Learning to use the Free Zoom

Log in to www.zoom.us Sign up by clicking orange sign up button
&« c @ zoom.us/signup * O
15 Apps W Bookmarks 47 United States Cens.. oo Family History for C.. @ RecordSesk @ Sign Out

REQUEST A DEMO 1.888.799.9666 RESOURCES ~  SUPPORT

ZOOI l l SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING ~ SIGN IN SIGN UP, IT'S FREE

For verification, please confirm your date of birth.

] v || N  EERER Continue

Single sign-on (SSO) is a session and user
authentication service that permits a user to use one
set of login credentials -- for example, a name and

Sign Up Free

Your work email address

password on his/her devices ... but if a hacker obtains
1 :
‘.. | this name and password every place you have an
by rECAPTCHA and the Privacy Policy and Terms account with this could be hacked.

“ So, | just signed in with my email address.

Already have an account? Sign in. ‘ﬁ
or .
We've sent an email to_
Click the confirmation link in that email to begin using Zoom.
@, | Signinwith SSO
if you did not receive the email,
s Sign in with Google Resend another email
f Sign in with Facebook
Z00m If you have an account but forgot your
password, you will receive the message on
vetio [ N
You recently visited our sign up page using an email which has already been yo u r Ieft:

registered and activated. Click the button below to sign in.

If the link above doesn't work, paste this into your browser.

hitps://usO4web.zoom.us/signin

Happy Zooming!
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200Mm

You recently visited our sign up page using an email which has already been
registered and activated. Click the button below to sign in

If the link above doesn't work, paste this into your browser

https://us04web.zoom.us/signin

Happy Zooming!

IF YOU HAVE AN ACCOUNT,
BUT FORGET YOUR
PASSWORD, YOU WILL RECEIVE
A SERIES OF MESSAGES THAT
FOLLOW:

Forgot your password?

Don't worry. Resetting your password is easy, just tell us the email

address you registered with Zoom.

[ Email Address

I'm not a robot

5]
I

Reset Your Password

password link to set your new password.

Didn't receive the email yet?

Please check your spam folder, or try again.

We sent a reset password email to _Please click the reset
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Zoom password reset confirmation =

E Zoom (no-reply@zoom.us) Sun, Aug 9, 2020 9:

To: you Details v
There was recently a reguest to change the password on your account.

If you requested this password change, please click the link below io set a new password within 24 hours:
Click here to change your password

If the link above does not werk, paste this into your browser:
httns:

If you don't want fo change your password, just ignore this message

Thank you.
The Zoom Team

Reset Your Password

Hi _ please set your new password for login.

Password

Password must:

» Have at least 8 characters

« Have at least 1 letter (3. b, c...)

« Have at least 1 number (1, 2, 3...)

« Include both uppercase and lowercase characters

Confirm Password

Reset Your Password
Hi [ our password was changed successfully.

Go to My Meetings
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PRICES FOR ZOOM FOR THOSE WHO WANT TO DO MORE:

Basic Pro Business
Personal Meeting Great for Small Teams Small & Med Businesses
Free $14.99[mof’host a $19 .99 /mo/host a
Purchase up to 9 hosts per account Starting at 10 hosts for $19%.9/mo
Host up to 100 participants i ] All Basic features + All Pro features +
Includes 100 participants Includes 300 participants
Unlimited 1 to 1 meetings Meed more participants? 6 Meed more participants? 6
40 mins limit on group meetings @ Meeting duration limit is 24 hrs Dedicated phone support
User management (5 ] Admin dashboard (5 ]

Unlimited number of meetings

Ticket Support Admin feature controls (5] Vanity URL (5]

+ Video Conferencing Features

Reporting (5] Option for on-premise (5]
+ Woeb Conferencing Features deployment
Custom P | Meeting ID M dd i
+ Group Collaboration Features ustom Fersonal tHeeting anaged domains o
) Assign scheduler 6
+ Security Single sign-on o
1GB of MP4 or M4A cloud (3 ]
recording Company branding (5]
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What is a Host and What is a Participant?

A Participant is an invitee in a meeting scheduled by someone with a Host license. A Participant does not
require a Zoom account in order to join a meeting. Participants can join a meeting from their phone,
desktop, mobile and tablet devices.

How many participants can join the meeting? How many people can use one host license?

All plans allow up to 100 participants by default in every meeting (up to 500 with Large Meeting add-on).
You can host an unlimited number of meetings but if you would like to have more than one meeting
concurrently, you will need additional host licenses.

What is the difference between the Basic and Pro plans?

Zoom offers a full-featured Basic Plan for free with unlimited meetings. Try Zoom for as long as you like -
there is no trial period. Your Basic plan has a 40 minutes time limit on meetings with three or more total
participants. Need your group meetings to last longer than 40 minutes? Sign up for a Pro Account here.

What payment methods do you accept?

Zoom accepts credit card and Paypal payments online. To pay by check, wire transfer or ACH, please call
1.888.799.9666.

How does the subscription service work? Can | cancel my subscription?

Zoom is a subscription-based service, which means that your plan renews every month or year
(depending on the term you choose). You can cancel your subscription at any time during your plan term
to cancel the auto-renewal of your subscription.

LOG IN FOR THE FIRST TIME WITH FREE USERNAME AND PASSWORD

PERSONAL Put in your picture

_ Notice your personal Meeting ID (click show to see it all)
Meetings Notice the https address to come into meeting
Waebinars Study this page at least once.
Recordings

Settings When done select Meetings.

Click the Schedule a meeting button and fill in the details such as title, day, time. Sample is shown
below:
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My Mee S Schedule a Meeting
Schedule a Meeting
Topic Using free zoom
Description (Optional) Enter your meeting description
4
When 08/11/2020 | | sm0 v~ | Pm o
Duration 0 v |br| 45 < | min
Your Zoom Basic plan has a 40-minute time limit on meetings with 3 or more participants.
Upgrade now to enjoy unlimited group meetings
(] Do not show this message again
Time Zone (GMT-A:00) Mountain Time (US and Canada) ~
[ Recurring meeting
Meeting ID (O) Generate Automatically @ Personal Meeting ID 403 321 7986
Security Passcode & Quaf)s Waiting Room
Video Host O off
Participant @ on (O off
After scheduling this meeting, the settings you change here will apply to all
scheduled meetings with the Personal Meeting ID. Revert Settings
Meeting Options Enable join before host
[J Mute participants upon entry
Record the meeting automatically on the local computer
Save Cancel
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ZOOM Help is available at two good online sources. This lady is a bit
fast: https://www.youtube.com/watch?v=ygZ96] z4AY&feature=emb_rel_end

MEETING CONTROLS
i el

- o |

- . -
— o i ' 1"’
Faran Faraclall  ZOOAM

\/
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, w7

B A, :ﬁ |

You are muted now. Press Shift+Command+A to unmute your
microphone, or press and hold the SPACE key to temporarily unmute.

PR

If the microphone has a line through it, you are muted so this
message opens. On the left is an enlarged microphone and video,
with their A (up arrow) if you need more help.

These up-arrow buttons opens to select a specific type of
microphone, a speaker, or a headset and they are configured here.

Unmute Start Video The next icon is a video button (m . It is automatically on so
everyone who comes in can be viewed. As the host, you will see if sound or image has been turned off.
If the host turns off the video, you cannot see everyone in your group. There is an up arrow beside the
video button to select a camera (you may have an external one and one built into your computer, for
example). Choose the one you want to use.

The green Manage Participants at the bottom will automatically start with 1 person (you as the host),
but if you click that button you will see a list of participants who have joined. They are all listed
alphabetically. If you set up a waiting room, a message is sent to you with their name so you can let
themin.

You can mute people, give them host permission, or remove them. Mute all background sounds.
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The next one allows you to invite a
person you are already connected to
via Zoom. You can select multiple
people in your group and then click
“Invite.” It shows last fifteen people
you worked with before going into
why Walas c an alphabetical list.

You can click several people and then
invite, or you can click them from a
N et e - L ! st Cus group chat.

Free users will need to use your
default email.

The share content button is available for all participants. A popup will also open up and you can choose
a Powerpoint presentation, a Whiteboard, a URL window or a word document. You should have what
you plant share already open and ready on your desktop. If you share a U-Tube video be sure to open
and share computer sound and optimize video clip for those to see it.

Annotation tool is found beside your share tool if the host. It will
open for these tools ONLY WHILE YOU ARE SHARING:

# & o S ] i2

Spotlight Eraser Format Unda Reda Chear Save

If you showing an image you can:

1. Click Mouse and move it as a pointer from place to places. If you Deactivate annotation tools and
switch to your mouse pointer, the button is blue and so is the mouse.

2. Select (only available if you started the shared screen or whiteboard): Select, Move, or resize your
annotations. To select several annotations at once, click and drag your mouse to display a selection
area.

3. Text — Insert text into an existing document or image. v —
Draw Stamp Arrow

4. Draw -- Insert lines, arrows, and shapes. To highlight an area
select a square or circle icon to insert a semi-transparent square or
circle. Go to page 14 of these instructions to see what the other
annotation tools can do.

5. Stamp: Insert predefined icons like a check mark or star.

6. Spotlight—Turn your cursor into a spotlight or arrow

Spotlight (only available if you started the shared screen or whiteboard): Displays your mouse
pointer to all participants when your mouse is within the area being shared. Use this to point
out parts of the screen to other participants.
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Arrow: Displays a small arrow instead of mouse pointer. Click to insert and arrow that displaya
your name. Each subsequent click will remove the previous arrow placed. You can use this
feature to point out your annotations to other participants.

7. Eraser—Click and drag to erase parts of your annotation.

8. Format—Change the formatting options of annotations tools like color, line width, and font.
9. Undo—Undo your latest annotation.

10. Redo—Redo your latest annotation that you undid.

11. Clear—Delete all annotations.

12. Save—Save shared screen / whiteboard and annotations as a PNG or PDF. The files are saved to the
local recording location.

[See page 14 for more images of annotation options.]

If not the host you will see on your side of the screen a sharing tool with “MORE...” click there and you
too can mark something on the screen. Host can see who is drawing on your screen and you can erase it
and turn it off.

Again there is an up arrow head * by this feature that opens up to more advanced sharing to host only
share.

There is an in-meeting chat, post links or support page. Can chat with just one person.
You can pause record...and free users can save the lesson to their computer.

End meetings on time for all so they can go to their next class.
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How to host a Zoom Meeting by Marsha Chadwick, is a bit slower:
https://www.youtube.com/watch?v=h132Xk2Va7M

You can talk to one person as long as you want. If you want to meet with two or more at a time you can
only talk 40 min.

Schedule a meeting —You can start earlier and end later. Free meetings are generated
automatically and require a generated ID automatically created. Check the boxes like this below except

make up your own meeting password or number. If you don’t use Outlook or Google Calendar select
“Other Calendars.”

Test foom Fun
Stan Fri March 20, 2020 02:00 5 4
:I faton 1 "|.' |.I kL _.rf‘
Eecurnng maehing Time Zone: Mountaen Tirme (US and Canada
Meeting 1D
0 Gemetate Automats sl Personal Meeting |D 540- 2B0- 2952
Password
Require mesting passward 2T
Video
Host: Q) O OH Paticipants: ) On (v
Audio
Calendar
Loogle Lalendar 0 ther Calercar
Advanced Options
and | sav how lona | want it to last.

The program generates a meeting number automatically. Free meetings require a password and they
can be words as well as numbers. You can click any advanced options next.
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Advanced Options

Ermable w sting room

Erable poin before host
L
Mute participants on entry

Undy authendicated users ¢an joirc agm an 1o Joom

Ml You can also let them

mitemnatrie hosts

actually be in the call

Then click the schedule button. An invitation is created by Zoom.

Copy the invitation below into an email and send to people invited to the meeting.

ID Zoom - dchedule Mesting b

Your rnrfﬁng hat been s hadauled.

Lhck the button below Yo copy the smwitatson to chpboard

Topsc: Test Zoom Fun
Tormse M 20, 2000 02:00 PM Mountssn Tirne (US and Canada)

Joun Zeom Meeting
*lﬁp:f ooman/) SITIREH

Meeting ID: 297 992 854

One tap mobile
» 132LETTON, MTOE US (Houston
« 16E90008R 1] JOToRENEE U5 (San Jose)

Dall by your locaton
=1 346 28 TT99 US (Houston)
=1 655 900 6823 US (San Jose)
=1 312 626 6799 US (Checago)
+ 1 B4 558 3454 US (New York)
=1 253 NAETE2 US
1301 158582 US u

Meeting ID: 207 992 854
Find your becal numben hitps://zoom.us/u/s0CdmEVYMD

Opcn it s oo 0 (T

Click START as shown on next page.
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Upcoming Recorded +

Test Zoom Fun
940-280-2992

My Personal Meeting ID (PhAI) 200 PM - 3:00 PM | NOW

Meeting ID: 207-992-254

m fa Copy Invitation # dit X Debete

Hide Mesting rrvrtation

Teday

Testing Zoom
11:00 AM-12:00 PM

Meeting ID: 187-258-184

Marcia Chadly s imviting you to 8 schedubed Zoom meeting.

Test Zoom Fun Tepic: Test Zoom Fun
Time: Mar 20, 2020 02:00 PM Mountain Time (LS and Canada)

Join Zoom Meeting
http=// roomous/j/ 297992854

Meeting ID: 257 932 554

One tap mobsde
» 13462487799 297952854% US (Houston)
« 16699006833 297T992854# US (San mul

Dial by your location
« 1 346 248 TT95 US (Houston)

in case you want to refresh

12

BEd yourself your memory

«1

n Choose DNE of the audsd (onference 0pLons

Phaome Call C oot grasted Beudos

Join with Computer Audio

Automatcally poin audio by computer when jomeng 4 meeting
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Masage Paricipasis Share SCreen

Options at the bottom go away if your cursor is not in this area.
IMAGE in Zoom:

Speaker view is large in the middte.

Gallary view putseveryone on the left.

Under More you can type in notes.

Below is an image of the complete Meeting Controls

Enlarged middle controls
When you want to share an image, a document, or a website, click the green Share Screen.

You should have your document, image, or website already activate on your desk top. Then you just
need to click on the item you wish to share. A green border around what you are sharing tells you
everyone can see the item. At the top of your image you will see the stop screen button as shown
below. Press Stop Share and Zoom returns to everyone’s view.

You can Manage Participants by clicking on that button. This can stop all audio and background noises.
Also a Short cut key 1) Mute all = Select Alt + M = mutes everyone.

ad’ o I Vd

Stop Video Manage Participants Polls New Share Pause Share LULL e

Click More: Hide floating zoom menus and not in the way. Click ESC to get menu back.
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Gear icon for setting. First one is under Video . Turn off my video when joining meeting. Then | can
initiate with a single click.

Virtual Background: you can upload as your background. Don’t have to worry about what is behind me
and can have anicon to it.

Scheduling your meetings.

New Share

Pause Share — allows you to see your entire screen, but it allows me to go to the new document.

Then click on New Share. Pause and they can remain on the screen they are on and go to Practice this.

Set a recurring meeting if you have on that you host at a set time each week.

LOGGING IN AS A PARTICIPANT ONCE YOU HAVE SIGNED UP
Just copy and paste the invitation from the host.

Join Zoom Meeting @ 7:00 PM

https://us02web.zoom.us/j/82454845070

Meeting ID: 824 5484 5070

Type in your name on this screen that appears and click Join Meeting

If a password was set, Zoom will ask for
it. Enter the password and you enter
the meeting.

Enter your name

Remember my name for future meetings
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