
ATTENDEES GUIDELINES 

Navigating your way virtually  



As a attendee, you will be accessing zoom directly: 
Å You will be sent an e-Ƴŀƛƭ ƛƴǾƛǘŀǘƛƻƴ ŦǊƻƳ {ŜƭōȅΩǎ tǊƻŘǳŎǘƛƻƴǎ όno-

reply@zoom.us). 
Å Use only this daily link to log into the Zoom meeting.  
Å Links are specific to you & sharing it would prevent you from accessing the 

meeting. 
Å SAOA AGM Link - SAOA members only:  

SAOA members will receive a separate link for the SAOA AGM which will be 
sent to you directly. 

Å Coding Session Link - SAOA members only: will receive a separate link for the 
Coding Session which will be sent to you directly  

Å We would advise that you join 10 ς 15 minutes before your sessions starts. 
Å On entering the Zoom meeting you will be placed in the Main plenary venue 



Å ¸ƻǳ ǿƛƭƭ ōŜ ŀƭƭƻŎŀǘŜŘ ǘƻ ǘƘŜ άaŀƛƴ ς 
tƭŜƴŀǊȅ ǾŜƴǳŜ έ ǿƘŜƴ ƧƻƛƴƛƴƎ ǘƘŜ 
meeting. 

Å To access parallel rooms simply click 
ƻƴ άBreakout Roomέ ϧ ǘƘŜƴ ŎƭƛŎƪ ƻƴ 
the room you would like to join. 

Å Zoom View: ensure that your Zoom 
window is in full screen mode to see 
all menu options.  
If device not open in full screen, click 
on ... (more options) to view all icons 

Å Repeat this step to return to the main 
room. 



Å ¸ƻǳ ǿƛƭƭ ōŜ ŀƭƭƻŎŀǘŜŘ ǘƻ ǘƘŜ άaŀƛƴ ς tƭŜƴŀǊȅ ǾŜƴǳŜ έ ǿƘŜƴ ƧƻƛƴƛƴƎ ǘƘŜ ƳŜŜǘƛƴƎΦ 
Å To access parallel rooms ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ άBreakout Roomέ ϧ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ǊƻƻƳ ȅƻǳ ǿƻǳƭŘ 

like to join. 
 
 
 
 
 
 
 

Å Zoom View: ensure that your Zoom window is in full screen mode to see all menu options.  
If device not open in full screen, click on ... (more options) to view all icons 

Å Repeat this step to return to the main room. 
 

Session Main Venue 

Name Location 

Venue 1 Auditorium  Main Conference 

Centre Level -1 

Venue 2 Lecture Room 1 Basement, Block B, 

GSB Building 

Venue 3 Lecture Room 2 Basement, Block B, 

GSB Building 

Venue 4 Lecture Room 4 Basement, Block B, 

GSB Building 



Å ¸ƻǳ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ōȅ ȅƻǳǊ ŘŜŦŀǳƭǘ ƛƴǘŜǊƴŜǘ ŜȄǇƭƻǊŜǊ ǘƻ άhǇŜƴ ȊƻƻƳΦǳǎέ ǿƘƛŎƘ 
is the Zoom app. 

Å ¸ƻǳ Ƴǳǎǘ ŎƘƻƻǎŜ άhǇŜƴ ȊƻƻƳΦǳǎέ ǘƻ ǳǎŜ ǘƘŜ Zoom app as this is essential for 
accessing parallel sessions (breakout rooms). If not you will be held in a waiting 
room & need to request permission to move between the parallel & plenary 
session each time. 



Å /ƭƛŎƪ ƻƴ άhǇŜƴ zoom.usέ ǿƘƛŎƘ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ȅƻǳǊ ½ƻƻƳ ŀǇǇ ƻǊ ǇǊƻƳǇǘŜŘ ǘƻ 
download the Zoom app 

Å If prompted to download the app, follow the system steps accordingly (this is a 
free platform) 

Å Please ensure that you have the latest version of the Zoom app installed (see 
following page) 



Å If you have the app installed, please check for updates 
Å/ƭƛŎƪ ƻƴ ǘƘŜ άzoom.usέ ƳŜƴǳ ϧ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ά/ƘŜŎƪ ŦƻǊ ¦ǇŘŀǘŜǎΧέ 

Å If you are the latest version there will be no updates available 



Å If an update is available then click on 
ά¦ǇŘŀǘŜέ 

Å Once update has downloaded click on 
άLƴǎǘŀƭƭέ ϧ Ŧƻƭƭƻǿ ǎȅǎǘŜƳ ǇǊƻƳǇǘǎ 



Å Wired Headset: preferred ς your audio will be far better 
Å Quiet Space: required, it is essential that your microphone remains 

on MUTED until time for your presentation 
Å Background: we recommend having a plain wall behind you & 

wearing a top that is a different colour than your wall & skin tone for  
the background to be most effective 

Å Lighting: front lighting is required, ie. no bright lights behind speaker 
Å Ethernet (wired connection not Wi-Fi): strongly encouraged 
Å Device: laptop/desktop (mobile devices not recommended) 
Å Web Camera: built into laptop or via USB plug in (please ensure 

camera remains OFF until time for your presentation) 
Å Zoom App: latest version of the Zoom app (version 5.3.1) 
Å Zoom View: ensure that your Zoom window is in fullscreen mode to 

see all menu option. 



 

Å¢ƘŜ ά/Ƙŀǘέ ŦŜŀǘǳǊŜ ŀƭƭƻǿǎ ŀǘǘŜƴŘŜŜǎ ǘƻ ŀǎƪ ǉǳŜǎǘƛƻƴǎ ŀŦǘŜǊ ȅƻǳǊ 
presentation on the day. This will either be via text in the Zoom chat 
function or in-person from the audience. 

ÅThese questions will be moderated by the moderator or chairman of 
your session. 

ÅThe moderator/chairman will read the question out loud so the 
audience both in-person & virtually can hear it. The speaker/s can 
answer it virtually (usually done at the end of the presentation). 

 



Å/ƭƛŎƪ ƻƴ ǘƘŜ ά/Ƙŀǘέ ŦǳƴŎǘƛƻƴ ǘƻ 
ask questions during the 
meeting 

Å The moderator will facilitate 
the chat & filter appropriate 
questions to the speaker 



Lloyd Wells: lloyd@selbys.co.za 
Jean-Luke Buytendorp: jeanluke@selbys.co.za 

mailto:lloyd@selbys.co.za
mailto:jeanluke@selbys.co.za

