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INTRODUCTION TO ZOOM MEETING APPLICATION

Zoom unifies cloud video conferencing, online meetings, group messaging and a software-defined

conference room solution into one, easy-to-use platform.

ZOOM ENROL PROCESS

Royal Sundaram users can Enrol their self to Zoom portal to acquire their Basic zoom member access.

ENROL FROM WEB BROWSER

Visit https://zoom.us/signin and Click SSO.

7 % Incognito (2)

Ty Microsoft Teams @ Citrix Receiver  § Seclore -Policy Serv... User Guide- Seclore...

@& Sign In - Zoom

< X & zoomus/s

@ Gmail W] OneNMote RGanesh |4 FHR _LogintoRoy.. 4 AlMlogin-ALM @ Web Mail Royalsun...

REQUESTADEMO  1B88.799.9666 RESOURCES v  SUPPORT

z Ool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST AMEETING ~ SIGN IN m

Email Address

[ [Email Address

Password

Password Forgot?

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

apply
Stay signed in New to Zoom? Sign Up Free

or

@ | signinwithssO

G | Signinwith Google
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Enter royalsundaram-in, Click Continue

ZOO' (] SOWTONS+  PLANS&PRICING  CONTACT SALES

JOIN A MEETING

Sign In with SSO

Company Domain

royalsundaram-in

LZ00m.us

| den't know the company domain

s DAl

Enter Username or email and Password, Click Login

L4 Log in to Royal Sundaram Xy

& C & secureroyalsundaram.in/a

@ Gmail ]! One NoteRGanesh |ff FHR LogintoRoy..  # AlMlogin-ALM @ WebMailRoyalsun.. 75 MicrosoftTeams (@ Citrix Receiver

'Mission

To provide our customers peace of mind through insurance solutions,
innovative products and superior service. To provide a challenging and
rewarding environment for our people. To be a responsible corporate
citizen and a caring member of the community.

We will continuously improve and measure ourselves.

© Royal Sundaram General Insurance Co. Limited
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% Incognito (2)

% Seclore -Policy Serv... User Guide- Seclore...

€ Royal Sundaram

General Insurance

o|
Log In
Username or email

rsuganya

Password
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Login with Windows ID Password for Zoom to sync with Office365.

@ Signin x  + s

i C @ a yalsundaram.in/a t E 3 2e-9df al T @ Incognito

@ Gmail N OneNoteRGanesh |§ FHR logintoRoy..  # AlMlogin-ALM @Y WebMailRoyalsun.. 75 Microsoft Teams @ Ci i % Sedore -Policy Serv... User Guide- Seclore...

e Royal Sundaram

General Insurance

Sign in with WindowsID@royalsundaram.in

rsuganya@rcyalsundaram.in

Click Accept and proceed further

B Sign in to your account x +

“ C @ loginmicrosoftonline.com

@ Gmail N[ One Note RGanesh | § FHR Login to Roy... ¢ ALM login - ALM @ Web Mail Royalsun... 7§ Microsoft Teams @ Citrix Receiver

=- Microsoft
rsuganya@royalsundaram.in

Permissions requested

Zoom
koom.uj

This application is not published by Microsoft or
your organization.

This app would like to:

~ Access your mailboxes

s Sign you in and read your profile

Accepting these permissions means that you allow this app to use
your data as specified in their terms of service and privacy
statement. The publisher has not provided links to their terms
for you to review. You can change these permissions at
https://myspps.microsoft.com. Show details

Does this spp look suspicious? R
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Welcome to Zoom Profile Page!

+
c & royalsundaram-in.zoom.us/p
@ Gmail

AT Ore NoteRGanesh | FHR logintoRoy..  # AlMlogin - ALM

Zo00m

PLANS & PRI

SOLUTIONS ~ CONTACT SALES

Meetings

Webinars

Recordings "
Change

Settings
Personal Meeting ID
Account Profile

Reports

Sign-In Email
Attend Live Training
Video Tutorials

User Type

Knowledge Base

@ Web Mail Royalsun... 7

Microsoft Teams.

Account No. 2600355775
rre 1188 Show
https: #/royalsundaram-in.zoom.us/j/*******188

Use this ID for instant meetings

sug***@royalsundaram.in ~ Show

Linked accounts:

Basic @

Enrolment Completed you can configure your profile in above page.

© Royal Sundaram General Insurance Co. Limited

@ Citrix Receiver 7

© incognito

Seclore -Policy Serv... User Guide- Seclore...

REQUESTADEMO  1B88799.0125 RESOURCES v  SUPPORT

SCHEDULE A MEETING JOIN AMEETING HOST AMEETING ~

Edit

Edit

Show
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ENROL FROM ZOOM CLIENT

Enrol from personal asset using Zoom Client kindly select SSO.

() Zoom Cloud Meetings Iz =) 1

SignIn (or Sign Up ) Or
Email

Sign In with SSO

Password

Keep me logged in @

Forgot your password?

Sign In with Google

Sign In with Facebook

= (/A

€ Back Version: 4.1.20185.0205

Enrol from office asset using Zoom Client kindly select SSO.

) Zoom Cloud Meetings — X

f | & Sign In with 550

< Back
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Enter royalsundaram-in , Click Continue

) Zoom Cloud Meetings = =

Sign In with SSO

| royalsundaram-in Zoom.us |

< Back

Enter in your username (login ID) and password on the login screen

Cc & secureroyalsundaram.in/auth/realms/Royal%20Sundaram/protocol/sami/clients/zoom?SAMLRequest=AVJbT8IWFPArzUI83Doa8NIwDEQMJholGz74V/DalK12NMRIdc72ljwol...  T¢ e H

3! Apps G Gmail [ OneNoteRGanesh W FHR_Login to Roy. W AlMlogin- ALM @ Web Mail Royalsun... @@ Microsoft Teams @) Gitrix Receiver ) Seclore -Policy Serv.. I User Guide- Sedlare... »
€ Royal Sundaram
General Insurance
Log In
Username or email
To be the 'First Choice' General Insurer of India. —
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Enter your LoginID@royalsundaram.in ( Windows Login ID), Click Next.
< c

& login.microsoftonline.com/common/cauth2/authorize?client_id=fc108d3f-543d-4374-bbff-c7c51f651fe58iresponse_type=codeBiredirect uri=https://us2web.zoom.us/offic...

#

e -Policy Serv.. B User Guide- Seclore.

i Apps G Gmail [ OneNoteRGanesh W FHR _logintoRoy. W AlMiogin-ALM @ Web Mail Royalsun.. G Microsoft Teams @ Citrix Recefver

8 Seclor

B% Microsoft
Sign in

RTest@royalsundaram.in|

No account? Creste onel
Can't access your account?

Sign-in options

Back Next

ADFS will redirect , Enter your LoginID@royalsundaram.in ( Windows Login ID), Click Next.

< C @& adfsroyalsundaram.in/adfs/Is/?client-request-id=6c9b4bf0-84e8-4ade-816f-c53c9953824

1.08wirealm=um%3afederation%3aMicrosoftOnlineBiwetx=lo.. o # N @

i Apps G Gmail [ OneNoteRGanesh W FHR logintoRoy.. W AlMiogin-ALM @ Web Mail Royalsun...

@i Microsoft Teams @ Citrix Receiver @ Seclore -Policy Serv... 5 User Guide- Seclore.., »

Royal Sundaram

General Insurance

Sign in with WindowsID@royalsundaram.in

rtest@royalsundaram.in
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Accept the Calendar Permission

G zoom client - Google Ssarch x B® signin to your account x +
<« (&) 8 login.microsoftonline.com/login.sri?client-request-id=6c9b4bf0-84e8-4ade-816f-c53c29538246

2 Apps & Gmail [ OneNote RGanesh W FHR _Logint W AlMlogin- ALM @ Web Mail Royalsun... i@ Microsoft Teams (@) Citrix Receiver & Se

BE Microsoft
rtest@royalsundaram.in

Permissions requested

Zoom

This application is not published by Microsoft or
your organization.

This app would like to:

~ Access your mailboxes

~s Sign you in and read your profile

eans that you allow this app to use
terms of service and privacy

her has not provided links to their terms

for you to review. You can changs these permissions at
https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

Click open Zoom meeting button or Click Launch Zoom button

G zoom client - Google Search X @ Login with $50 - Zoom x +
“— (] & royalsundaram-in.zoom.us/saml/mobile_success?status=success8itoken=abdc2599 h<g

@ Seclore Policy Serv.. 5§ User Guide- Sex

Apps G Gmai Cne Note RGanesh W FHR _Loginto §

Open Zoom Meetings?

zoom http

[ Always allow royalsundaram-inzoom.us to open links of this type in the associated app

Sign in with SSO

Support zlish «

ndaram-in.zoom.us wants to open this application.

Click Open Zoom Meetings on the dialog shown by your browser. If you don't see a dialog, click Launch Zoom below

© Royal Sundaram General Insurance Co. Limited Page | 10
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Welcome to Zoom Profile Page!

L) Zoom = O *

T o % 9
J L NS (2] ) Search °
Home Chat Meetings Contacts

Start chatting by clicking a chat in the left panel

© Royal Sundaram General Insurance Co. Limited Page | 11
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LOGIN ZOOM VIA WEB BROWSER

Zoom Web Portal:

Visit https://zoom.us/signin and Click SSO.

< C & zoomus

@ Gmail ] One Note RGanesh | g FHR _Log in to Roy. 4 AlMiogin-ALM @ Web Mail Royalsun... crosoft Teams @ Citrix Receiver

ZOONT\  SOlTONS ~  PLANSAPRIGNG  CONTACT SALES JOINAMEETING  HOST AMEET:

Stay signed in New to Zoom? Sign Up Free

or

@ | Signinwith SSO
G | Sign in with Google

§ | Sign in with Facebook

OR access Https://royalsundaram-in.zoom.us

Click Sign in will redirect to our SSO page

@ Sign In - Zoom ® Video Conferencing, Web Confer X =+

€ C | & foyalsundaram-in.zoom.us

@ Gmail W] OneNoteRGanesh | § FHR _Log in to Roy.. # AlMiogin-ALM @ Web Mail Royalsun.. 3 Microsoft Teams @ Citrix Receiver

?  Seclore -Policy Serv..

Z00m

Video Conferencing

Join Connect to @ meeting in progress
Host Start a meeting

Ceonfigure your account

Made with Zoom

© Royal Sundaram General Insurance Co. Limited Page | 12
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Enter the Username or email and Password.

& sio Zoom x L4 Loginto Roy

<« (&} @ secureroyalsundaram.in/a S 0 z eques 8 U8 e BF z b g % Incognito

@ Gmail A] OneNoteRGanesh | f FHR_logintoRoy..  # AlMlogin-ALM @ Web Mail Royalsun.. 75 Microsoft Teams @ Citrix Receiver  §  Seclore -Policy Serv... User Guide- Seclore..

Royal Sundaram

General Insurance

n
Username or email

To be the 'First Choice' General Insurer of India.

-
(@)
[os]

Password

Access join Meeting or Schedule Meeting.

< C & royalsundaram-in.zoom.us/meeting#/upcoming * » O

2 Apps G Gmai One Note RGanesh W FHR LoginteRoy.. W AlMiogin-ALM @ Web MailRoyalsun... i Microsoft Teams @ CitrixReceiver @ Seclore -Policy Serv.  B§ User Guide- Seclore.. »

REQUESTADEMO  1BBB799.0125  RESOURCES ~  SUPPORT

ZOOI l | SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING «
Profile Meetings Get Training
Upcoming Previous Personal Room  Meeting Templates
Webinars
B SwrtTime to EndTime
Recordings
Settings

Account Profile

Reports t have any upcoming meeti

jule a M

Attend Live Training

Video Tutorials
Knowledge Base

Save time by scheduling your meetings directly from your calendar.

© Royal Sundaram General Insurance Co. Limited Page | 13



’ Royal Sundaram

LOGIN ZOOM VIA DESKTOP CLIENT

Zoom Desktop Client:

Access the Zoom Client click the Sign In button

@ Zoom Cloud Meetings -

200m

Sign In

Version: 5.3.1 (52879.0927)

Click “Sign In with SSO”

© Zoom Cloud Meetings f— ?@ (©) Zoom Cloud Meetings = x

SignIn (or Sign Up) _______*\
Email Sign In with S5O /
st

Password A
Sign In with Google
Keep me logged in @ E KN Sign In with S50
Forgot your password? Sign In with Facebook
€ Back
< Back
From External Click SSO button as shown above From Internal Click SSO button as shown above

© Royal Sundaram General Insurance Co. Limited Page | 14
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Enter royalsundaram-in, Click Continue

< Back

() Zoom Cloud Meetings

Sign In with SSO

‘ royalsundaram-in Zoom.us |

Enter in your username (login ID) and password on the login screen

C @ secureroyalsundaram.in/auth/reaims/Royal%20Sundaram/protocol/sami/clients/zoom?SAMLRequest=FV)bTBIWFPArzUI83D0aBNIWDEGMIhoIGZT4VDALK12NMRIdC T2wol.. ¢ W @ :

5 Apps G Gmail (@] OneNoteRGanesh W FHR _logintoRoy.. W AlMlogin-ALM @ Web Mail Royalsun.. B Microsoft Tesms @ Citrix Receiver

Vision

To be the 'First Choice' General Insurer of India.

© Royal Sundaram General Insurance Co. Limited

@ Seclore-Policy Serv.. 5 User Guide- Seclore...

€ Royal Sundaram

General Insurance

Username or email

Password
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Access the home Zoom Client

© Zoom = X I
& - 2] @ Search (6+]

Home Chat Meetings  Contacts

)

Royal Sundaram ©

You c

2
Sign in with SSO
“lick Open Zoom Meetings on the dialog shown by your browser. If you don't see a dialog, click Launch Zoom below
O Royal Sundaram
Launch Zoom
e
Royal Sundaram 09/06 16:37
M Incoming Call

]

© Royal Sundaram General Insurance Co. Limited Page | 16
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LOGIN ZOOM VIA MOBILE CLIENT

Install the Zoom Client form the Play store

Click Sign in

1729 @WE - = Rl &

@

Start a Meeting

Start or join a video meeting on the go

AR
L & 0O

« ]
|
g

Sign Up SignIn

1l @] <

Click SSO, Enter Royalsundaram-in

Sign In with S50

royalsundarame-in TS

© Royal Sundaram General Insurance Co. Limited Page | 17
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Redirect to our Royal Sundaram Page Enter Windows login ID and password.

17:30 Gd 0 98 - el Sl &

¢ @ Loginto Royal Sundaram

secure.royalsundaram.in

r Royal Sundaram

LogIn

Username or email

Bgopalakrishnan

Password

Access the home Zoom Client

Meet & Chat

Q Search

000

Your Personal Space

You can also send messages to
yourself to take notes or write down
ideas

Show Me

Meet & Chat

1 (e} <

© Royal Sundaram General Insurance Co. Limited Page | 18
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SCHEDULING ZOOM MEETINGS

Zoom offers you several ways to schedule your meetings. If you’re using Outlook, we recommend installing an applicable
plug-in or extension for ease of use and efficiency when scheduling Zoom meetings. See below for additional information.

Web Portal

Log in to http://zoom.us/signin (OR) https://royalsundaram-in.zoom.us

Click “Schedule a Meeting” in the top navigation bar

Input details for the meeting and click “Save”

4. You can then copy the URL or Invitation or add to your calendar with available plug in

wN e

Zoom Desktop Client

1. Click “Schedule” button on the Zoom App
2. Input details for the meeting and click “Schedule”
3. You can then copy the URL or Invitation or add to your calendar with available plug in

Outlook Add-In (Web and Desktop)

e Outlook (Web)

Log in to the Outlook web app (OWA)

Select the Settings gear in the top-right corner > Manager Add-ins

Search Zoom for Outlook and click Add

Open your Outlook web calendar and select New to create a new calendar event.
Select the Zoom icon in the top toolbar and sign-in to Zoom, if prompted.

Select Add Zoom Meeting

Add meeting details and send.

NoupkrwhNeE

e Outlook 2013 or 2016 (Desktop App)

Open Outlook and select File > Manager Add-ins.

Select the plus icon > Add from the Office Store

Search for Zoom for Outlook and select GET IT NOW

Open the Outlook desktop app and switch to calendar view.
In the Home tab, select New Meeting

Select Add a Zoom Meeting

Add meeting details and send.

NoupkrwhNPE
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IN - MEETING CONTROLS

Tocg T : = a kS
o Se‘thngs Talking: Purticipants {11
-
//
Frd Meeting Tapie Balsji Gopalakeishnan's Personal Seeting Roor
Meeting Link Host: Ralaji Gapalaksishnan
.-";-f-aa--
1] —_,.-'

Invvite Link: hitgsy/freyatsundaram dnpoomas /3161433458

Participants " s

P &\ T
Invite Participants
o ﬁ/ ab

* Chat Options

Z N ™ Screen Share
Chat

Audio

When starting/joining a meeting, you can join the audio by phone or computer.

e Choose “Join Audio by Computer” to connect your computers mic and speakers to the Zoom Meeting. You can test
you Audio sources by using the “Test Computer Audio” link when joining.

e Choose “Phone Call” and dial the number provided. Enter in the Meeting ID and make sure to input the “Participant
IDH

Clicking on the Mic icon will let you mute and unmute your audio once connected

© Royal Sundaram General Insurance Co. Limited Page | 20
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Video

Access Video settings before or during a meeting by clicking on the “Settings” icon on your Zoom Desktop Application. On
the Video tab you can preview and change your camera source via the down arrow. Clicking on the Video icon will let you
start and stop your video feed

Invite Participants

During a meeting, click “Invite” to send meeting information to more participants by email, Zoom chat, phone, or room
system.

Manage Participants

When hosting a Zoom meeting, you have additional controls available to help manage your participants. Attendees can only
view the other participants.

Share Screen

1. Click Share Screen

2. Choose to share your, desktop, specific application, whiteboard, camera feed

3. All participants in your meeting can share their screen

4. During screen sharing you and your attendees can use the Annotation tools for drawing, pointing, highlighting, etc.
Chat

1. Click “Chat” to start an in-meeting message with participants in the meeting
2. The dropdown on the chat window will allow you to message Everyone, or a specific participant

Record

As a host you can record the meeting to either the Zoom cloud or your local machine.

1. Click on the “Record” icon in the toolbar
2. Choose to record to the Cloud or Local machine
3. Recording will process once the meeting ends

© Royal Sundaram General Insurance Co. Limited Page | 21
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ZOOM BEST PRACTICES

Before the Meeting:

v Test your Audio and Video

o Make sure to choose the correct audio and video sources
v Have the content and applications that you intend to share open and prepared ahead of time
v Close applications that have pop ups

Hosting A Meeting:

v' Mute your mic if others are presenting/speaking

v Use “Gallery View” for smaller group/team meetings

v’ Share your screen
o Share specific Applications to control displayed content
o Use “New Share” to seamlessly transition between shared applications.
o Use the Annotation tools to grab and direct attention

Turn the camera on!
v Put your webcam at eye level or higher — experiment for best angles
v" Make Eye Contact - Try to look at your webcam versus the screen
Important TIPS to follow
v Please connect your laptop with good internet connectivity.
v Please use headphones.
v Please mute the microphone. The Mute button looks like when muted.
v

When you want to speak, click the Mute button to unmute your microphone. The button changes to and you

can speak.
In case the line gets disconnected due to power failure, Wi-Fi Connectivity issue, kindly repeat the process to re-join

the meeting.

AN

© Royal Sundaram General Insurance Co. Limited Page | 22
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TECHNICAL SUPPORT

Raise Support Ticket in ALM : https://alm.royalsundaram.in/ (OR) Contact Region IT Help Desk.
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