
ExTraffordWINTERganza Zoom Instructions 

Getting Set Up  

Prior to the concert you will receive a Zoom Invitation by email. This will come in the form of a URL link to a 

scheduled zoom meeting to the email contact address you have provided. You will need to share this email 

with each class tutor that has booked a session. 

At the agreed time simply follow this link and you will be put into a ‘waiting room’ until the concert is due 

to begin. 

We’d really encourage everyone to try and ‘zoom’ people you may know before the concert so that you get 

an experience of what this is like.  You can visit the zoom website at any time: https://zoom.us/ 

Chat, recording or screen-share is not to be used during the concert. Our tutors will ask you to turn on your 

audio if it is required at any time during the concert.  

The type of device you use for the zoom concert doesn't really matter but we would recommend that you 

link the device to a whiteboard to ensure the whole class can see the onscreen activity.  

Whichever device you use will need a built in microphone, speaker and camera or the option to plug them 

in. The bigger the screen, the easier it will be for you to see the performers.  

How to get the most out of the concert 

Be Prepared! Have everything your class might need for the concert (instruments, hats, shakers etc) ready 

before you start the connection. This way you can stay at the computer and be focused on the concert, 

instead of having to go and find items. 

Latency (delay) This depends on many circumstances however it can be common to have some delays in 

the audio / visual. If this is due to the bandwidth of your internet connection, then there's very little that 

you can do about this.  

Test, Test, Test! For this reason, it's ALWAYS a good idea to test your setup before you join the concert. If 

you can, try and connect with a colleague or friend via the zoom so that you can...  

 Test the audio levels (see the instructions below on how to adjust the levels) 

 Test the picture quality  

 Test the video software (and get used to how it works)  

 Test the device that you're using   

...and test anything else that you can think of! Remember, an online concert is best when you test first! 

How to join the concert 

1. Click on the zoom link that you have been sent and you will be taken to the following screen: 

 

2. Click on run (if it appears) and then select launch meeting. 

https://zoom.us/


3. Please enter your school name and class (so that we can give you a shout out and talk to the class 
during the concert). 

 

4. Once you have added your school and class name select join – you will be added to a waiting room and 
we will add you to the meeting once the concert is due to start. 
 

5. Whilst waiting you can test your audio by selecting test computer audio. 

 

6. Select test speaker and adjust the volume as necessary. 

 

7. When you are happy with the volume level select stop. 

 

 

 



8. Once you have been added to the meeting by the host, Trafford Music Service, the following screen 
will appear: 

 

9. It may take a few minutes for the connection, please be patient! 

10. Once you are admitted to the meeting you will see the following screen: 

 

11. Please select join with computer audio and then check that your microphone is on mute – there 
should be a red line through it as shown on the video icon. 

 

12. If you have not already tested your audio volume you can do so here by clicking on the arrow up and 
selecting audio settings then follow the instructions above in points 6 & 7. 

 



13. You can now select your screen view by selecting view on the top right of your screen. You are given 
the options of speaker view, gallery view and full screen. Speaker view places the current speaker in 
the middle of the screen (Fig A), gallery view shows everyone that has joined the meeting (Fig B): 

     

Fig A      Fig B 

14. To ensure that you can see the performance clearly please pin Trafford Music Service and select 
speaker view. To do this right click on Trafford Music Service (Karen Shearsmith in this example) and 
select pin 

 

15. This will ensure that Trafford Music Service (Karen Shearsmith in this case) is always on screen and 
other participants will scroll across the top of the screen 

 

16. If you are using a video link during the performance so that we can see your class, please position it so 
that you capture as much of the class as possible, you may want to check positioning for best view 
prior to the concert date. Remember, centre front of the class may not be the best position, try placing 
the camera/web cam in one of the corners of the room. 
 

 

 



17. If you are using a video link please ensure that start video is turned on ie no red line through it – if 
there is a red line as in the screen shot, below simply click on start video to remove it – your whole 
class should appear on screen! 

 

 

 

And finally, enjoy the ExTraffordWINTERganza!! 


