Technology Information Guide
Platforms
The platforms NIODA utilise are (in priority order):
- Zoom
- Zotero
- Google Space
- Google Classroom
- Signal
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Setting up your space
In order to fully participate in classes/meetings, we encourage you to find a quiet room in which to join via
zoom. You may also find headphones are useful to help you focus and to cut down on background noises.
When in large group sessions, please utilise the mute feature when not speaking.

Technology information sessions
NIODA offer free one-on-one introductory technology sessions. Please contact admin@nioda.org.au to make a
time.

Zoom
Zoom is a cloud-based video conferencing service you can use to virtually meet with others - either by video or
audio-only or both. All of the meetings/class sessions are held in zoom rooms and breakout rooms utilised. The
full links will be emailed to you before the class/meeting begins.
If you do not already have a Zoom account, you will need to go to www.zoom.us and register, it is free to set up
an account. Although you are able to join meetings from the web browser version of this application, the
downloadable version is more stable.
If you are unfamiliar with zoom, please see page 3 Zoom for newbies, or click here to watch how to join a zoom
meeting: https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-meeting
or here for how to use zoom meeting controls:
https://www.youtube.com/watch?v=ygZ96J_z4AY&feature=emb_rel_end

Why Zoom?
It is free to have a zoom account. This lets you join any meeting run on zoom, and allows you to host
one-on-one meetings for free (larger groups time out at 40 mins). We have found that this has been the most
stable online meeting platform, and allows for everyone to see everyone else’s faces as they speak (very Brady
Bunch).

Setting up
To get started, go to www.zoom.us and click the orange ‘Sign up, it’s free’ button on the top right.

Please enter your date of birth and email address, and then you will be sent a link to your email to verify the
address is correct. Click the ‘activate your zoom account’ button and this should click back to zoom.
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Then go back to https://us02web.zoom.us/download and proceed to download the app. This will give you a
more stable platform and lots of features (as opposed to the web browser version). You can also download the
app to your phone or tablet and enter your email address and password and then you can zoom from virtually
anywhere.

Joining a meeting
When you are sent a zoom link, it will look something like this:
https://zoom.us/j/201189792128pfap8t983288e9
In order to join a meeting, click the link sent to you and zoom will open for you as follows:

Click on the ‘open zoom.us’ button and this will open in your app.
You will then be prompted to select your audio and video settings, I normally click whatever is prompted, even
if I have headphones on (these are recommended, especially if you are in a noisy setting as lots of people with
lots of background noise can make a significant difference to the quality of the meeting).

Breakout rooms
Many sessions include breakout rooms. Sometimes these are controlled totally by the host, other times, you
have permission to move around within them. If this is the case, you will be able to see ‘breakout room’ button
on your lower toolbar.
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If you click this, a pop-up will show with all those currently in breakout rooms. You can move between
breakout rooms by hovering over the name of the room you want to go to and then selecting the blue button
‘join’ button on the right

At the bottom of your screen, there are two buttons - the blue one is to ‘leave’ the breakout room and returns
you to the entry space, and the red ‘leave meeting’ has you exit the whole zoom meeting.

Tips
After you are connected you can use the mute button (lower left), and yet you can still hear what is happening.
But cannot be heard.

During a meeting, you can click on the top right to determine if the view is ‘speaker view’ or ‘gallery view’. The
speaker view shows you one at a time, whilst the gallery view shows you everyone (Brady Bunch style). You
can click and drag those in the call around to order them to your preference. You may also like to move the
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gallery view up to the top of the screen near the video camera and then you can see everyone and at the same
time look more like you are looking at everyone, rather than being constantly looking elsewhere.
When we meet face-to-face we cannot see ourselves. Research shows that it is more tiring to attend meetings
when you can see yourself. If you click on the image of yourself, three dots appear on the top right. If you click
these dots, you can then select ‘hide self-view’. Others in zoom can still see you. In order to reverse this,
simply click the three dots and select ‘show self-view’.

Down in the lower part of the screen allows you to press the ‘screen share’ button. This allows everyone in
your meeting to see your screen. If you are sharing and cannot see what you need to press because
everyone’s headshots are in the way, simply drag the headshots to another part of your screen and this will
reposition them and you can then access what was hidden. Once you have finished sharing, click the red ‘stop
screen sharing’ button at the top of your screen and everyone will go back to normal view. If this does not
allow you to share screen, ask the host to click the arrow next to their ‘share screen’ button and they can
select ‘allow multiple participants to share’ and this should then allow you access.
If someone you are expecting has not joined the meeting, you can click the ‘participants’ and then ‘invite’
button and then email or message them the details to join your meeting in progress.
If you would like to write to all, or some of the participants, click the ‘Chat’ button in the lower menu bar and
then the … will open up a menu to select who you would like to chat within blue. You can then type in the
chat box and it will appear on their screen.
If you would like to improve the camera angle, you might like to raise your device to a little higher than desk
height (to avoid up the nose views). To improve lighting in a dark room, turn on a desk light next to, or behind
your computer screen. This will light your face.

If you would like to further improve your image, you can click on the arrow next to the ‘stop video’ button.
Then select ‘video settings’. Then tick the ‘touch up my appearance’ option and it will automatically do so.

Troubleshooting
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If you are having trouble connecting, and people can’t hear you, I suggest firstly to ‘leave the meeting’ (bottom
right) and then click on the link and try to connect again.
If others can’t hear or see you, you may have to go through:
-

Mac: ‘systems preferences’ and ‘security and privacy’ and make sure in ‘microphone’ and ‘camera’
have access to zoom.us,

-

PC: Click the ‘windows’ button (bottom left) and then type ‘settings’ and open and then type ‘sound’
or ‘camera’ to check the settings are correct.

If your internet connection is very poor, you may like to stop sharing your video (click the button on the lower
left) and participants will then only see your name on a blank black screen, or your image (if loaded). You may
also like to turn off other apps that are operating in the background on your computer as these can use
available RAM and make the call unstable.
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Zotero
Zotero is a free and open-source reference management software to manage bibliographic data and related
research materials. This is to assist you with assignment citation and referencing within your word processing
program. NIODA has a group of Articles and Book Chapters Library which you will be invited to join and which
contains more than 800 citations.
If you do not have a Zotero account, you will need to go to www.zotero.org and register, it is free to set up an
account. Although you can use an online version of this, the downloaded version links directly with your word
processing software.
If you unfamiliar with zotero, please see page 8 Setting up Zotero, or click here to watch a video:
https://youtu.be/Bi1NpIaJJyI

Setting up
Zotero is cumbersome to set-up, but saves hours of checking and rechecking citations and references. This can
be used as your articles library and your notes and quotes from these articles.
Firstly, before we set up, close down all Microsoft Office applications including Word. If you are on a Mac, go to
your menu bar and right click on the Word application and select ‘quit’ to make sure it is 100% closed down.

Next, go to www.zotero.org and click the ‘Log In’ button in the top right, then select ‘register for a free
account’

Create a new account using your NIODA email address, remember these details or write them down. Your
user name can be your full name or a combination of initials, e.g. erobinson or ellier.
A verification email will be sent to your NIODA address. Follow the steps in the email by clicking the link to
verify this address.
Go back to the website, zotero.org and click on the big red ‘download’ button to download the app to your
computer, for Mac or PC. Follow the instructions to install this on your computer.
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When you have set up your Zotero account, let NIODA admin staff know and they will invite you to the NIODA
Group, this will allow you to access the NIODA library. You will receive an email for this invitation. Click on the
link in the email which will take you to the group on the Zotero website.
Click on the red ‘JOIN’ button on the right side of the page.
The next steps are to install this app on your computer which allows you to integrate with your word
processing package, and is much more stable than the online version. Here goes…
Open the Zotero App on your computer, on the very top menu bar, click on the word ‘Zotero’ (for Mac) or
select ‘Edit’ (on PC)
Select ‘Preferences’
Click on the ‘Sync’ tab. Fill in your Zotero account name and password details that you just set up.

Go back to Zotero on the computer, click on the green sync button, the NIODA group library should start
coming up.

Now, go to your preferences in Zotero again, (Open the Zotero App on your computer, on the very top menu
bar, click on Zotero (for Mac) or Edit (on PC), Select ‘Preferences’).
Click on ‘Cite’ in the menu bar
Click on ‘add additional styles’ link, search for NIODA or National Institute and select ‘National Institute of
Organisation Dynamics Australia - Harvard’.
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Make sure the correct citation style is selected in the ‘Cite’ section.

Still in the Cite preferences, select ‘Word Processors’, check that Microsoft Word is connected.

Word Processor connections
Microsoft Word Connection
As mentioned earlier, please make sure Word was closed down prior to this. Now it is time to open Word and
open a blank document.
In the top options menu, check for ‘Zotero’. Click on this and you should see a few options in this menu.
Select ‘Document preferences’ and choose citation style ‘NIODA Harvard’.
Google Docs Connection
In your top menu, next to ‘tools’ the menu item ‘Zotero’ should appear. Type in your quote or sentence you
want to cite, then select ‘Zotero’ and then ‘Add or edit citation’. The first time you do this in a new document a
pop-up window will appear and choose the NIODA citation style.

Adding citations and reference lists in a document
Firstly, you will need to have the Zotero app open on your computer. Then open your document.
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To add a citation, select ‘Zotero’ in your top menu, click on ‘Add or edit citation’. (The first time you do this in a
new document a pop-up window will appear and choose the NIODA citation style.) A large red bar will appear
on your screen.
Type in the citation you are looking for, for example ‘Newton’, select what citation you are looking for then
press ‘enter’ or ‘return’ on your keyboard. The citation will now be inserted in your document and is saved
with the system so that at the end of your document you can add the full reference list.

To create your reference list: Select ‘Zotero’ in your menu, click on ‘add or edit bibliography’. Tip: you may find
it easiest to format this at the completion of your document otherwise it reformats everytime you add a
citation.

Web Browser Extension
This allows your browser such as Chrome or Safari to grab the citation/referencing information from the item
you are reading on your browser so you do not need to manually add this information into Zotero.
Go to Zotero.org > Downloads > connector to Chrome / Safari / your preferred browser.
When visiting any web page - select ‘Extension’ and ‘Save’ - This will save the citation only - to import the
document - select ‘print’, ‘save to PDF’ and then drag the PDF into Zotero on to the citation just saved.

Tips
Only staff can edit the ‘NIODA Articles and book chapters library’, however you drag anything from the ‘NIODA
Articles and book chapters library’ into your ‘My Library’ and can then edit, add notes, and add tags.
Many students like to organise their ‘My Library’ by subjects or topic areas. To create a new folder within your
library select the ‘New collection’ button and name it.
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Find the article in ‘NIODA Articles’, click and drag it into your desired folder.

To add notes
Within ‘My Library’, select the article/citation you want to add a note to, click on the ‘new note’ button (looks
like a sticky note with a green plus sign). Select ‘Add Child Note’. Zotero will name the note with whatever you
type first in the note (in the example below ‘Notes:’).

Adding new items that are not in the library
Manually adding items
Firstly, click on ‘My Library’ or the subject folder you would like to add the item to.
Click on the Green Plus Button and select what the new item is. (If the type of item is not shown, click on the
‘more’ button.).
This will give a blank item and the details are on the right hand side and you can fill in all the details that you
have available to you.
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Using the wizard to add items
Click on the magic wand and plus button. Insert into this the ISBN or DOI or other number than you have
available. Zotero will then look through the list they have available to add the information available. Adjust the
information on the right to match the item you have.

Searching in Zotero
The search button is extremely useful in Zotero because you can search for items that contain the term you
would like to find.
Click on ‘My Library’, the folder you would like to search or the ‘NIODA Articles and Book Chapters library’.
Then click on the arrow next to the magnifying glass and select ‘everything’. Then type in the term you are
searching and a list of all the items will appear.
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Google Spaces
Google Spaces is an app that lets teachers and students get to instantly start conversations around any topic,
and share things like links, articles, videos, images, and more.
You can locate Spaces via mail.google.com, spaces is located within the left hand menu and click on the space
you which to view. You can also find spaces by visiting mail.google.com/chat/, via the Chat web and phone
App or by visiting your NIODA email account in Google, selecting the nine-dot icon in the top right and scrolling
down through the Google Suite options to Chat.
Within Spaces you can make your own post by selecting ‘New Thread in…’ and typing in the text box you may
also attach a link or article too. You can comment on other students or teaching staff’s announcements by
typing in the textbox underneath the annoucement.
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Google Classroom
Google Classroom is your all-in-one place for teaching and learning. Our easy-to-use and secure tool helps
educators manage, measure, and enrich learning experiences.
All your subject readings and outlines are stored here, they are also located in the shared google drive.
Academic teaching staff will post updates within this platform as well. You will receive an invitation via email to
join your subject classrooms. Updates will be sent you as an email and you can access classroom via this email.
You can also locate Classroom via this link https://classroom.google.com or by visiting your NIODA email
account in Google, selecting the nine-dot icon in the top right and scrolling down through the Google Suite
options to Classroom at the bottom.
Within classroom you can make your own announcement by typing in the text box at the top of the classroom
and attaching a link or article too. You can comment on other students or teaching staff’s announcements by
typing in the textbox underneath the annoucement.
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Signal
Signal is a messaging app, just like WhatsApp or iMessage or Facebook Messenger, but one that's geared
toward privacy. Signal allows one to one or group communications amongst members and staff via an easy to
access and use the app, available on all smartphones where your privacy is prioritised.
If you do not already have a Signal account, have a look for the Signal messaging app on your smartphone or
go to www.signal.org on your device. This app has features like one-to-one messages, groups, stickers, photos,
file transfers, voice calls, and video calls and group chats.
Step-by-step instructions are available on page 17 Setting up Signal or for a video tutorial on how to set this
up, please go to: https://www.youtube.com/watch?v=aQJ9G0ChJh8

Setting up
Go the app store on your smartphone and use the search function to find the app ‘Signal’

Click on the cloud icon to download the app to your smartphone. Then click on the app to open it. You will be
run through a series of screens to address permissions. To get started, click on the blue button to progress
each screen:

->

->
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->

Sending messages
You are now set and ready to send messages to your contacts. Find their name in your Signal contacts list so
you can message them (just as you would a text message).

Click on the pencil in the top right corner.
The ‘new message’ screen appears.
Find them by Phone number or invite them to Signal
To locate them in your contact list, start typing the name of your contact.
A message screen will appear and you can type your message.
You can also click the video button or call buttons on the top right of the screen.

Troubleshooting
If you are stuck your question may be answered by Signal at the following link:
https://support.signal.org/hc/en-us/sections/360001602812-Troubleshooting-FAQ
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