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Use zoom App to Join a Meeting OR
with Meeting|D & Password Use Long
B Zoom Cloed Ficcinat = Encrypted
URL Link
Z00Mm .

ey

Sign In

Version: 4.6.7 (18176.0301)

Or Sign In to Host a Meeting
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Choose from

Join Meeting drop down list
or type in/ OR

( Enter meeting ID or personal link name i J

Using Long
Remember my name for future meetings E ncrypted
I:I Do not connect to audio U RL Li nk

(] Turn off my video
PR |
Join | Cancel | =

xq .

Join Meeting "

Remember my name for future meetings n
(] Do not connect to audio

() Turn off my video -

— e ) -




= Enter meeting password 5[

Enter meeting password O R

(Meeting password
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Using Long
Encrypted
URL Link
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_ Please wait for the host to start this meeting.

This is a recurring meeting

Meeting Room

\Alsu lets you adjust other Settings

| Test Computer Audio |

ease login to start this meeting
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General Test your Speakers
Video Speaker | Test Speaker \_I Speakers (Realtek High Definition... ~
a Share Screen Gl g & o)

Virtual Background

R Microphone |  TestMic | | Same as System v
@saenos
St
General
Fe

Iz Stop | Speakers (Realtek High Definition...

Video Speaker |
If Speaker /

ke
Output Leve|: S-——
G ..o« i v

~NENONENCND

AL
a Share Screen Volume: o @ o)
Q Virtual Background
@ Recording Microphone I_X Test Mic 1] Same as System w
w Statistics Input Level.
a Feedback Volume: 4 —@ o)
Keyboard Shortcuts Automatically adjust volume
ﬂ Accessibility (] Use separate audio device to play ringtone simultaneously




(%) shares
L] are Screen .
i Volume: o & o)
Test your Microphone

Virtual Background \

Recording Microphone I Test Mic .'I Same as System v
ﬁ"ﬁ Sttt Input Level:
O Feedback volume: 4 —@ o)
Q Eadtccad Shioais Automatically adjust volume

- oIUMme: 1)
Virtual Background Please speak to your microphone.
Recording Micrnp_hnne |  Recording .I Same as System w
Testing
{ﬁg Statistics Input Level:
G Feedback Volume: o —@ o))

- Volume: o)
Virtual Background If you cannot hear your voice, select a different microphone.
Recording Microphone I Playing | Same as System ~
Testing

1) statistics Input Level:

Feedback Volume: o —@ o)

. Sl Automatically adjust valume



Purely Optional Setting ... Simply Close Form if you are Done

General ) Rotate 90°

x|

Keyboard Shortcuts

Accessibility Add image from your PC ~_

Choose Virtual Background

If your video background
is too messy, you may add
a Virtual Background from

the selection.
(static photo / movie video)

As you see yourself in a mirror (or not)
Any printing will be reversed also.
(] 1have a green screen (O Mirror my video
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Close form if Speakers & Microphone seem OK

General
Video Speaker |_/ Test Speaker \_I Speakers (Realtek High Definition...
a Share Screen i ® o)

Virtual Background

Recording Microphone | TestMic | Same as System o
Statistics Input Level
Feedback Volume: o« —@ o)

Keyboard Shorteuts Automatically adjust volume

~NENONENCND

2 i Accessibility (] Use separate audio device to play ringtone simultaneously

Automatically join audio by computer when joining a meeting
(] Mute my microphone when joining a meeting
Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

I_X Scvanced iI




You may have entered the meeting
or
You can continue to wait
or
You can Leave Meeting

Click to Leave Meeting / L

il
_ Please wait for the host to start this meeting.

This is a recurring meeting

Meeting Room

Do you want to leave this meeting?

| Test Computer Audio |

(] rd like to give feedback to Zoom

B - ecivs ]

Cancel |




These are some controls
available to you while you are

In the meeting
(move your mouse over screen to show)

=10l x|




You are in the meeting, but you are not sure of
Your Speaker and Microphone. Test them:

Select a Microphone
Microphone (USE Audio Device)
Testing microphone...

«~ Same as System

Select a Speaker Speak and pause, do you hear a replay?

# Speakers (Realtek High Definition Audio)

Same as System ( Ve | | Mo |
Test Speaker & Microphone... /

Microphone L: Same as System

Mute

Speaker and microphone looks good

Yes Speaker  Speakers (Realtek High Definition Audio)

Microphone:  Same as System

Speaker L | Speakers (Realtek High Definition Au...  ~ ‘ \ s
i i Finish |

Cutput Level:




Zoom
Group
Chat 2’ o

icipants Share Screen

_loix

Open Menu

Merge to Right Edge
of Meeting Window

To:  Everyone w

[ype message nere..

Merge to Meeting Window

y mﬁpen

* Close

Minimize Menu
A Pop Out _‘__-___-
Pop Out to
Separate Window

To: Everyone v (™ File

pe message here..
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Drop Down List
lets you specify
a single Attendee

Yj Chat with

To: Everyone » (B File

Type message here...

= L el

Merge toc Meeting Window




Meeting
Participants

Share Screen Chat

- AR
—iofx
clark (Me) g ™
m clark anderson (Host) g
Open Menu

Merge to Right Edge
of Meeting Window

Invite Unmute Me

i Raise Hand
Merge to Meeting Window
i

®

Record

- 10| x|
Open
w Participants
- Menu
- Minimize £
A Pop Out
w clark ande {Host) B

Pop Out to
Separate Window

Invite Unmute Me Raize Hand




Share

creen
.- @

Share Screen Chat Recor

@ Select a window or an application that you want to share i x|

Basic Advanced Files
Your Full Screen
—— Cancel Share

V4 [l

Whiteboard iPhone/iPad

Open Text File Open Application
8 ntitied NG T 3 ado 10| x|

@ Untitled - Notepad ] Adobe Photoshop Limited Edition

Open Folder Open Photo Viewer Open Application

Share your
R o:vrofssaUET1=T 3] I = -oomcantiouirT1=] 3| I = zoom cloudir-T1=/ 3] selection
' ) ' | have shared
Full Screen
= [ | ; :
D:\PROfssn"JOBS\Metwork\Long... ] zoomControl:BottomCenterngh...h Zoom Cloud Meetings ﬁ \

(] share computer sound (| Optimize Screen Sharing for Video Clip m




@i Leave meeting

Do you want to leave this meeting?

(] rd like to give feedback to Zoom

‘-\h

Leave Meeting

| Cancel |




Additional Controls
for Those with
Hosting Responsibilities
Managing Participants




=
a HOST (Host, me) ) o
&) Participant ¥ o
Clickon[ ... ] to open menu =101 x|

\ m HOST (Host, me) 3
{5) Participant ¥ o
wie  QEE  weses - | Raeally handy when you are
busy and someone enters
your Waiting Room.
Alerts you to admit them
to the Meeting.
(Must be enabled for
Each Meeting)

Inwvite m Unmute All

Mute Participants ch Entry
v Allow Participants to Un Themselves
v Allow Participants to R e Themselves
Play scund when somecne joins or leaves
v Enable waiting room

Lock Meeting

Merge to Meeting Window




R
m HOST (Host, me) g ™

£5) Participant ¥ o

Yes, you can Mute All
Participants regardless
of the Devices They use.

This ASKS them to
Unmute themselves
IF they KNOW HOW!

/

m Unmute All

Invite




® Participants (2) : =10] x|

m HOST (Host, me) 0 ™

B pericpan Cumute | More>

v

Mouse over Participant,
then click.
This ASKS them to
Unmute themselves
IF they KNOW HOW!

Invite Mute All Lnmute All




® Participants (2)

m HOST (Host, me) g x
) Participant Chat
Stop Video
Mouse-Over Make Host
Participant and Click [ More > ] Rename
to open Menu Put in Waiting Room
Remove

Invite Mute All Unmute All




® Participants (2) o =l 5

m HOST (Host, me) g u
) Participant " Unmute | Chat
Tﬂg g le e Stop Video
Stop Video / Ask to Start Video Make Host
Rename
(After Asked to Start Video, Putin Waiting Room
Participant may Start Video Remove

then or later)

Invite Mute All Unmute All

Maybe there is distraction in the video



® Participants (2) -10] x|

m HOST (Host, me) D

B Fericpan I -
Stop Video

TfﬂﬂEf‘E‘l‘ ____—-—-." Make Host
Fename

Host Responsibilities

i TR
to other Participant utin Waiting Room

Remove

Invite Mute All Unmute All




= Participants (2)

m HOST (Host, me)

) Participant

=101 x|

g ™

Cunmute ] Wore>

/

| have seen this used to assign
a hame to a Participant.

Invite

Fute All

Unmute 4ll

Chat
Stop Video

Make Host
Rename

Put in Waiting Room

Femove




@ Participants (2) =10 x|

a HOST (Host, me) 0 ™
B Faricpan unmute ] ore > JIES

Stop Video
Remove Participant from —

Meeting into Waiting Room \ —

Put in Waiting Rocom

Femove

Invite Fute All Unmute All

The Attendee is temporarily removed from the meeting



® Participants (2)

m HOST (Host, me) g u
B raricoon Cunmute 1 ore>

Stop Video
Completely Remove Participant Make Host

from Meeting Rename
Put in Waiting Room
Remove

Invite Mute All Unmute All

This is for the duration of the meeting



There are a variety of options for zoom Group Chat

W Zoom Group Chat

Click [More] [...] to open
Menu to specify
Participant Chat Options

Type message here... St

To:  Everyone

Participant Can Chat With:
Mo Cne
Host Only

Everyone Publicly

v Everycne Publicly and Privately




