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Objectives

The goal is to help you have a smooth hearing.

You want to be calm and concentrated on your case – not
on technical problems.

The key is preparation.
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Overview

Part I – Zoom Basics

Part II – Court via Zoom

Part III – Tips for Success

Questions
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Gallery and Speaker View

• At  the top right of  your screen: choose Gallery or Speaker View
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OR



Gallery View shows several people in a grid
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Speaker View enlarges the video of  the person
speaking

6



Part I – Zoom Basics

• Setting up

• Invitation to the hearing

• Connecting

• Zoom menu and options:
microphone, video,
participants, etc.

• Backup plan

• Being seen and heard

• Putting your best foot forward
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I. Zoom Basics – Setting Up

• Download Zoom (one week before the hearing)
• Practice with friends and family so you become comfortable

• Test your equipment

• Choose where you will set up for the hearing

• Review Zoom details from the Registry Officer
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I. Zoom Basics – Invitation to the Hearing

• Registry Officers send hearing invitations by email from an address such as
this one: First.Last@cas-satj.gc.ca

• You must confirm your attendance within two (2) days

• The link will begin with this: https://cas-satj.zoom.us/.....

• The Meeting ID and Passcode are your backup

• Please write both down immediately
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I. Zoom Basics – Connecting (1)

• You need:
• Plugged-in or fully-charged computer, tablet or smartphone *
• A stable internet connection:

• Plug directly into router
• Minimize competition: dedicate all household internet to Zoom
• Using a cellphone: check service

*Additional information in the User Guide for Participants
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https://www.fct-cf.gc.ca/en/pages/online-access/e-hearings


I. Zoom Basics – Connecting (2)

• You need:
• Email from the Registry Officer with link to the Zoom hearing
• Registry Officer’s phone number
• Two Dial-in phone numbers from the invitation
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• Also give your phone number for the day of  the hearing
to the Registry Officer

Please write down this information next to the Meeting ID
and Passcode you noted earlier



I. Zoom Basics – Zoom Menu (1)

• This presentation has images taken from a PC with Windows

• What you see on Zoom depends on your:

• Computer (PC or Mac)

• Operating system

• Tablet or smartphone
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I. Zoom Basics – Zoom Menu (2)
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Microphone

Video camera

• Discover the Zoom menu: hover your mouse over the bottom of  the screen

Participants: Judge, Registry
Officer, Courtroom reporter,
lawyers, parties



2. Zoom basics: Zoom menu (3)

• Microphone icon: for adjusting your audio, turning mute on and off
• Video camera icon: same as microphone, but for audio
• Participants: opens a new window with the names of  people in the

hearing, if  their video and microphone are on/off, allows you to
change you name if  you touch/hover mouse over it

• Downward arrow to close
• OR click X in participant box
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I. Zoom Basics – Zoom Options

• Right-click on your
own image or
another participant
in the meeting for
several options
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• If  you are using a tablet, swipe and touch different parts of
the screen to see what happens

Mute

Hide self-view

Pin



I. Zoom Basics – Backup Plan

• Find the Zoom icon on your computer &
click on it

• Check your internet connection
• Call Dial-in number from invitation

• Repeat the same steps you used to
connect the first time.

• Join without video
• Call the Registry Officer
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If  the Zoom screen “disappears” or if  you are disconnected:

• Try a different device: Use the Zoom app on a tablet or
smartphone using the Meeting ID and Passcode



I. Zoom Basics – Being Seen and Heard

• Microphone – could be integrated to your headphones

• Webcam (with microphone) and speakers

• Not recommended: using the built-in microphone and speakers in your
computer, tablet or smartphone

• A source of  light illuminating your face
• Do NOT have the main source of  light behind or beside you
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I. Zoom Basics –
Putting Your Best Foot Forward (1)

• What will the judge see?

• Neutral background: tidy space, blank wall, curtain

• What could the judge hear?

• Can anyone come into the room?  What other sounds might
interrupt the hearing (phone ringing, delivery, children, pets)

• Do the Zoom test to see how you look and sound
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I. Zoom Basics –
Putting Your Best Foot Forward (2)

• Organize your space to have everything you need within reach

• In what way will you take notes?

• Where will you place your own materials?

• How will you follow references from opposing counsel?

• Will anything interfere with your microphone or video?

• The Court will record the hearing – no other recording is allowed
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Part II – Court via Zoom

• Videoconference or teleconference?

• Contact with Registry Officer

• Changing your name

• Adapting behaviour to Zoom
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