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1. Collect Candidate A / Group from waiting room and escort them to the exam room

2. On the laptop/PC open the Zoom app

3. Select Join meeting

B Zoem Cloud Meetings

Z00m

Jain a Meeting

Sign In

4, Enter the Meeting ID - this will be the examiner Zoom code provided on email by
your Trinity coordinator

B Zoom

Join Meeting
~ Meeting ID or Personal Link Name —————,
000 0000 0000 v |

I Candidate First and Last Name I

("] Do not connect to audio

(] Turn off my video

5. Enter the candidate’s full name or group/ensemble name - this must match the

name on the timetable, so the examiner knows exactly who is trying to enter the
exam room
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6. Select Join

7. Select Test Computer Audio to test the Speaker and Microphone whilst the
candidate is in the virtual waiting room

) Please wait for the host to start this meeting.

This is a recurring mesting
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EBackground & Filters

Recording Microphene hicrophone (Conexant 55T Audio)  ~

nput Level: m—

Statistics
D Keyboard Shortauts Volume: . *
Automatically adjust microphone
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Accessibility ' volume
Use separate audio device to play ingtone simultaneously
Suppress background noise  Auto * @
elect the defautt noise suppression level (aw) t
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Advanced

Tip: the Speakers and Microphones only need to be tested once, before the first
candidate’s exam in each exam room

8. Candidate A will then be admitted to the virtual Zoom exam room by the examiner

Candidate presentations / notes should be shared in the Zoom Chat function
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Unmute Start Video Security  Manage Participants Chat share Screen Resume/Stop Recording Breakout Rooms Reactions

9. Leave the exam room so that the exam can begin
10. Collect Candidate A from the exam room at the end of their exam

11. Leave the examiner’s virtual meeting room by selecting End Meeting
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Unmute Start Video Security  Manage Participants Chat Share Screen  Resume/Stop Recording Breakout Rooms Reactions

12. Repeat steps 1-12 for each subsequent candidate

V1.0424



Absent Candidates

Please ensure that you inform the examiner(s) via Zoom should any candidates on their
timetable be absent from the Speaking & Listening exam session.

1. On the laptop/PC open the Zoom app

2. Select Join a Meeting

3. Enter the examiners unique Zoom ID

4. Enter Centre Staff to the ‘your name’ box

5. Click Join

Join Meeting

000 0000 0000 v

Centre Staff

() Don't connect to audio

() Turn off my video
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