
 
Welcome to your 2020 Virtual Valedictory Dinner! 
 
This guide will provide you the links, knowledge and know-how with regards to the setup 
required on the night. 
 
ANY QUESTIONS? 
 
If you do experience any technical difficulties, please call our IT team, 03 9811 8537 or email 
parenthelpdesk@cggs.vic.edu.au and a member of the CGGS IT team will make contact with 
you. 
 
THINGS YOU NEED TO CHECK BEFORE THE NIGHT 
 
A Reliable Internet Connection 
Given we are running this night virtually you will require a satisfactory home internet 
connection to support: 
 

- Zoom Breakout Room (to simulate the tables).  
You will have three different breakout rooms on the night: 

o One for Entrée,  
o One for Main Course and  
o One for Dessert 

 
These breakout rooms will be automatically scheduled at pre-determined 
times on the night so there is nothing you need to do (refer to Timings for the 
Night). 

 
- Amazon Live Stream (to simulate the formal/official parts of the night) 

 
PLEASE NOTE: The quality and speed of the above two services will adjust according to 

your internet connection and available bandwidth in place. 
 
 
A Reliable Device 
We recommend that you utilise a portable laptop on the night or an iMac computer. 
 
If you can plug in the ethernet cable (from your home wireless router) into the laptop/iMac 
(rather than running it over the WIFI) this will give you the most optimal viewing experience. 
 
PLEASE NOTE: A smart phone will not suffice on the night. 
 
 



HOW DO I CONNECT? 
 
How do I connect to the Amazon Live Stream? 
 
STEP 1: To connect to the Amazon Live Stream please click the link provided to you 

on the night.  
 

This is labelled “CGGS Virtual Valedictory Dinner 2020 – Official Live 
Stream” 

 
STEP 2:  Press the play button and then there is nothing more that you need to do,  

the live stream will begin as per the timings on the night. 
 
 

 
PLEASE NOTE: The quality and speed of the Amazon Live Stream will adjust according to 

your internet connection and available bandwidth in place. 
 
 
Zoom Name Renaming - IMPORTANT 
Please note, it is imperative you change your Zoom name to your daughter’s first and last 
names prior to entering the call. If this displayed correctly our team will identify you as a 
guest. 
 
For OSX (MacBook) and Windows devices: 
If you are already signed into a Zoom account (and are unsure of the name you have 
provided), to change the name of it, please do the following: 
 

1. Join the Zoom session (the link that we send you) 
2. Click on “Participants” 
3. Click on “Your Name” and select “More” 
4. Click on “Rename” 



5. Enter in your CGGS Year 12 Daughter’s Full Name (First and Last Name) 
 

 
 
If you are not already signed into Zoom, you will be prompted to enter in your name when 
you click on and join the valedictory zoom meeting. 
 
 
Zoom Meeting - Breakout Room Etiquette 
 
Muting/Unmuting 
When you are not talking within the breakout room, it is advisable to mute your 
microphone. 
 
Please do not talk over anyone else. You may want to consider raising your hand if you need 
to talk. 
 
A CGGS Staff Member will also be in the breakout room, along with 4 to 5 other families. 
 
For OSX (MacBook) and Windows devices: 

- Simply click on the Mute/Unmute Microphone icon. 

   
 
Accidentally closing the session/re-joining 
If you accidentally quit the Zoom session, simply re-click the link provided to you to re-join. 
 
How do I connect to the Zoom Meeting Breakout Room? 
 
Please ensure you already have Zoom downloaded and ready to go on the night. You can 
download Zoom via https://zoom.us/download and clicking on the “Zoom Client for 
Meetings” Download button. 
 
Please proceed through any installation steps to ensure a satisfactory installation.  
 
We suggest you make a test call before the night to ensure you know how to operate Zoom 
satisfactorily. 
 



 
STEP 1:  To connect to the Zoom Meeting Breakout Room please click the link 

provided to you on the night.  
 

This is labelled “CGGS Virtual Valedictory Dinner 2020 – Official Live 
Stream” 

 
STEP 2: You will be prompted with the below screen, please click on the  

“Open zoom.us” button 
 

 
 
STEP 3:  Your Zoom Application will “open” and the Zoom Meeting will connect.  

Please click on “Join with Video” and your video will be connected. 
 

 



 
STEP 4:  Please click on “Join with Computer Audio”. If you do experience any audio 

difficulty you can also test your speaker and microphone too. 

   
 
STEP 5: Remember to Mute your microphone! Simply click on the Mute/Unmute 

Microphone icon. 

    
 
 
PLEASE NOTE: We do ask that you mute your microphone and turn on your camera until 

you get placed into the breakout room. 
 
PLEASE NOTE: When everyone does join the Zoom Meeting, you will see everyone else (in 

the one big room). We do ask that you please keep your microphone muted 
(we know it will be exciting!) until you get into your breakout room!  

 
 
STEP 6: When you are moved into the breakout room (E.G. TABLE 1) according to the 

timing schedule of the rooms on the night, you will be prompted to enter it. 
Please click on “Join Breakout Room”. 

 

 
 
After a few moments you will be placed into the breakout room. 
 



 
 
PLEASE NOTE: If you leave the breakout room, you will leave the meeting. As such you will 

have to re click on the Zoom link provided to you on the night, to re-join.  
 
PLEASE NOTE: The quality and speed of the Zoom Meeting Breakout Room will adjust 

according to your internet connection and available bandwidth in place. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



FURTHER INFORMATION 
 
How can I have both the Zoom Break Out Room and Amazon Live Stream on the screen at 
the same time? 
 
Regardless if you are on a Windows or Apple Mac device you can resize your web browser 
window so that both the “Amazon Live Stream” and the “Zoom Meeting Breakout Room” 
can be on the one screen: 
 
For Apple OSX (MacBook) Devices and Windows Devices – you can do the following: 
 
STEP 1:  Please hover your mouse over the bottom right hand corner of the zoom 

window where a resizing arrow icon will appear.  
 

 
 
STEP 2:  Drag the icon in and out by clicking your mouse to the size you would like it 

on the screen. 
 

 
 
STEP 3:  You can do the same for the Amazon Live Stream window. Hover over the 

bottom right hand corner of the web browser window where a resizing arrow 
icon will appear.  

 
STEP 4:  Drag the icon in and out by clicking your mouse to the size you would like it 

on the screen. 
 
STEP 5:  Then it’s simply a case of positioning both windows on the screen side by 

side. 



 
 
Can I Airplay this to my TV? 
 
Whilst you can airplay your screen (from an Apple MacBook device) to your TV (if you have 
an Apple TV), we do not recommend it given the amount of internet bandwidth being used 
on the night to facilitate this virtual event. 
 
If you need to Airplay from your Device to a TV, please perform the following steps: 
 
STEP 1:  Click on the AirPlay icon in the dock (top right-hand corner) 
 

    
 
STEP 2:  Click on your Apple TV 
 
STEP 3:  If requested you may need to enter a password, otherwise your MacBook 

screen should now be mirrored to your TV. 
 

PLEASE NOTE: If there is any lag with video, then we suggest disconnecting your Apple TV, 
and viewing the night solely off the MacBook or alternatively plugging in 
your MacBook directly to your TV via HDMI/VGA or USB C. 

 
Alternatively consider using two devices, one for the Live Stream and one 
for the Zoom Breakout Room. 

 
How do I plug my MacBook Device or Windows device into my TV? 
 
To plug in your MacBook device or Windows Device into your TV, you are going to need 
either a HDMI, VGA or USB C cable along with a relevant dongle suited to the model of your 
laptop and the cable type used. 
 
Then once this has been plugged in, you will need to change the input option on the TV and 
select the input of your laptop. 
 
PLEASE NOTE: If you are experiencing difficulty with a connection to your TV, we advise 

you to consult your TV Manufacturer Instruction Booklet. 
 
 



Can I utilise two devices on the night? 
 
You certainly can utilise two devices on the night.  
 
Example: You may have two MacBook devices, OR one MacBook device and one Window’s 
device and wish to: 
 

- Utilise one for the Amazon Live Stream 
- Utilise the other for the Zoom Meeting Breakout Room 

 
The above instructions will still apply for this setup. 
 
PLEASE NOTE: Please ensure the name of your Zoom Account is your daughter’s full name 

(first name and surname).  
 

This will ensure you are accurately put into the correct breakout room of 
your choosing. 

 
 
HOT TIP:  You may want to directly connect one of your devices into your TV (E.G. For 

the Amazon Live Stream) and have the other device on your dining room 
table to facilitate the Zoom Meeting Breakout Session. 

 
You won't need any camera for the Amazon Live Stream. 

 
 
 
 

 
 

ENJOY YOUR NIGHT! 


