Instructions on how to schedule and host a Zoom meeting with an interpreter

First, make sure you have a business, education or pro account, otherwise
you will only have access to limited features and thus will need to add the
simultaneous interpretation feature at an additional cost.

Next, go to zoom.us and sign in to the Zoom web portal by choosing:
e Signin
e Or “My Account”
e or click the person icon in the top right.

REQUESTADEMO 18887999666 RESOURCES v  SUPPORT

zool ' . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST AMEETING @ SIGN UP, IT'S FREE

We have developed resources to help you through this challenging time. Click here to learn more.

~

Zoom is removing the 40 min time limit on our Basic free account
for K-12 schools affected by COVID-19. Click ‘Request Offer’ for
more information.

REQUESTADEMO  1888.799.0125 RESOURCES v  SUPPORT

Zool ' . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING @

We have developed resources to help you through this challenging time. Click here to learn more.

Taking your physical event
virtual?

Learn how to host user conferences, executive briefing centers,
customer and prospect events, webinars, or training sessions

«r
virtually over Zoom. g
Learn how to host a world-class virtual event today ‘

Learn from the experts. Join us for daily live training.
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Instructions on how to schedule and host a Zoom meeting with an interpreter

In order to make sure your account is set up correctly for the interpreter feature,
please choose “Settings,” then choose “In Meeting [Advanced].”

2 ool I . SOLUTIONS = PLANS & PRICING CONTACT SALES

Schedule Meeting
Webinars Schedule Meeting

In Meeting (Basic) Host video

. Start meetings with host video on
In Meeting (Advanced) s

Email Notification
Account Profile Participants video
Other

Recordings

Start meetings with participant video on. Participants can change this during the mee
Reports

Audio Type

Determine how participants can join the audio portion of the meeting. When joining :
choose to use their computer microphone/speaker or use a telephone. You can also lit
Attend Live Training audio types. If you have 3rd party audio enabled, you can require that all participants
provide for using non-Zoom audio.
Video Titorials

Scroll down to “Language Interpretation,” and make sure you toggle to the on
position.

In Meeting (Advanced) Closed captioning C)

FEmail Notification Allow host to type closed captions or assign a participant/third party device to add closed captions

Other
Save Captions

o

Allow participants to save fully closed captions or transcripts

Language Interpretation €———

Allow host to assign participants as interpreters who can interpret one language into another in real-time. Host
can assign interpreters when scheduling or during the meeting

>

It will now look like this:

Language Interpretation ()

Allow host to assign participants as interpreters who can interpret one language into another in real-time. Host
can assign interpreters when scheduling or during the meeting.
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Something else you may want to verify and adjust while in your “In Meeting
Advanced settings” are your languages. Zoom provides you with about 9
language options to begin with, you may need to add those languages that you will
be using for your interpreter needs. So, go to the “plus” sign, right next to your
languages.

Language Interpretation

Allow host to assign participants as interpreters who can interpret one language into another
in real-time. Host can assign interpreters when scheduling or during the meeting.

13 languages +/

English Chinese Japanese German French Russian Portuguese

Once you click the plus sign a small dialog box will open up, type your language,
hit enter and hit add. Your new language will now appear in your language
options and it will also appear in the drop-down option when you are scheduling
a meeting and enabling language interpretation. Both of these should be done in
the web interface and not the Zoom App.

Add Language

[ Marshallese|

Marshallese

Interpretation Enable language interpretation (3

‘ AQC_Interpreter@useREAL | | English ~ | 2 [ Language ,\] x

s Korean

+ Add Interpreter VI Vietnamese

Ch Chuukese
Ma Marshallcs/

Faye s 0l 14
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Now go back to the main dialog on the left to Meetings, then choose “Schedule a
Meeting”.

zool I . SOLUTIONS »  PLANS&PRICING ~ CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING ~ HOSTAMEETING »

Profile Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates WM Get Training

{  Meetings

————— BT RN VEMVEC LT Join a meeting from an H.323/SIP room system
Webinars

Recordings
Start Time = Topic + Meeting ID

Settings

The user does not have any upcoming meetings.
To schedule a new meeting click Schedule a Meeting.

Account Profile

Reports

If you are using the app, this is what your window will look like to “Schedule a
Meeting”.

o

b nad

Once you are in this dialog, most of the fields will auto populate and you may
adjust them accordingly.

It is very important that you Click “Generate Automatically” in your Meeting
ID field. This setting is required for language interpretation. If you have already
checked the “Require meeting password” field, the password will generate
automatically. You can change this password if you wish.
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Topic My Meeting

Description (Optional) Enter your meeting description

When 04/22/2020 | Eg | 4:00 v M o~
Duration 1 v/|h| 0 v | min

Time Zone (GMT-5:00) Central Time {(US and Canada) o

[] Recurring meeting

Registration [ Reguired
Meeting 1D e Generate Automatically Personal Meeting 1D
Meeting Password ¥ Reguire meeting password 200942

Then, scroll down to the interpretation portion and check the box to “Enable
Language Interpretation” for the meeting.
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Meeting Options Enable join before host
Mute participants upon entry
#| Enable waiting room

Only authenticated users can join

Record the meeting automatically on the local computer

Alternative Hosts Example: mary@company.com, peter@school.edu

#| Enable language interpretation

john@company.com English v | & | Llanguage v | X

+ Add Interpreter

Save Cancel

Now you can insert the email for your interpreter and select the target language.
You may also click “Add Interpreter” if you need to include more than one
interpreter and follow the same steps for inserting their email address and
selecting the target language. Click the Xicon if you need to remove an
interpreter. After this, click the “Save” button.

Once your meeting has been scheduled, you can add it to the calendar of your
choice and copy the invitation information to an email or a text by clicking “copy
the invitation”.
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Remember, Zoom will automatically invite your designated interpreter directly,
so you do not need to include the interpreter on the invitation email/text.

My Meetings Manage "My Meeting”

Start this Meeting

Topic My Meeting

Time Apr 22, 2020 06:00 PM Central Time (US and Canada)

Add to ‘ Google Calendar | [ ag Outlook Calendar (ics) ] [ e‘(a'\cn Calendar ] 4+—

Meeting ID

Meeting Password ~ seeeee Show \
nvite Attendees Join URL: https://z00m.us/j/957828749007pwd=Vmt2V1VRSOFtVWa2NnNGT FlaVOZTZ209

& Copy the invitation

Video Host On
Participant On
Telephone and Computer Audio

Dial from United States of America

This concludes the process to schedule a meeting with the interpreter option.
Next, how to enable language interpretation once your meeting has started.

The day of your meeting, go to Zoom.us and sign in.

REQUEST A DEMO 1.888.799.9666 RESOURCES ~ SUPPORT

JOINAMEETING  HOST AMEETING m

ick here to learn more.

Or go to the Zoom App and click on “Sign in”.
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Instructions on how to schedule and host a Zoom meeting with an interpreter

) Zoom Cloud Meetings - x

200m

Version: 4.6.10 (20033.0407)

Insert your credentials and click on “Sign in”.

) Zoom Cloud Meetings — X

Sign In
/

(Enter your email / J | Q Sign In with S50 |
| Enter your password Forgat? \ or | G Sign In with Google |
() Kkeep me signed in Sign In | f Sign In with Facebook |
< Back Sign Up Free

This will take you to your personal dialog.

If you are already signed in, click on “Meetings” to access the My Meetings dialog,
then click on “Start this meeting”.
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Instructions on how to schedule and host a Zoom meeting with an interpreter

PERSONAL
My Meetings > Manage "1.00 PM Hearings™
Profile Start this Meeting

Mestings 1:00 PM Hearings
. Division 3
lebinars
Record;
=L ‘Apr 23,2020 01:00 PM CentralTime [US and Canad)
Setting 1 \
= Add to | m Google Calendar | Ei Outlook Calendar (ics) | eva'vc-:-':zlu-:z'
ADMIN
gD
Dashboard
> User Management Meeting Password s Show

When you are signed in with the Zoom App, your window will look like this and
you only need to click “Start” to begin the meeting in question. If you have a
waiting room, you will be able to see which participants have arrived and admit
them into the meeting.

O Zoom — O e
~— m
n o e = e
Home Chat Meetings Contacts
(& Upcoming Recorded I:I

1:00 PM Hearings

My Personal Meeting ID (PMI) 1:00 PM - 2:00 PM | NOW

Meeting ID:

@ fa Copy Invitation # Edit X Delete

Show Meeting Invitation

Today

1:00 PM Hearings

1:00 PM-2:00 PM
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Once you start your meeting, your Zoom window will look like this, if you are using a PC
(Windows or macOS). When all the attendees and interpreter(s) are in the meeting, click
the “interpretation” function which looks like a globe.

Arkansas AOC C...

% — o L ~ @ H o

Security Manage Participants Polls Chat are Screen Record Breakout Room.:_Interpretation .eactions

Your screen view and the location of your control menu will vary depending on the device
you are using. For example, your controls will show at the top if you are using an iPad. If
you are using a smartphone, you control menu may be split between the top and the bottom
of the screen. On the smaller devices, you need to touch the screen for your controls to show.
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Then, the Language Interpretation dialog will appear. Click on ‘Start”.

After the host clicks “Start”, the interpreters will receive a message that they have been
assigned. The interpreter(s) will then accept by clicking “OK”.

Welcome
You have been assigned as an interpreter.
% English . German

=

Attendees will now be able to click the Interpretation function in the meeting options and select
a language channel. ENGLISH SPEAKERS MUST SELECT ENGLISH. Here are a couple of
examples of what you may see:

v Off
English
Russian

Manage Language Interpretation...
Manage Language Interpretation...

@ LL N ]
-~

Interpretation More

© e

poms Interpretation  Reactions
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Everyone who selects English will hear it at 80% volume and the foreign language at 20%
volume when the interpreter is doing simultaneous interpretation. The same will be true for
the attendees that choose the foreign language. That is, they will hear the foreign language
at 80% volume and English at 20% volume during simultaneous interpretation.

You also have the option of selecting “Mute Original Audio” after selecting the language of
your choice. If you do this, you will only hear the language you have selected at 100% and
completely mute the other language.

The interpretation function gives you other choices once you have started your meeting.

Manage Language Interpretation...

© o

poms Interpretation  Reactions

At any time, you may click on “Manage Language Interpretation” to replace the original
interpreter and assign an attendee as the interpreter. The following dialog will appear.

) Language interpretation X

Interpreter 1 x

| AwesomeTerpreter@gmail.com

£ pnglish

| Update | | + Add Interpreter | m
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Once the dialog opens, you must delete the email address shown in that field, then your
attendee list becomes available for you to select another person as the interpreter.

uanit est) g A
© Language interpretetion
[P
¥,
earch by name

anne.yancey

B xnsiateau

@ arkansas AOC Court Interpreter Services

Juanita

*
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Proceed to select another attendee as the interpreter. You may also add a second interpreter
by clicking the “+ Add Interpreter” button. Follow the same procedure by starting to type

the name of one of the attendees or by selecting the name from the drop-down list.

© Language interpratation

Interpreter 1

arch by nam

A anneyancey

@ Juanita

B xnsLateay

M@ arkansas AOC Cour

D) Language interpretation

D) Language interpretation
Interpreter 1

Interpreter 1
anneyancey

anneyancey

& english v | & | @ spanish € gnglish v | 2 | @ spanish

Interpreter 2

Interpreter 2 / X *
Search by nama C ania ) i

‘?': English v

+ Add Interpreter m Update + Add Interpreter m
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Instructions on how to schedule and host a Zoom meeting with an interpreter

Once you have added the interpreter(s) click the “Update” button.

) Language interpretation

Interpreter 1

anneyancey]

After having selected your new interpreter(s), now you are ready to proceed with your
meeting. This would be a good time to remind your attendees to make sure everyone is still
on the correct language channel.

Depending on your language channel selection, your control menu will look like this.

B 4 @ an
£ o - —
Share SCreen Reoord Breakout Rooms English

+
- e
Reactions Record Breakout Rooms

Genmeaan Reactions

When the services of the interpreter(s) are no longer needed, the host can go back to the
interpretation globe, click on “Manage Language” and then click “End”.
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	Scroll down to “Language Interpretation,” and make sure you toggle to the on position.
	Scroll down to “Language Interpretation,” and make sure you toggle to the on position.

