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How to use Zoom to make a video call (meeting) from your computer, tablet,
smartphone or telephone

1. Whatis Zoom?

Zoom is an online video conferencing tool that allows you to speak to and see one or more
people in the same call (meeting). It is a great way of being able to keep in touch with
friends, family and work from the comfort of your home. The basic version is FREE to use
and can be used by anyone.

2. What equipment do | need to join a Zoom meeting?

e A computer, tablet or smartphone with built in microphone and speakers or
headphones (preferred), earbuds or some external speakers

e Aninternet connection

e Access or permission to install and configure the Zoom software on your chosen
device

¢ You may also choose to join a Zoom meeting using a standard telephone instead of a
computer, tablet, or smartphone but in this case you won’t be able to see the other
participants in the call and they won’t be able to see you.

3. SetUp

i. Goto https://zoom.us and click on the blue ‘Sign Up, It’s Free’ button at the top

right or the Orange ‘Sign Up, Free’ button on the left (whichever you can see)
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We have developed resources to help you through this challenging time. Click here to learn more.

Zoom for video,
conference rooms
& phone.

& phone.

Enter your work email

Sign Up Free

Check out our Privacy Policy.
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Enter your email address in the box (don’t worry that although it says ‘work email
address’, you can enter any email address here, it does not have to be a work email

address)

Sign Up Free

Your work email address

Zoom is protected by reCAPTCHA a Privacy Policy and Terms
m .

Sign Up

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

or

-~

G Sign in with Google

f Sign in with Facebook

Already have an account? Sign in.

Click on the orange ‘Confirm’ box: This will send you an email to the email address
you entered so that Zoom can check that it is a valid email.

Zoom

We'd like to help you get the most out of Zoom by
sending you resources along the way. You can
unsubscribe at any time.

Check out our Privacy Policy,

Check your email inbox for a confirmation email from Zoom.
If you can’t see it, try looking in your ‘junk’ email folder.
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v. Click on the blue ‘Activate Account’ button which is in the email

zoom Sign In

Hello info@thegoodexchange.com,

Welcome to Zoom!

k the button balow to vel

Activate Account
Or paste this link into your browser:

hitps:/izoom.. ?eod SKDYD SQTWhT41Gkzp_9LOSIW3IMSGLZh3
A.BQgAAAFxHDoJjwAnjQAYaWSmb0B0aGVnb29kZXhjaGFuZ2UuY29tAQBKAAAWAEZ
feEhxVW1SWDZKMG50SF81aEIwQQAAAAAAAAAAERIT=SIgNUp

your email address:

To activate your account please

Questions? Please visit our Support Center.

Happy Zooming!

vi.  Fill in your name and create a password. Click/tap on the orange‘Continue’ button

Zo0m
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Welcome to Zoom

Hi, info@thegoodexchange.com. Your account has been successfully created. Flease

fist your name and create a password to continue.
First Name
Last Mame
Password

Confirm Password

By signing up, | agree to the Privacy Policy and Terms of Service.
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vii.  Optional- at this point you can invite your friends or family (colleagues) to join you
by adding their email addresses (note: you will also be able to invite them to join a
call once you have started one)

1 Accountinfo-— 2 Invite Colleagues --— 3 Test Meeting

Invite Your Colleagues

Imvite your colleagues to create their own free Zoom account today! Why invite?
name@domain.com

name@domain.com

namei@domain.com

Add another email

I'm nat a robet

viii.  You will then be given the option to start a test meeting by simply clicking on the
blue ‘Personal meeting url’ link

Start your test meeting.
Excellent! Now it's time to start meeting.

Your personal meeting url:

https:/zoom.us/j/5137687969
\

Start Meeting Now Go to My Account
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This will open Zoom in a browser window. You may get a pop-up as shown below —
just click on the ‘Open Zoom Meetings’ box.

Open Zoom Meetings?

https://zoom.us wants to open this application.

iX. You are now in the ‘meeting’. Click/tap the blue ‘Join with Computer Audio’ box.
Note that you may wish to test your speaker and microphone settings if you can’t
hear anything

jOZ::‘?::::.:'.IZ. eeting ID: 513-768-7969 - [m] x

o g

|

@:

L] hs
Meeting Topic: Jane Smith's Personal Meeting Room
Host: Jane Smith
Invitation URL: HE Join Audio X

Participant ID: 3 e 5
Join with Computer Audio
Test speaker and microphone

Join Audio Automatically join audio by computer when joining a meeting

AT /(N A g

Join Audio Start Video Invite  Manage Participants Share

You will see options at the bottom of the screen for the following:

e Audio settings — mute/unmute/adjust volume

e Video options (if your computer has a built-in camera) you can allow meeting
attendees to see you

e Invite a friend to join your call — via email or by sending a link

e Share your screen so that others can see what you can see

e Send a text Chat/Message

e Record the call (meeting)
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e Endthe Meeting

Note: multiple people can join however only 8 can use the video option at any time

when you are using the free version. The free account has a time limit of 40
minutes.

4. Scheduling a New Meeting (Call)

To schedule a meeting, log in to your Zoom account using this URL:
https://zoom.us/signin and click on ‘Meetings’ on the left-hand side.

The click/tap on ‘Schedule a new Meeting’

This allows you to set up a meeting and invite participants. You will also see links at the
bottom on the left hand side of your desktop screen to Video Tutorials and the
Knowledge Base (online help) where you can find lots of information a

PERSONAL

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates
@ ————
Websnars
Start Time Topk - Meeting ID
Recordings
Settings

The user does nat have any upcoming meetings.
To schedule a new meeting click Schedule a Meeting,

WM Get Training

Find out more about Zoom Video Conferencing here: https://zoom.us/

Enjoy your meeting!!
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