
Instructions for Participating in Atonement’s Annual Meeting 

January 31, 2021, 9:45 a.m. 

 

Getting started 

This year’s annual congregation meeting will be held virtually using the Zoom platform. For 

reference, the full meeting invitation is provided on the last page of this document. These 

instructions will teach you how to join the meeting and participate by speaking, voting on 

motions, and voting in elections. 

To participate, you will need to join Zoom either using a computer, tablet (e.g., iPad), or 

smartphone (e.g., iPhone) or dialing-in with a traditional telephone. If you join by telephone, you 

will not be able to see the proceedings and we won’t be able to see you (obviously), but you’ll be 

able to participate fully with your voice, including voting on motions. Voting in competitive 

elections, if there are any, will require you to have a valid email address and access to an internet 

browser during the meeting. 

 

 

Joining the Meeting 

We encourage you to join the meeting a few minutes early, especially if you haven’t used Zoom 

before. Once you join, Zoom may ask you to wait for the host to let you in. Please be patient. 

- To join the meeting using a computer, tablet, or smartphone: 
 

o You may use a computer with a webcam, microphone, and speakers. Or you can 

participate with a smartphone or tablet using the Zoom mobile app.  
 

o In the device you would like to use to join the meeting, enter the link below in an 

internet browser. The browser should prompt you to download and install Zoom 

(for free) if you don't already have it on your device. 
 

To join, use this link: https://psu.zoom.us/j/94400194093 

(This is the website for the actual meeting room, which won’t open until the 

scheduled meeting time, but you should be able to use the link ahead of time to 

obtain the correct Zoom software.) 

o For more info on beginning with Zoom and to go to a “test meeting,” look here: 

https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-meeting 

 

o Once you join the meeting, please mute your microphone. If your device includes 

a webcam, we encourage you to keep it on. 

 

https://psu.zoom.us/j/94400194093
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-meeting
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- To join the meeting using a traditional telephone: 

 

o Dial one of the following numbers: 

 

    +1 646 876 9923 (US Toll) 

    +1 301 715 8592 (US Toll) 

    +1 312 626 6799 (US Toll) 

    +1 669 900 6833 (US Toll) 

    +1 253 215 8782 (US Toll) 

    +1 346 248 7799 (US Toll) 

     

o When you’re prompted, enter Meeting ID: 944 0019 4093 followed by the # sign 

 

o After you join the meeting, we’ll ask you for your name. After providing it, please 

dial *6 to mute your audio so we won’t hear any background noise. If you need to 

speak to us, you may dial *6 again to unmute. 

 

Attendance 

We will ask all attendees to identify themselves in the Zoom meeting with their first and last 

names. If more than one voting member is sharing a device, please notify us of all names. 

- In a computer, tablet, or smartphone:  

 

o Click on the “Participants” button near the bottom of the Zoom window.  

 

o Hover your mouse over your name in the “Participants” list on the right side of 

the Zoom window.  

 

o Click on “More,” then “Rename”.  

 

o Enter your name (or names, if there’s more than one voting member) 

 

o Click “OK”. 

 

- If you are dialing-in by phone, we will ask you for your name and record it in the Zoom 

meeting. 

 

 

Speaking 

Generally, we will keep members’ microphones muted unless they have the floor. We will also 

discourage use of Zoom’s chat function in this meeting (except as noted below in Elections), 

since not all members may be able to see the chat. 
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If there is a debate and you wish to be recognized to speak, please use Zoom’s “raise your hand” 

feature: 

- On a computer or smart device: 

 

o Click on the “Participants” button near the bottom of the Zoom window (unless 

the Participants window is already open).  

 

o Click the “Raise Hand” button.  

 

o When you are recognized, you may lower your hand and click the unmute button 

and speak.  

 

o When you are finished, please re-mute yourself. 

 

- If you are dialing-in by phone 

 

o Dial *9 to raise your hand 

 

o When you’re recognized, dial *6 to unmute your audio, if necessary. 

 

o When you’re finished speaking, please press *9 and *6 again to lower your hand 

and re-mute yourself. 

 

 

Voting on Motions 

Voting will be done using the raise hands feature as described in the above section. 

When a motion is under consideration, we will first ask for “aye” votes. All who are in favor will 

raise their hands. If there are multiple voting members on devices, we will lower hands and ask 

the additional members to vote, as needed.  

We will then ask for “nay” votes using the same procedure. 

If there are members attending by phone who are unable to vote by raise hands, I will ask for 

their vote by voice as needed. 

 

Elections 

If an election is uncontested (i.e., the number of nominees equals the number of vacancies), the 

nominees will be declared elected by acclamation. 

If there are more nominees than vacancies, we will conduct the election with secret, individual 

online ballots using the ElectionBuddy platform: 
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- We will ask every voting member in attendance to send us an email address through the 

meeting chat. The chat button is near the bottom of the Zoom screen. 

 

- Telephone users will provide their email by voice. 

 

- ElectionBuddy will create a unique ballot link with a random, secret access key for each 

voter. (For more about the platform’s security, visit this website: 

https://support.electionbuddy.com/article/452-integrity-and-ballot-access) 

 

- A voter notice, which contains the voter's unique voter link (a website address that 

contains an access key and takes the voters straight to the ballot), will be emailed to each 

voter. Alternatively, voters can access the ballot by using a web browser to visit the 

access link, https://electionbuddy.com/ballot, where they will be prompted to enter their 

access key. 

 

- You will have fifteen minutes to complete the ballot and submit your vote. You will 

receive a receipt after submitting your ballot. 

 

- The election administrator will not see access keys or voter responses and will obtain the 

results of the election along only after the election is closed, when the voters also will be 

able to see the results. 

 

- The election will be determined by plurality. Voters may select as many candidates as 

there are vacancies (or abstain), and the candidate with the highest percentage will win 

the first seat, the second-highest percentage wins the second seat, and so on, until all seats 

are filled. 

 

 

Thank you for participating in this aspect of the church’s life and helping to keep Atonement 

operating smoothly! 

 

 

 

 

 

 

 

 

https://support.electionbuddy.com/article/452-integrity-and-ballot-access
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Full Zoom Meeting Invitation 

 

Bryan Wang is inviting you to a scheduled Zoom meeting.  

 

Topic: Atonement Lutheran Church - Annual Congregation Meeting 

Time: Jan 31, 2021 09:30 AM Eastern Time (US and Canada) 

 

Join from PC, Mac, Linux, iOS or Android: https://psu.zoom.us/j/94400194093 

 

Or iPhone one-tap (US Toll):  +16468769923,94400194093#  or +13017158592,94400194093#  

 

Or Telephone: 

    Dial: 

    +1 646 876 9923 (US Toll) 

    +1 301 715 8592 (US Toll) 

    +1 312 626 6799 (US Toll) 

    +1 669 900 6833 (US Toll) 

    +1 253 215 8782 (US Toll) 

    +1 346 248 7799 (US Toll) 

    Meeting ID: 944 0019 4093 

    International numbers available: https://psu.zoom.us/u/aClFudD3V 

 

Or an H.323/SIP room system: 

    H.323:  

        162.255.37.11 (US West) 

        162.255.36.11 (US East) 

        221.122.88.195 (China) 

        115.114.131.7 (India Mumbai) 

        115.114.115.7 (India Hyderabad) 

        213.19.144.110 (Amsterdam Netherlands) 

        213.244.140.110 (Germany) 

        103.122.166.55 (Australia) 

        209.9.211.110 (Hong Kong SAR) 

        64.211.144.160 (Brazil) 

        69.174.57.160 (Canada) 

        207.226.132.110 (Japan) 

    Meeting ID: 944 0019 4093 

 

    SIP: 94400194093@zoomcrc.com 


