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1. {44 Introduction

B mnaiy

Ji T2 URT DATE B A AL . BNBU BR 53 1 70 28 U 2 75 22 285 BB TR WU AR 14 AT Bk & ITSC R
SR 3620315 R (S derh e o BRI TFHLATAE APP N 748 2 B RS 25
fHH .

It has PC and Mobile terminals. If installation of Tencent Meeting is needed, please contact ITSC at
3620315(supports both languages - Chinese & English). Users can search on APP store to install it.

2. RIS (HEYG) Host a meeting (PC)
(1) RIS, X I R R AR 8 55

Install Tencent Meeting and double click the icon.
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(2) B AL A5 BT 5
Choose WeCom login method.

Tencent Meeting

@

&N

SN

Tencent Meeting

% WeChat Log In

More options

0 | &@ Q

Mobile Email 7 WeCom

(3) s ARV A5 AT $965
Use WeCom to scan QR code.
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Y WeCom

Scan the QR code with WeCom to log in

(4) FEARMP S S A

Confirm login on WeCom.
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16:52 LR 59

< Back

a
Q’

k15 -£1Y Login Confirmation

HUHER
(5) BENJE S B S -
Enter the Tencent meeting interface.
— 0O x

[ [

Meetings ‘ Jun 30

Rec@urd [0 Already logged in on.. Historical Meetings >

Join Start v
Schedule ~ Cast screen
No meetings

= &
@-
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(6) ERF&WE, BN LR S “Pul 2l Start” 4]

The host to click "start" for a new meeting.

b
Meetings
® 4
Record
Join Start v
Schedule v Cast screen
FReUa T LA LAGERME &S , EHHENERETFEES Meeting

Id

Meeting ID can be viewed on the pop-up by clicking the exclamation mark

Tencent Meeting - 0O X

o ul 03:15

Started by star

peaking:
| 808380305 M

st

https://meeting tencent.com/s/QLBW 1 JrrssvC D
D: 870398

star Q
hd
& .m - @ -0 & A @B O@.O& - e
Mute Start Video Share Screen Security  Invite  Attendees (1)  Chat Record Emoii More L
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Share the meeting ID with attendees

o NREFB RS, MIASNES ID, BininAs

attendees could join the meeting by entering the meeting ID

[ [
Meetings
Record o .
Join Start v
Schedule v Cast screen
Join - X
Meeting ID
075 6362 0315] ov
Your Name
ITSC

Meeting Settings

Connect Audio
Turn On Video
Turn On Mic
Beauty Filter

Click here to set and view beauty filters

() RSV ERE, 7TUIE “EF5H ik Enable Waiting Room” Ihfg, HARFTIIA S

MNERZ W, FEERFAFMES A GEIMA I

Join the meeting with approval
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The host could enable the waiting room function that the attendees will only join the meeting
with the approval of the host.

Tencent Meeting - O =

Oﬂ.nl

03:58

Speaking:
s

sta;g

Meeting Management

Lock Meeting

I\/ Enable Waiting Room I

+ Hide Meeting ID and Password

Attendee Permissions
+/ Initiate Sharing

e m ¢ + Group and private chats
+ Upload File

Mute Start Video Share Screen Security  Invite  Attendees (1) Chat Record Emoji More

<3 I
\!g 2 B s A a l.l} &\ & ©“ e o ‘ End ‘

(8) il 218 Record the meeting
HESW R ERE, LU B A R R H <=1

Host could assign the permission of recording the meeting

@ Local Recording Permissions

/ I ~ Only the host can record I
®m -

Allow all attendees to record

Allow selected attendees to record [:}

E!:' = ﬁ‘ -~ - a & &I n & e L o.
Record

Mute Start Video Share Screen Security  Imvite  Attendees (1) Chat

Emaji More

Vh: AAEIFR SV ER A B 2

Default setting: Only the host can record

A DA B R A it AR K

Select the record mode:
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Cloud Recording

R —— | Local Recording |

QA@"A%‘BI’Q - & ®L® - ‘.Encl.‘

Mute Start Video Share Screen Security  Invite  Attendees (1)  Chat Record Emoiji IMore

S MFH G IA S 2 N AR, 568 =3

If the recording needs to include all the participants' pictures, please use the cloud recording mode

SAIFAG G Ry “ A R B WS R /iy End,  RIAJ {52 155 56 i

Click " End recording" or End to complete the recording

» 1

S - v - @ -0 H a @B @ -6 -7 |End‘

IMute Start Video Share Screen Security  Inwvite  Attendees (1)  Chat Record Emaji More

3. RPN (#3h¥G) Host a meeting (Mobile)
(1) AR, 5 o s R W R AR B 5

Install Tencent Meeting and click the icon.

‘-

(ol

(2) AV AAE 5 55 3
Choose WeCom login method.
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| E—3 3
T aE

&N

RSN

Tencent Meeting

% Login with WeChat
e More options

(N

Mobile

(@]

WeCom

@ =

Policy

o | have read and agree to Service Agreement and Privacy

(3) FE AL AR S Al A B o

Confirm login on WeCom.
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08:49

=8
, HIRC
< Tencent Meeting

Cancel

LY
Qﬁ

A& -=1¥ Login Confirmation

(4) BEAFE IR VA S .

Enter the Tencent meeting interface.
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(5) ERFEWE, BN LR S “Pul 2 Start” HIFEEA 21

08:49

< WeCom
I;] Already logged in on Windows device

0000

Join Start Schedule Cast screen

3 =]
HHACH 5F

Past Meetings >

No meetings

The host to click "start" for a new meeting and enter meeting.

Jain

‘

Start Schedule

Page 11 of 20

Cast screen

G LETTLE

i
ctroiogy Serdcss Care



.%i!ﬂ:. HFE SRS KA gy

| BEIJING NORMAL-HONG KONG BAPTIST UNIVERSITY fgaﬂﬁm% :P ‘l\d‘
) Information Tachnology Sarvicss Cantre
<Wec‘328:50 H R
Cancel Start
Start Video
Use PMI ©

TR 2 WU AT Bhs TR A 2k b, 23 145 BAE T & &5 Meeting Id

Meeting ID can be viewed on the pop-up by clicking the arrow mark
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08:50

<« WeCom

.

) .)) Tencent Meeting ~

3

@ Meeting erigypted .1l Network ccb good >

| Meeting ID 577 451 D Link & |
Creator (+]
(]

My name

Connected duration  00:30

You're using the Education edition.
Supported meeting capacity

+ with 2000 attendees unlimited meeting

Other Features
O Attendees with Video On(@ 0/with 1000 attendees

&, Co-Hosts 0/with 50 attendees

LW EFTESZMIAR

Share the meeting ID with attendees

o NSRBI AE, MASNS ID, Bin i

attendees could join the meeting by entering the meeting ID

v

Jain Start Schedule Cast screen
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€ Join Meeting
MeetingID | | 9
Your Name
Turn On Mic D
Turn On Speaker ()
Start Video
1 2 3
ABC DEF
4 5 6
GHI JKL MNO
7 8 9
PQRS Tuv WXz

(6) e W ERE, ATLJFE “2459 Ik Enable Waiting Room” Ihfg, HAhFRIIA S
MNEES WG, TEFERFAFES A A

The host could enable the waiting room function that the attendees could only join the meeting
with the approval of the host.
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00:1€

@

Security

n Real-Tim.

(2

$

Mute

Start Video Share Screen At

(7) #1421 Record the meeting

.

Tencent Meeting v

Cloud Re...

(-]

Filters

h =

Avatar  Bjsconnect  Floating

Cancel

TR ERE, A LR E A PR =

Host could assign the permission of recording the meeting
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08:51

< Security
88 Meeting Management

Lock Meeting

Enable Waiting Room

Onlingfclass mode

Allow multi-device join
Turning this off will not

n the meeting

& Allow attendees to

Initiate Sharing

Group and Private Chats

Start video

Rename

Unmute

88

Enabled >

v

affect devices

68sas

Suspend attendee ac

tivities
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Tencent Meeting v Tencent Meeting v

00:18

Enable cloud recording?

After the recording starts, all
attendees will be informed and the
: a meeting alyio, video and shared
] screen view Wl be recorded to the

Security
R cloud

Already upgraded to
= 9& ly upg

Real-Tim. Red Pa 14 Polling Filters

( w B

nd WeToget... Disconnect  Floating

¢« o ©

Check in Se 3s

'F'\aise Hand
2 0 @&

J.l. Cancel

Start Video Share Screen Attendees (1)

BN HAE IR U R N A Re ki 2
Default setting: Only the host can record
IR G s “A RS B RS S End,  BVA] 5 3 58 sk )

Click " End recording" or End to complete the recording
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To keep the meeting running,
please assign a new host before leaving the meeting.

Leave Meeting

O oo

4, HAh2iThEE Other functions

(1) = 5% 54ityE Share screen and annotation
sy “ILEBER” BIR], FER RN R R AL hE

Click "Share screen" to share your screen, only one single attendee can share the screen

simultaneously
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Tencent Meeting v Tencent Meeting v

Share Screen

Share WeCom docs

Share Whiteboard

Cancel

(2) EF#F21 Host a meeting

BRI Gy R AR A DL “E R Attendees” , Xt axdp i kAT AR ], Bt 1) K
TR RATH S RS R SRR B SRR

The host can click " Attendees" to manage the attendees and set the rules for the attendees ( e.g.

Mute/Unmute, change the name, move out, etc.)

Page 18 of 20



A H ER
0— —0 jtufﬁgg * H EEE
Ol BEIJING NORMAL-HONG KONG BAPTIST UNIVERSITY Fﬁﬂ-ﬁﬂﬁ% [P L
° n Technclogy Senices Cenie
08:54 . HURC 54
Tencent Meeting v
O] Attendees X
Q =
In meeting (1) Not joined
8 m
Mute All Unmute All Invite

5. WisE L Schedule a meeting

(1) TilE SR IRIEIEILIES Mg s B G KR 2 1 Schedule a meeting in advance

14 v

Jain Start Schedule Cast screen

(2) /i “TUE =W Schedule” %4 )G, AIHEEMI SN E, B WL
HIFISTE] . BCEM SR, AR S WO B R A E AR SR SERR, Rt
ERIIEAE, SREBEE S B IBIE NG AT HUE W IRYE, S22 NRsRBUE B )E, i
I Z IR 2135

Page 19 of 20



.7) L. LAEBES i Bim

' BEIJING NORMAL-HONG KONG BAPTIST UNIVERSITY Pﬁ.ﬂ-ﬁﬂﬁ %ol

H Information Tachnclogy Services Cantre

Click "Schedule" and enter all the necessary information for a meeting, it will remind you to send

meeting notice to all attendees.

6. 32 Fr K T3 Download and service support
(1) FHLER B N 5 B 552840 The operation for APP is similar with PC terminal

A B KN DA TR U A B X & AR i, IAE:  https:/meeting.tencent.com

Software update and applications are subject to the official website of Tencent Meeting.

(2) B4 F#: https://meeting.tencent.com/download-center.html?from=1001

Download: https://meeting.tencent.com/download-center.html?from=1001

(3) WM A GexE, P ITSC RSS2 : 3620315,

If you have any query, please contact ITSC at 3620315.
The End.

Prepared by ITSC
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