Zoom is an app that lets you have meetings, video
calls, and voice calls through the internet
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Zoom

Let's open Google Chrome

-

You can find Google Chrome at the
bottom of your screen. Can you
click the Google Chrome icon once

to open it?

N

E L Type here to search

4 N\
Click over here on the address bar. It's at the top of your screen.

This is where you can type any website you want to go to. Type
www.zoom.com/download and then press .
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MNew Tab %

[ www.zoom.com/download
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http://www.zoom.com/download
http://www.zoom.com/download?

Zoom

Let's download Zoom

Download Center Dowrikaad for IT Ademin =

Zoom Client for Meetings

orvser client will download automatically when vou start or join your first Zoom

‘

Here's where you can download the Zoom app. Click on the

\

Download button under “Zoom Client for Meetings.”

Then click on Zoomlnstaller.exe on the
bottom left side of Google Chrome.

This will add Zoom to your computer.

After a few seconds, Zoom will open.
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Q Zoomlinstaller.exe ~




Zoom

Make a Zoom test call

Click over here on the address bar. Can you type www.zoom.com/test?

When you're done, press .
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Mew Tab *

1 www.zoom.com/test
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Join Meeting Test Let's test Zoom. Click on the Join
Test your internet connection by joining a test meeting. button. This will open a test Zoom
call with yourself.
Next, click on the Open Zoom
1y e o e et oo S e for el nformen Meetings button.

AN

Open Zoom Meetings?

s:/fzoom.us wants to open this application.
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Open Zoom Meetings m S
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Zoom

4 First you'll see a preview of your \

webcam. A webcam is the camera that's —
built into most laptops and computers. '

When you join a Zoom video call, the
preview is what other people will see.

You'll want to make sure the webcam is
pointing to your face and not something

else, like your shoulders or the ceiling.

B Atways show video preview dialog when joining a video meeting

: Join without Video Join with Video

Z
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/Now click on the Join with Video button. N

If you don't have a webcam, or don't want
to appear on video, you can click Join >
without Video. You can always change

your mind later and choose to use video in

the meeting.

/

4
[ Join without Video J Join with Video
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Zoom

Next, Zoom will test your speakers by W
playing a ringtone. If you're able to hear Testing speaker...
the sound, click on Yes.

o you hear a ringtone?

Yes [ No

Next, Zoom will test your microphone.

Say a few words out loud. Zoom wiill record

it and play it back for you to hear. If you're

able to hear the recording, click on Yes. Testing microphone...
/
Speak and pause, do you hear a replay?
2 Yes | No |
-
=

§

Once you've finished testing your speakers and
microphone, click on Join with Computer Audio.

U

| Join with Computer Audio |




Zoom

Stop Video

\

You can stop or start your microphone and video by clicking on Mute or Stop
Video, on the bottom left of the Zoom app.

Can you try stopping your microphone? Can you start your microphone again?

Can you try stopping your video? Can you start your video again?

a )

The Participants button will tell you how
many people are in the Zoom meeting. >

Can you click on the Participants button?

-

d B
b »

Participants




Zoom

-

Here, you'll see the names of all the
participants in the Zoom meeting.

If you want to add someone to
a Zoom meeting that's already

happening, click on the Invite
button and send an invitation to n Jon  (me)

W Participants (1)

‘-

their email address. l

Invite Mute Me

\

J

\
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Click on the Chat button.

You can type messages to anyone in the Zoom meeting here.

If you're in a Zoom meeting with more than one person, you can choose to
send a written message to everyone or to one specific person. Click on the
button next to where it says “To:” and type a message.

-

N

From Me to Everyone:
Hello everyone

To:  Everyone v ﬁ
Type message here...




Zoom

what'’s on your computer.

part of your screen you want people to see.

you can share your screen. This is helpful if you

When you're in a Zoom meeting with other people,

want to show a PowerPoint presentation you've
made, or if you just want to show other people

You can do this by clicking the Share Screen button
at the bottom of the Zoom app. Then, choose which

\

J

Files

Zoom Cloud Meetings o Post Attendee - Zoom - Google C. c 4 Reminder(s) G

If you want to record the Zoom meeting to watch it again later, all you
need to do is click on the Record button.

If you click this button, you'll hear Zoom say “This Meeting is being
recorded.”

Zoom will also let everyone else in the meeting know that you're recording
the meeting.

J




Zoom
4 )
At any time, you can react with a gesture emoji by clicking on Reactions.

You can pick a clap emoiji or a thumbs up emoiji. The reaction will show on
everyone's screen for 5 seconds.

U o

Reactions

When you're ready to leave the

meeting, click the red Leave button
at the bottom right of the Zoom app.

After you've left a meeting, you'll w

be taken to the main Zoom screen,

which looks like this.

2Z00Mm

Sign In

Does it make sense?

() [ ] Refresh, [ Yes,

let’s go over it again let’s go to the next page
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Zoom

If you want to join a meeting created by someone else,

click on the Join a Meeting button.

s ZOOM

Signi In

>

§

You'll need to get a Meeting ID from the person who created the
meeting. This can be a code, or a link they send to your email.

If you have a Meeting ID, you can enter it in the first box over here.

Then enter your name and click on Join.
\

2 zoom X \I

Join Meeting

Enter your name

[{/R

Remember my name for future meetings
Do not connect to audio

Turn off my video

Join Cancel




Zoom

Host a meeting

e )
To host a Zoom meeting on your own, you'll

need to create an account.

To create an account, first click on the Sign In

button. zoom

- J

7

Sign In

\\

N\
. o . )
You can either create an account by clicking on Sign Up
Free, or you can use your Google or Facebook account
to access Zoom.
If you've already completed the Create a Google
Account lesson, you can click on Sign In with Google to
L use Zoom with your Google account. )
Sign |l'l Sign Up Friees \\l
| LY Sign In with 550
or i Sign In with Google

f Sign In with Fnr.rnnn-;%
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Zoom

@ | | ) "
Zoom will ask you to verify your date of birth. a)
To create a Zoom account, you need to be > N
18 or older. Enter your date of birth and click
Continue.

\ J

For verification, please confirm your date of birth.

Month v Day v Year v Continue

To start a new meeting, click on the New Meeting

button.

To invite people to your Zoom Meeting, click on the
Participants button.

Click on the Invite button, and choose Email.

2

New Meeting ~ Join

§

@9 1
s S

Participants
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Zoom

Here, you'll need to pick the email

service you use. For example, if you

have Gmail, click on Gmail.

Contmns

Choose your emall service to send invitation

Zoom will connect to your email, and create an email message for you to send.
The email message will include a link that anyone can use to access your Zoom

meeting.

All you need to do is send the email to anyone you want to join your Zoom
meeting. You can put their email address in the To: section and then click Send.

You can invite up to 100 people to join your Zoom meeting. If you want to add

more than 100 people, you'll need to purchase a Zoom Pro account.

Phease join Zoom meeting in progress

 tim123@gmail.com = E Campaign @

Flease join ZoDm meating in progress
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Zoom

4 )
You can schedule a Zoom meeting for

a later time by clicking on the Schedule
button on the main screen of the Zoom

-
app.

\_ New Meeting ~ Join

Schedule Share screen ~

;

Here, you can set the details for your meeting.
You can:

¢ pick a date, time and duration for your meeting
e create a password to join your meeting

e decide if this meeting will include video for
you (the Host) and other participants, or if it

2 Schedule meeting

Schedule Meeting will be voice only
ropic Once you're finished, click on the blue Schedule
| My Zoom Meeting
; button at the bottom.
Start Tue June 30, 2020 v 00:00 AM
Duration: | Ohour © [ omies - Zoom will add your meeting to your online calendar,

Recurming meeting Timie Zone: Exstem Tirme (LS and C and you'” be able to email a meeting invitation to
Meeting ID .. .
° Generate Automatically Personal Meeting ID 847 637 2753 the people YOU Want tO jOln YOUr meetlng.
Password

ImjkTP @ \ /

Video
Hest () on 1O on Participants () on Q) Off
Calendar

Outlaok O Google Calendar Other Calendars
Advanced Options - &

)
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Zoom

You can see any meetings you've scheduled
by clicking on the Meetings button.

pcaming

B4T 63T 2733

If you want to change any details, like the date
and time, click the Edit button.

You can also delete the meeting by clicking the
Delete button.

N

fa Copy Invitation # Edit X Delete

i,

- ~

- 4
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Zoom

Review

Did everything make sense?

Is there anything you want to try again?

Now let's see what you've learned

Do you think you can do
these things by yourself?

Not Yet
Open Zoom? [] []
Join a Zoom meeting? [] []
Host a Zoom meeting? [] []
Schedule a Zoom meeting for a later date? [] []

Does it make sense?

C) [ ] Refresh,

let’s go over it again

[ 11 understand it all,

let's go to the next lesson
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