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Welcome to Zoom!

It's easy and fun, I swear!

Housekeeping

() . .
e‘. Do you have a camera on your laptop or mobile device?

E% If not, you can join the meeting in audio only.

Help! I'm a First Time User

Zoom is made for people using conferencing for the first time, so you are
in @ good place!

To start, you will have the link in your email to the meeting (see Your Link
to the Meeting, on page 7).

Since you're a first-time user, you'll need to click the link a few minutes
before the Zoom meeting starts because you will have a quick application
to download which will only take a few minutes and is just for the first time
the link is accessed.

The application is basically a file loaded to your computer that allows you
to easily access Zoom.

Click the link in your email.

R

€k 4 W 8 Archive  BY Move O Delete €Y Spam
| Inbex . - Sherlock Zoom Meeting
L Stef Whitlow <<te/hilos
Starred U To: stefwhitlow®yahoc.com
Drafts WCHCK this link.
sent httpsutfusOdweb zoomus/j/72617395 5767 pwd =TVEIMIoZ Wi ZZcOVAJEIRYS PsclgyQT0S
Archive
Spam N W mp e
Tra:

Figure 1. Email Link to Zoom Meeting
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Click the Open Zoom.us button.

= oApps O o Zoom User Portal M Inbox Other Bookmarks
Open zoom.us?

zoom https://success.zoom.us wants to open this application. Support  English ~

Cancel Open zoom.us

\ Click here to

download the Zoom
application

Launching...

Please click Open zoom.us if you see the system dialog.

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

If you cannot download or run the application, join from your browser.

Figure 2. Zoom Set Up Window
The file is loading, and you can see it in your lower left corner.

Q Note: You will see a progress bar display showing that the application
/s loading.

When system dialog prompts, click Open Zoom Meetings.
If you have Zoom Client installed, launch meeting. Otherwise, download an
If you cannot download or run the application, join from your
File is loading
(- I 5 x

Figure 3. Zoom Set Up Progress Bar
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When the file finishes loading, the meeting screen will open automatically.

Zoom

Figure 4. Zoom Main Meeting Screen

Click Join with Computer Audio button.
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Update to Zoom Security

Zoom has recently added a security feature for meeting setup. The
meeting organizer can add a password or a Waiting Room option.

The monthly Zoom meeting for this group includes a Waiting Room option.

Upon entering, your microphone may be muted, and your camera may be
off. You will have to unmute and turn on the camera by selecting the audio
and camera icons at the bottom left of the screen.

Please wait, the meeting host will let you in soon.

Meeting Room

Figure 5. Waiting Room Message
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Access to Zoom via PC or Laptop

Your Link to the Meeting
1. Check your email Inbox for a meeting link.

Q Note: The link will appear in the email box for the address you gave
John and Alan so you could receive messages from the Sherlock Group.

.
yahoo/mail

€ Back M W = Bl Archive B Move O Delste € Spam

| Inbox o Sherlock Zoom Meeting

P Stef Whitlow <stefwhitlow@gmail.com>

Starred 4 To: stefwhitlow@yahoo.com

ot 1 e Click this link.
Sent https:/fus04web.zoom.us/j/726173955767pwd =TVFIMIxZWjZZcOVAdEItYS9sclgvQT09

Archive

Spam @« @ B e

Trash

Figure 6. Email Link to Zoom Meeting
2. When you click the link, you will see the main Zoom screen pop up.

-3

€« C @ usOdwebzoomus

" Open Zoom Meetings?

\ Click Open Zoom
Meetings to join the

meeting

zoom

When system dialog prompts, click Open Zoom Meetings.

If you have Zoom Client installed, launch meeting. Otherwise, download and run Zoor

Figure 7. Open Zoom Meeting Button

3. On the Open Zoom Meetings button on the Open Zoom
Meeting? window.
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} Security Note: A waiting room has been set up for security.

Upon entering, your microphone may be muted, and your camera may
be off. You will have to unmute and turn on the camera by selecting
the audio and camera icons at the bottom left of the screen.

Please wait, the meeting host will let you in soon.

Meeting Room

Figure 8. Waiting Room Window
4. When the Zoom meeting opens, the following Meeting screen
displays.

o

@oe

Meeting Topic: | ) join Audio x
Host:
Password:

Numeric Pass
(Telephone/Ro{

Join with Computer Audio

Invite Link:
Test Speaker and Microphane

Participant 1D:
“es
- () Automatically join audio by computer when joining a meeting
Join Audio Share Screen Invite Others

Figure 9. Join with Computer Audio Window
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5. Click the Join with Computer Audio button.

You will see a message pop up stating “Host will admit you to the
meeting.”

6. When you are admitted to the meeting, you will see 2 icons in the
lower left corner of your screen.

One is for audio

One is for video

/% Key Notes:

e If there is a slash (/) through the audio icon, others in the conference
cannot hear you.
o You can turn on/off audio by clicking the microphone button
e If there is a slash (/) through the video icon, others in the conference
cannot see you.
o You can turn on/off the camera by clicking the video camera
icon.
e If your screen is blacked out, you may have your camera covered.
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Audio for Zoom Meeting

To set up audio, select the arrow next to the speaker icon ﬂ and
select Test Speaker and Microphone.

Select a Microphone

Same as System

V' Built-in Microphone (Internal Microphone)

Select a Speaker
Same as System

v Built-in Qutput (Internal Speakers)

Test Speaker & Microphone...
Switch to Phone Audio...

Leave Computer Audio

Audio Settings...

Figure 10. Microphone Setup Window
Zoom will walk you through testing your microphone.

Video for Zoom Meeting

Click the Video icon. m

} Key Notes:
v" Click only once to remove the red slash (/). Others in the conference
CAN now see you.

v" Click only once to turn off your video and the red slash (/) indicates
that others in the conference CANNOT see you.
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Chat during Zoom Meeting
On the menu at the bottom of the screen, you will see the Chat button.

Click Chat to open a chat window at the right of the screen.

1. Select the recipient of your chat message.

a. To share comments with the group — select Everyone from the
drop down

b. To share comments with a specific attendee — select their
name from the drop-down list

2. Type your message and hit Enter or click the right mouse button.

3. Message displays in the Zoom Group Chat window.

- ] X
~ Zoom Group Chat
From Me to Everyone:
Hello! o
T Everyone v o [ File
Hope you're enjoying the meeting!l o

Figure 11. Chat Window in Zoom Meeting
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Leave the Zoom Meeting (from PC or Laptop)

To leave the Zoom meeting, click the X in the upper right corner of the

screen or click the n button in the lower right corner.

Access Zoom via iPhone

1. From your iPhone, open your email app and find the meeting

invitation.

2. The meeting invitation will have a link to Join Zoom Meeting. Tap

the link.

ul Verizon = 11:21 AM < 8 80% (W)

{@® AW

5 STEPHANIE WHITL... 10:58AM
¥ To:

Test Meeting

Stephanie Whitlow is inviting you to a scheduled
Zoom meeting.

Topic: Test Meeting
Time: Apr 7, 2021 11:00 AM Central Time (US and
Canada)

Join Zoom Meeting
https:/fus02web.zoom.us/j/87491475656

Meeting ID: 874 9147 5656

One tap mobile
+13126266799,,87491475656# US (Chicage)
+16465588656,, 87491475656# US (New York)

Dial by your location
+1312 626 6799 US (Chicago)
+1646 558 8656 US (New York)
+1301 715 8592 US (Washington DC)
+1346 248 7799 US (Houston)
+1669 900 9128 US (San Jose)
+1253 215 8782 US (Tacoma)

Meetina IN: 874 9147 GR5A

- A “

Figure 12. Email Zoom Link - iPhone

The link opens to the Waiting Room, you will see a message “Please wait,
the meeting host will let you in soon.”
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%
4 Note: If you get a message about setting up your microphone, skip
this step and go to the Setting Up Microphone Access section on page 14).

< Mail wll 7 11:25 AM < @ 79% (0l

Zoom Leave

Please wait, the meeting host will let
you in soon

Test Meeting

Figure 13. Waiting Room Message

/& Security Note: A waiting room has been set up for security.

Upon entering, your microphone may be muted, and your camera may be
off. You will have to unmute and turn on the camera by selecting the audio
and camera icons at the bottom left of the phone screen.

You will see a screen with the Zoom icon and a message "Connecting...”

4 Mail all F 11:25 AM

Connecting...

Figure 14. Connecting Window
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When the avatar you chose displays, you will have joined the Zoom
meeting.

11:25 AM

@ Zoom v

Figure 15. Zoom Meeting (Showing Avatar)

O\Note:
(1

Check the icons at the bottom of the phone screen and make sure the Join
Audio does not have a slash (/) through it (this means you are muted).

2]

The camera will be automatically turned off for all participants (and will
show with a slash (/) across the icon). Tap the Start Video icon to open
up the video.

With audio turned on, you will be able to hear and participate in the
meeting.

Turn the camera on if you would like to be seen during the meeting.

Setting Up Microphone Access

&/ Alert: A popup message may display “"Unable to access microphone.”
At this point, follow the screen directions and set up the microphone.
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<Mailal T 11:24 AM

Zoom

Please wait, the meeting host will let
you in soon

Unable to access
microphone

Allow Zoom to access your
microphone from device menu:
"Settings" - "Privacy" -
"Microphone"

OK

Figure 16. Microphone Setup Message

1. Tap the red Leave button in the upper right corner to leave the
meeting

2. Go to your main screen and find the Settings icon
3. Tap the Settings.
4. Inside the Settings menu, scroll to Privacy
5. Tap the Privacy menu option
6. Tap the Microphone menu option

4 Search wl = 11:26 AM < @ 78% B

< Settings Zoom

LL 7 A1 TO E
— Calendars @
| Microphone @,

7. Once in the Microphone menu, scroll to find Zoom and toggle the
switch to enable.

Leave the Zoom Meeting (iPhone)

In the upper right corner of the phone screen, tap m to exit the
meeting.
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Quick Start — Sign On Guide

200m S

Follow the Green line if you
want to view from the
internet browser

Follow the Red line if this is your
first time using Zoom.

Follow the Purple line if you
want to just launch the meeting

When system dialog prompts, click Open Zoom Meetings.

If you've already loaded the
app, you'll go into the

meeting. If not, click here Q
Click download to

If you have Zoom Client installed, launch meeting.IOtherwise, download and run Zooml add the application to

your computer
If you cannot download or run the applicatiof, join from your browser.

You will see the

app"cation Ioading Copyright ©2020 Zoom Video Communications, Inc. All rights reserved. s .
in the lower left Privacy & Legal Policies dlf the ‘allgpllgatllc')nk
corner of your o:snt oad ihc ic
hopate
ppiication wi
openonthe  Waa, ' i ehtict e
Zoom.us website.
the download or
on the website
© Zoom.cmiodink..exe A T—
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Quick Start - Menu Guide

If you want to Click here to End
mute, click the meeting
here.

~ [ ] o9 1

I -
Start Video Security Participants
3 Click here to start f
sharing your To Chat during
i camera meetings click here.
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11:25 AM v @ 79% .

ull Verizon &

@ Zoom v Leave

Quick Start — iPhone Menu

Raise Hand—— |

,Raise Hand - Puts a hand ¢ icon in Chat to let the
presenter know you would like to comment.

»Security — Customize security levels

Socurity/

Record to Cloud — Allows you to record the meeting
"on your phone and save to a shared location

Record to the Clou(!/

Chat — Opens the chat window so you can type in
comments

Chat/
Meeting Sottings/
Minimize Meotmg/

Background and Filters

Tap to
show Chat
and Record

Options
Tap to

show who
is in
Meeting

|

%0
@n
nt Participants

Tap to turn
Camera
On/off

!

(A

Start Video

Tap to turn
Audio On/Off

/

&

Join Audio

Tap to
Share
Screen

1

@ ©

Slow down Speed up

More

”

Yes No

Meeting Settings — Allows you to Mute upon Entry,
Always Show Meeting Controls, etc.

Minimize Meeting — Shrinks your meeting display to
a small portion of your screen.

Background and Filters — Zoom lets you choose
you background create your own, or add a filter
Icons — Select an icon to add to the open Chat
window

Yes/No/Slow Down/Speed Up — Answers for
questions or provides non-verbal feedback to the
presenter that you would like them to talk slower or
faster.

Cancel

Cancel — Closes the open window
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