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How to Join a Class

Enter the Meeting ID 
(see next slide)

Do Not Change Name 
(unless told to do so 
by course instructor)

① Start up the Zoom application and click [Join]

② Enter the Meeting ID and your name in the new window. Meeting IDs will be explained on the next 

slide. If your course instructor does not tell you to change your name, please leave the name as-is.
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Meeting IDs

• To join an online class, you must enter the correct Meeting ID after logging in to Zoom.

• The list of meeting IDs for each class has been uploaded to the Academic Office website. (see below)

The position of the Meeting ID column may change.
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Meeting Passwords

• In addition to Meeting IDs, some classes may

have Meeting Passwords.

• If your class has a password, your course

instructor should share it via manaba or an

email to your APU email address.

© 2020 Ritsumeikan Asia Pacific University

To Prevent Password Errors

• If your Caps Lock is on, entering capital and lowercase 

letters is reversed. Press [Shift] + [Caps Lock] to turn off.

• Please note, if you copy and paste the password, in some 

cases a space is included.

• We recommend entering the pw in half-width characters

• Before typing in the password, confirm that you have the 

correct characters by entering them in Word.



Dealing with Password Errors
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Improperly enter your password on the Zoom login page 5 times or more

➡ Your Zoom account will be locked.

How to Fix

Contact the APU Zoom Team (zoom@apu.ac.jp). Email must be sent from your APU email address.

Improperly enter the Meeting Password on the join meeting page 5 times or 

more

➡ Your device (PC/Smartphone/Tablet) will be locked out of the Zoom app for 30 

minutes

How to Fix

･ Join class using a different device (PC/Smartphone/Tablet) until you can log in again.

･ However, if you join using a mobile device (smartphone/tablet) Zoom functions will be limited. When the 

lock times out please re-join from your PC. If an error occurs during class, please contact your instructor.

mailto:zoom@apu.ac.jp


Pre-Registration
• Some classes require pre-registration, like in the screenshot shown below.
• Please listen carefully to your course instructor’s directions.

Hanako Yamada

abc123@apu.ac.jp abc123@apu.ac.jp
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