
Hosts may mute users, turn off video, or 
make participants a host or co-host.  
participants may “raise hand” as well.

Confirm Correct Microphone and Speaker: 

MIC: EasyUSB Audio BRIDGE
SPEAKER: External Headphones

Mute audio before meeting 
starts, or keep muted if not 
speaking in meeting.

Test speaker and mic levels.

A
U

D
IO

 S
ET

TI
N

G
S

M
A

N
A

G
E 

PA
R

TI
C

IP
A

N
TS

START
VIDEO

Use  number buttons to toggle 
through camera presets, or 
adjust camera manually with 
zoom and pan keys.
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Share your screen to allow 
participants to view presentations. 
Computer audio can be shared.

Open the chat window to send text  
messages to participants.

Hosts can record meetings. Check 
Zoom settings for file location.

Invite more people 
to the meeting.
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https://support.zoom.us

Need more info? 
Everything you need to know can be 

found in the Zoom Help Center!
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1. How is P209 boardroom set-up for video and tele-conferencing?
Currently we recommend using ZOOM, an online meeting platform. Zoom supports participants joining the 
meeting by computer, devices and/or phone. We recommend remote participants join by computer in case 
there a presentation is being offered. To get sound into the meeting we are using a range of microphones 
that are typically set-up along the board room. 

2. What if my internet connection is poor or I am not near a computer?
Feel free to connect to meeting via cell phone or a landline. The number to join meeting is provided in meet-
ing invitation. 

3. Are there any plans to upgrade the space?
Recognizing that this space is increasingly being used to hold in-person and remote meetings the NSCAD 
learning commons are currently looking at a range of options to improve usability and general A/V quality of 
space. 

4. What if I try link and a notice says that the meeting is not on but I am sure time is correct?
Are you a bit early? It may be that the host has not yet started meeting.  
Are you using the correct link? Send an email to inform the provider you are having issues connecting. 

5. How can I ensure that all attendees can hear and be heard?
We remind all users that the sound will be compromised when speakers are further from the microphone. 
We recommend that presenters and regular contributors to meeting sit near microphones. 

6. Dealing with background noise. 
Due to audio distractions such as hum, room noise, wind, traffic, shuffling, etc, it is very important that 
participants mute themselves when not speaking. We also remind all users that it is OK to request remote 
participants to mute themselves if background noise is impacting on sound quality.

7. What if I am experiencing a delay?
Due to factors related to distance or connection there is a risk of sound delays for one or more remote 
attendee. As a result we recommend the following:

▪ Pause for longer between points or when asking for input — this will allow remote attendees to participate. 
▪ For remote attendees — if you are experiencing longer than expected delays consider turning off video to  
  see if connection improves. 

What if I have tried everything and its still not working?
Contact TECH SUPPORT. We understand the frustration when there are technical difficulties. It is important 
for technicians to fully understand what the problems are in order to find the best solution. If remote partici-
pants are experiencing issues, they must contact the technician on hand via email or by phone to explain what 
they are experiencing.  
 Renia Stappas’s office is in room P228. 
 email: rstappas@nscad.ca phone: 902-494-8120

When contacting us consider the following ways to explain situation. 

POSSIBLE ISSUES:
• I can’t hear anything. This indicates that the sound is muted to the listener. Adjust your volume settings on  
 your audio devices. 
• I can hear sound but can’t hear the conversation due to background noise. In an effort to reduce this  
 problem, remote participants will be muted, and will be asked to un-mute themselves only when speaking.  
 With multiple participants it is important to mute and keep background noise to a minimum. A meeting   
 moderator is responsible for ensuring that participants are on mute. 
• I can barely hear the person speaking. If adjusting your output volume level doesn’t solve the issue, it is   
 quite possible that the person speaking is too far away from the mic, or is a low talker.  Input levels can   
 also be raised by the meeting moderator. 
• With all of the problems listed above, technicians will ask if the problem is isolated to one participant, or to  
 all. If it is only affecting one person, ideally, it is best to call or email for support.

P209 HELPSHEET

AUDIO SETTINGS: INPUT & OUPUT

a.  First!  turn on main monitor on cart with monitor remote,  
 point remote to the right side of monitor. 

b.  If using 2nd monitor on wall as well, turn on monitor by pressing  
 button on wall keypad to the left of monitor. 
 
 
 

c.  Turn on Mac Mini  
 using power button on the  
 back right of machine. When  
 on, power light will illuminate at  
 the front of Mac Mini.

a. Open System Preferences > Sound  to confirm input and outut devices:
b. Set Output Audio to: External Headphones 
c. Set Input Audio to: EasyUSB AudioBridge

POWER
ON

* For further assistance, please visit the Port Multimedia Office, in Room P228.
If Port technician is unavailable, contact Fountain Multimedia Help Desk : 902-494-8170 , multimedia@nscad.ca

To adjust levels, use the slider. Volume can be adjusted with the + and - keys on keyboard. 
* On rare occassion, toggling MUTE on and off can fix audio out put issues.


