
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*[pumeyanue: eciu npu NOOKIOYEHUU bl BUOUME OAHHOE OUAN02080€ OKHO,
MO 3HAYUM, YMO Y4umeinsb ewe He Hauan KoHpepenyuio. Ilposepvme pacnucarue
U eclu 8ce 8ePHO, 00HCOUMECh, Ko20a Yuumeib HaA4Hem KOHQepeHYuro u bl CMO-
Jiceme nepeumu Ha C1edyrowull wae UHCMpYKyuu.

1"
b

% ) BoXauTech, KOTAa OpraHN3aTop HauHeT 3Ty

KoH$epeHUMIO.

3an nepcoHanbHoi KoHdepeHumu EneHa BukTopogHa

i
19 n

0BEepWTb 3BYK KOMNbKOTEPa
. posepHTh 38y pa | | I

3annaHupoBsaTh

[lar 5. /lanee cienys mojackazkaM cucTembl «llogkirouuTech C BHUIEO» K
KOH(EPEHITNU U JOXKIAUTECh, KOTJA YUUTENb Pa3peIIuT BaM BOUTH U3 3aJia OXKHUa-
HUS B KOH(MEPEHINI0. DTO MOXKET 3aHATHh HECKOJIBKO MUHYT, OyIbTE€ TOTOBBI.

MoaoXaUTE, opraHuzaTop
KOHbepeHLMu ckopo
paspeLLnT BaM BOUTU.

3an nepcoHanbHoA
KoHdepeHUuM EneHa
BuktopoBHa

| Mpoeeputs 38y KOMNLIOTEPa |

Hlar 6. Korna yuutens 100aBUT Bac B KOH()EPEHIINIO, MOIKIIOYUTE 3BYK U
BHJICO (€CIU 9TO TPEOYIOT HACTPOWKH Baleil KOH(EPEHINN) — YPOK Havaycs (Wi
POIUTENHCKOE COOpaHNMe).

4.2. U3MeHeHHe UMEHH YYACTHUKA KOH(pepeHnu.

Ecnu no kaxoti-mo npuuune vl He NPogepulu c60e UMs Npu NOOKIOYEHUU K
KoH@epenyuu, mo 6yObme 20mosvl K MOMY, 4mo y4umesib NONPOCUmM 8ac nepeume-
HOB8amb cebs 8 X00e KOHghepeHyUU.

[IIar 1. HaxxMuTe KHONKY «Y4YaCTHUKHW» B HUKHEH 4acTH MaHENIW YIpaBlie-
HUsl KOH(epeHIueil.

\!, 1 A [ ] - 9*

Buikntounts 38yk  Brnarounts Bupeo £30 0 YuactHikm Yar [lemoHcTpayms 3kpaxa Peaiwymu [NlononnurensHo
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[IIar 2. B nosiBUBIIEMCSI OKHE CIpaBa HaAUTE CBOE MM (I1OJ KOTOPBIM BbI
ceiyac NpucyTCTByeTe Ha KOH(PEPEHIIMN) U HaBEIUTE HA HErO KypCcOp MbILIH.
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