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Zoom guide: From basic help to
advanced

Video conferencing has never been so critical to our work and
personal lives. Here's everything you need to make your meetings

Terry Thirlwell April 2020
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OVERVIEW - Getting Started with Zoom

Where do | download the latest version of Zoom?
You can download the latest version of Zoom from our

How to | use Zoom on my PC or Mac?

After downloading Zoom, |learn how to use the Zoom Desktop Client.
Do you need an account to use Zoom?

A Zoom account is not required if you are strictly joining Zoom Meetings as a participant. If someone invites you to their meeting, you can join as a participant
without creating an account. However, if the host has restricted joining meetings using , then the participant will need a Zoom account
to access the meeting.

A Zoom account is only required if you need to create your own meetings and send invitations to participants. Having a Zoom account allows you to create
your own . An account also allows you to access your personal settings, where you can or
at any time.

How do | signup for Zoom?
You can sign up for a free Zoom account at

How much does Zoom cost?

A basic Zoom license is free.


https://support.zoom.us/hc/en-us/articles/zoom.us/download
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-PC-and-Mac
https://support.zoom.us/hc/en-us/articles/360037117472
https://support.zoom.us/hc/en-us/articles/201362193
https://support.zoom.us/hc/en-us/articles/201362533
https://support.zoom.us/hc/en-us/articles/201363203
https://support.zoom.us/hc/en-us/articles/207597883
https://support.zoom.us/hc/en-us/articles/207597883
https://support.zoom.us/hc/en-us/articles/207597883
https://support.zoom.us/hc/en-us/articles/207597883
http://zoom.us/signup
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OVERVIEW - Getting Started with Zoom

Joining a Meeting

How do | join a Zoom meeting? ,
You can join a meeting by clicking the meeting link or going to join.zoom.us and entering in the meeting ID. OACO‘RU'“

How do | join computer/device audio?

On most devices, you can join computer/device audio by clicking Join Audio, Join with Computer Audio, or Audio to access the audio
settings.

Can | Use Bluetooth Headset?

Yes, as long as the Bluetooth device is compatible with the computer or mobile device that you are using.

Do | have to have a webcam to join on Zoom?

While you are not required to have a webcam to join a Zoom Meeting or Webinar, you will not be able to transmit video of yourself.

You will continue to be able to listen and speak during the meeting, share your screen, and view the webcam video of other participants.
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OVERVIEW - Getting Started with Zoom

Scheduling a Meeting
How do | schedule a meeting?
You can schedule a meeting on the web, through the Zoom Desktop client or mobile app.

How do | invite others to join my meeting?

You can invite others to join your meeting by copying the join URL or meeting invitation and sending it out via email.
There are many other ways to invite others to join your meeting.
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Getting started: Zoom basics

The platform is compatible with Windows, Mac, Linux, iOS, and Android.
The layout will be slightly different depending on whether you are on desktop, tablet or mobile.

There are several plans available; the most popular now likely being the free tier, in which virtual meetings can be held
with up to 100 participants, 1-on-1 meetings without a time limit are possible, and meetings with multiple participants
can be held for up to 40 minutes. (When your time is up, you can simply restart a meeting if need be.).

The free option also allows users to conduct meetings in HD video and with audio, participants can join via their PC or
a tablet/SmartPhone, and both desktops and apps can be shared.
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Zoom - Desktop user guide

This guide provides basic instructions on creating an account

and Setting up a meeting OR Joining a meeting using Zoom from your PC or Mac.
Zoom offers free video conferencing and messaging across any device,

with up to 100 participants.

For Tablet and Smart Phone use
Please See “Using Zoom on your Tablet or Smart Phone Guide’’ section
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Zoom - Desktop user guide

Account Registration

1. Go to https://zoom.us/

REQUEST ADEMO +44 (20) 7039 8961 OR 0800 368 7314 RESOURCES ~ SUPPORT

Z OO' l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST AMEETING ~ SIGN IN m

Sign Up Free
Your work email address
| |

Zoom is protected by reCAPTCHA and the Privacy Policy and Terms
of Service apply.

By signing up, | agree to the Privacy Policy and Terms of

Service.

or

—

) Sign in with Google

f Sign in with Facebook
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1. Select your preferred Registration Method (outlined below)

Option 1: Registration by email address .
Dacorum

Enter your email address into the ‘your work email address’ field. This will send an email to the address provided.

Please activate your Zoom account

Zoom Sign In

Hello

Welcome to Zoom!

To activate your account please click the button below to verify your email address:

Or paste this link into your browser
https://lus04web.zoom.us/activate?code=qYMo2MOSRPa7Qci_ytHFLOipG_CEceozEzuQqd
vo21M.BQgAAAFW7PZdCwANnjQAXcm9iaWszb24ubmxAb3V0bG9vaySjb20BAGQAABZZbI
ZFVijNyaVFKR3EzZWVZka2ZmTHRnAAAAAAAAAAA&Tr=home

Questions? Please visit our Support Center
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2. Click the Activate Account button

REQUEST ADEMO +44 (20) 7039 8961 OR 0800 368 7314 RESOURCES ~ SUPPORT

muu w Welcome to Zoom
yunt has been successful

Hi. robinson.nl@outlook.com. Your acco

yur name and create a password to continue.

First Name

Last Name

Password

Confirm Password

By signing up. | agree to the Privacy Policy and Terms of Service.

3. Enter your First Name, Last Name and choose and confirm a Password. Click the Continue button to verify your
email account.

You will then be prompted to invite colleagues to a meeting, though you can skip this step for the moment.
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Scheduling a meeting

1. Select the Meetings Tab on the left of the screen and click the Schedule a New Meeting

. . L DAcoruv®
button, or use the Schedule Meeting button in the Navigation Bar at the top of the screen

REQUEST A DEMO +44 (20) 7039 8961 OR 0800 368 7314 RESOURCES SUPPORT

2 OOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~ SIGN OUT

Important Notice: Due to increased demand, dial-in by phone audio conferencing capabilities may be temporarily removed from your free Basic account. During this time, we strongly recommend using our X
computer audio capabilities. If you require dial-in by phone audio conferencing, please see our other package options.

PERSONAL Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates B Get Training

Profile

Webinars

) Start Time < Topic = Meeting ID
Recordings
Settings
The user does not have any upcoming meetings.
To schedule a new meeting click Schedule a Meeting.

ADMIN

> User Management

> Room Management
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2. Enter a Topic, a Description (optional), date and time, and a meeting duration

REQUEST A DEMO +44 (20) 7039 8961 OR 0800 368 7314 RESOURCES ~ SUPPORT

2 OOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST AMEETING ~ SIGN OUT

Important Notice: Due to increased demand, dial-in by phone audio conferencing capabilities may be temporarily removed from your free Basic account. During this time, we strongly recommend using our X
computer audio capabilities. If you require dial-in by phone audio conferencing, please see our other package options.

PERSONAL ' _
My Meetings Schedule a Meeting
Profile
Schedule a Meeting
. Topic Witsend Committee Meeting March 2020
Webinars
Recordings Description (Optional) Enter your meeting description
Settings ) <
ADMIN When 03/18/2020 = | 1:00 v | PM v

> User Management

Duration v v i
> Room Management 1 hr| 0 el @ Help

You can set the meeting to recur daily, weekly or monthly and limit the number of recurrences using the End Date
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Time Zone (GMT+0:00) London

Attend Live Training

¢ Recurring meeting Every day, until Mar 24, 2020, 7 occurrence(s)
Video Tutorials

Recurrence

Knowledge Base Daily
Repeat every 1 v day
End date ® By| 03/24/2020 ] After| 7 v |occurrences
Meeting Password ¢/ Require meeting password 295440
Video Host on e oOff
Participant on e oOff

Save Cancel

3. Make a note of your meeting password, which users will need to gain access to the meeting
4. For video conferencing, be sure to select On for both Host and Participant

5. Click Save to complete
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2 OOI l I SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN AMEETING HOST A MEETING ~ SIGN OUT

PERSONAL _ _ _ _
My Meetings Manage "Witsend Committee Meeting March 2020"

Profile Start this Meeting
. Topic Witsend Committee Meeting March 2020
Meetings

Webinars
Time Mar 18, 2020 01:00 PM London
Recordings p .
Add to ‘ m Google Calendar ’ [ ui Outlook Calendar (.ics) ] [ @Y:-.hoo Calcndar]
Settings ) ’
Meeting ID 709-949-532
ADMIN
> User Management
Meeting Password v Require meeting password 295440
> Room Management
> Account Management Join URL: https:/usO4web.zoom.us/j/7099495327pwd=NEF4Q0xYYVd2UOIDcnFXbTM2aGU4QTO09? (2 Copy the invitation
> Advanced
Video Host Off
® Help
Parficinant Off

6. Copy the Join URL and Meeting Password
7. Click Start this Meeting

8. Click Open Zoom
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& C {)} & us0dweb.zoom.us/s/7099495327status=success i g :
22 Apps B Sharepoint ) Third Age Trust Dat... [ U3A Beacon [fji Ay Maps @ DMP Admin Portal » Other bookmarks
Open Zoom?
ZOO' ' I https://usO4web.zoom.us wants to open this application. Support  English

Please click Open Zoom Meetings if you see the system dialog.

If nothing prompts from browser, click here to launch the meeting, or download & run Zoom.

This will Download or Launch the Zoom App and your meeting will begin.

From here you can also invite attendees via an email link (using the large Invite others icon or the smaller Invite icon
at the bottom), share your screen with attendees, and enable a group text chat which will run simultaneously to your
conference call.
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J Zoom Meeting ID: 709-949-532

@) -

Meeting Topic:
Host:
Password:

Invitation URL:

Participant ID:

Join Audio

Computer Audio Connected

/L IEN

Start Video

Talking:

Witsend Committee Meeting March 2020
Nicola Robinson

295440

https://usO4web.zoom.us/)/709949532?pwd=NEF4Q0xYYVd..

Copy URL

11

)

Share Screen Invite Others

Qe 1
& n

Manage Participants Share Screen
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Start a Screen Share Meeting:

If you would like to start an instant meeting for screen share (no video) or an audio-
only meeting, you can do so by selecting the "Start with no video" at the Home tab.

After selecting "Start without Video" your meeting will start.

® Audio Conference: Meet with no video or content sharing(audio only).
® Share Screen: Share content with audio only(video is off)
® Invite Others: Send invitations for others to join your meeting.

Note: Video is not automatically turned on during a screen share meeting. You will
need to "Start" your video/camera during the meeting.

Leave meeting or End Meeting For All:

You can choose to -
® Leave meeting - Leave the meeting but, leave the meeting open and running.

® End the meeting for all - As the "Host" you can choose to End the meeting.
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S

How Do | Start A Screen Share Meeting?

Desktop 2 Whiteboard iPhone/iPad via AirPlay

Select a window, desktop or iPad/iPhone:

Once you click on share screen, you will be prompted to select the desktop, s

iPhone/iPad via Cable zo00m.us - Zoom - Pro Account

a specific window or an iPhone/iPad app to share.

Switching Windows during Screen Sharing:

Share computer sound Optimize for full-screen video clip

During screen sharing, you can switch between different Windows or Desktop by moving your mouse/pointer to the top of the meeting window.

Select - " New Share"

Other options during screen sharing includes- mouse/keyboard control, annotate, record, mute, chat, etc.. Click here to learn more about available
features during Screen Sharing.

To end your screen share meeting simply select "Stop Share."

8 ) L& o 1l Y 4

_— .

.-

Mute Stop Video Manage Partiapants New Share Pause Share Annotate

B Stop Share



https://support.zoom.us/entries/24056313-Screen-sharing-and-Annotation-for-Windows-
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Joining a Zoom Call for the First Time

1. If you plan to attend the Zoom meeting by smart phone or iPad,

then go to your App store and download the Zoom Cloud Meetings app.

If you will be using your computer, then you’ll be downloading Zoom in step #3.

2. You will receive an emall inviting you to attend a Zoom meeting. The email’s content should look
similar to the example below. The arrow points to the URL or web address that you’ll need to join the
meeting. Click on the link or copy and paste it into your web browser.

Inviting you to a scheduled Zoom meeting.

Join Zoom Meeting

ntips /z00m uS/351101532 k™

Meeling 1D. 351 191 532

One tap mobile
+13462487799, 3511915324 US (Houston)
+16699006833, 351191532# US (San Jose)

Dial by your location
+1 346 2438 7799 US (Houston)
+1 669 900 6833 US (San Jose)
+1 253 215 8782 US
+1 301 715 8592 US
+1 312 626 6799 US (Chicago)
+1 646 558 g956 US (New York)
Meeting 1D. 351 191 532
Find your local number: https://zoom us/u/a0QdmEVMD
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Joining a Zoom Call for the First Time

3. If you are using your computer for the Zoom meeting, and have never used Zoom,

you’ll be prompted to download and run Zoom. Click on the “download & run Zoom” link.

o . . . DAcoruvt®
An .exe file will appear in the bottom left-hand corner of the screen Click to install Zoom.

ZO0IT

N

Your meeting will begin soon...

Please click Open Zoom Meetings If you see the system dialog
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Joining a Zoom Call for the First Time

4. After your program is downloaded, you’ll be prompted to enter your name

and then click on “doin Meeting”

ZOOIT

W Zoom X

Enter your name

our Kame

Marcia

Remember my name for future meetings

Cance

a

Plcasce cuen RGN ITIee gy 1 ywa o the system d|3|0g

niNng prompts from browser, click here to launch ti neenns r download & run Zool



U3A Dacorum Zoom Desktop Users Guide

Joining a Zoom Call for the First Time

5. The next screen should ask if you want to “doin with Video.”

We usually recommend that you join with Video so that the facilitator and other attendees can see you.
S - DAcorRUM

Z00Im

| dialog.

) x FUn Zoom

6. Click on “Join with Computer Audio”
so that you can participate in the meeting.

Note: there will be an option to put yourself on mute.

P M o) 507/815




U3A Dacorum Zoom Desktop Users Guide
/. In the lower left-hand corner, you can unmute or mute your microphone.

Next to that you also have the option to stop your video.

If you stop your video, then the facilitator and other participants cannot see you. Normally, when you start a_ g#8eting,
you want your video and sound to be turned on. DAcoruvt®

Depending on the type of meeting, the facilitator may mute participants until it is their turn to speak. This method
reduces background noise. The upper right-hand corner controls your view (Gallery or speaker view).

Note: If the meeting has not started, the facilitator may have participants in a “waiting room” prior to beginning the
meeting.

& Zoom Meeting ID: 351-191-532

gy NOTE: Gallery View Icon (Top Right hand corner of the screen)

displays all participants ,click here to change to Speaker View

to display only the Speaker

Invite

/\\
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Zoom - Mobile App user guide Pacorvt

Zoom offers free video conferencing and messaging across any device, with up to 100 participants (with a 40 minutes
time limit on meetings with three or more total participants), and unlimited 1:1 meetings.

This guide provides basic instructions on creating an account and setting up a meeting using Zoom from your phone
or tablet.
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Downloading the App

N\

()

Open your device’s App manager — this will be the Google Play store for Android devices,

or the Apple App store for Apple devices:

https://play.google.com/ or https://www.apple.com/uk/ios/app-store/

Use the Search Bar at the top of the page to search for ‘“Zoom’ and click Install

Once successfully downloaded, the Install button will turn into an Open button. Click Open to launch
the app.

Nl O ® .4 95% 0 11:41

©3

mmmmenee With the App launched, you will be given the option to Join a Meeting,
If you have been invited to join one hosted by another person,

Sign Up if you have not yet registered or Sign in with an existing account.



https://play.google.com/
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Registration

Option 1: Registration by email address

NEIRCE KA RIEY

Sign Up

DAcorv®
If you selected to Sign Up you will have the option

to register using your Email address.

eareetofhe fems of service Enter a valid email address, your First and Last Name
and agree to the Terms and Conditions

The Next button in the top right will become active.

Click Next
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Login

Enter your Email address and Password,

or sign in using the Google or Facebook account that was used eatrlier.

N0 ® = .4 95% 0 11:43

\J
Meet & Chat %

2. Search
New Meeting Join Schedule Share Screen

Find People and Start Chatting!

Add Contacts

= ® (& Q3

Meet & Chat Meetings Contacts Settings
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NEIRCE Y R

Dacorum
From the Meet & Chat screen you can Add Contacts from your Phone Contacts
or using an Email Address.

Add Contacts

Enter your phone number to search for any contacts registered for Zoom.

By Email Address

From Phone Contacts You will need to give the App permission to view your Phone Contacts to do this.
If there are no matches, you can invite any of your contacts to join Zoom.
Alternatively, search for the Email address in the Zoom database, and Add any Matched Contacts

Matched contacts can later be found in the Contacts area
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Starting a meeting

From the Meet & Chat screen, click on New Meeting

NEIRCEIFNKIA RERE

Start a Meeting DACO‘RU»

Video On O If you do not want your meeting to have Visual, Move the slider to turn off Video

Use Personal Meeting ID (PM) - (_ If Use Personal Meeting ID is switched off (default),

participants will need to use a password to enter your meeting (recommended).

To disable this and allow anyone with the meeting number to join,

move the slider to turn this off.
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NENRCEAFIEHSA BIRE

541-313-373(&
Password: 207429

J HEtY

Mute Start Video Share Participants More

< O u

From within your meeting

, You can invite people to attend using the Participants icon.

From here you will have the option to invite Zoom contacts,

your Phone contacts through Messaging,

Facebook contacts through Messenger, or email an invitation via Outlook or Gmail.

You can also copy the UR

L for this meeting and distribute this to potential participants.
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Scheduling a meeting

s Rl O © = .4 94% W 11:44

Cancel  Schedule Meeting Done

From the Meet & Chat screen, click Schedule

Give your Meeting a Unigue Name Set a Date. DACO‘RU'“
Set a Start Time

Date 20/03/2020 Set an End Time

= 12:00 :

o \ You can set the meeting to recur every Day, Week, Two Weeks, Month or Year

To 12:30
If want to permit attendees to enter your meeting using only the Personal Meeting ID

Time Zone GMT+0:00, Greenwich Mean Time

Repeat e number, move the slider to enable this feature.

Use Personal Meeting ID (PMI) Disable the requirement of a Meeting Password to enter your meeting,

on is enabled, any meeting options that you move the slider to disable this feature.

Meeting Password (>

Password 056464
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Help

You can watch instructional Video guides here: https://us04web.zoom.us/resources

Joining a Zoom conference: https://www.youtube.com/embed/vFhAEOCF 7jg?rel=0&autoplay=1&showinfo=0 DACORU'“
Setting audio & video options: https://www.youtube.com/embed/HgncX7REOwM?rel=0&autoplay=1&showinfo=0
Controls for the meeting: https://www.youtube.com/embed/4w_pRMBEALE?rel=0&autoplay=1&showinfo=0

Running a meeting and sharing your screen: https://www.youtube.com/watch?v=I8Uw TwjpEGE



