Here’s how to share, unshare, and mute.

1. Make sure you are logged in to Zoom on your desktop before you enter or start the
meeting. This will ensure your Barkan background and co-host abilities are fully
enabled. Click on the Zoom icon on your desktop and it will take you to your

homepage if you are logged in or the login page.
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What is Al Companion?

# Al Companion
I'm Al Companion, your personal Zoom
assistant. | can help you with:

® Searching meetings, chats, emails, or
files using keywords, attendees, or
dates

Summarizing or answering questions
about meetings, chats, emails, or files

* Preparing for upcoming meetings with
relevant materials

Finding people based on relationships
like team members or managers

Getting someone's profile details such
as email, location, or job title

* Answering questions using up-to-date
information from web searches

Let me know how | can assist you!

Sign in to use Al Companion

2. Onceyou’re logged in, click the home icon and you should see the meeting listed
below. You can click on the dots to either start the meeting or join the meeting from

here.
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Al can make mistakes. Review for accuracy.

3. To mute people, you can go to the participants list and hover over the name and

click mute,

ﬂ Annie Caldon (Host, me)

Ellen Sperry

Or if you see their picture highlighted in green (when they shouldn’t be talking) hover over

the picture and hit mute there.




Ellen Sperry Annie Caldon

4. To Share the financials, open up your financials in full screen

5. Then, leaving the financials in the background, maximize your Zoom screen and
hover over the green share button at the bottom.

6. Apop-up window will come up with any windows you have open.

7. Select the window that has your financials in it and then click the share button in
blue.
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It will look something like the below which you can scroll though as the Board reads.



8. Onceyou’re done and the Board wants to take over again, click on the stop share
button in red on the meeting control menu.
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