Zoom — Desktop user guide

Zoom offers free video conferencing and messaging across any device, with up to 100 participants (with a 40
minutes time limit on meetings with three or more total participants), and unlimited 1:1 meetings.

This guide provides basic instructions on creating an account and setting up a meeting using Zoom from your PC or
Mac.

Account Registration

1. Go to https://zoom.us/

REQUESTADEMO  +44(20) 7039 8961 OR0800 3687314  RESOURCES ~  SUPPORT

zool I . SOLUTIONS PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING + SIGN IN m

Sign Up Free
Your work email address
[ )

Zoom is protected by reCAPTCHA and the Privacy Policy and Terms
of Service apply.

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

Service.

or

G | Signinwith Google

f | Sign inwith Facebook @ Help

2. Select your preferred Registration Method (outlined below)

Option 1: Registration by email address

1. Enter your email address into the ‘your work email address’ field

This will send an email to the address provided.

Please activate your Zoom account

200m Signin

Hello

Welcome to Zoom!

To activate your account please click the button below to verify your email address

Activate Account

Or paste this link into your browser:
https:/lus04web.zoom.us/activate?code=qYMo2MO5RPa7Qci_ytHFL0ipG_CEceozEzuQqd
vo21M.BQgAAAFWT7PZdCwANjQAXcmSiaW5zb24ubmxAb3V0bG9vay5jb20BAGQAABZZbI
ZFVjNyaVFKR3EzWVZka2Zm THRnAAAAAAAAAAALFr=home

Questions? Please visit our Support Center.


https://zoom.us/

2. Click the Activate Account button
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m‘w Welcome to Zoom

Hi. robinson.nl@outlook.com. Your account has been successfully created. Please list

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

Confirm Password

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

3. Enter your First Name, Last Name and choose and confirm a Password. Click the Continue button to verify
your email account.

You will then be prompted to invite colleagues to a meeting, though you can skip this step for the moment.

Option 2: Registration through Google

1. Select Sign in with Google
This will use your existing login information to create an account.

2. Select an Google account from the suggestions provided, or enter the information manually.

G signin with Google

Choose an account

to continue to Zoom

’ Nicola Robinson

o U3A UK

® Use ancther account

To continue, Google will share your name, email address,
language preference, and profile picture with Zoom. Before
using this app, you can review Zoom's privacy policy and
terms of service.

3. Click Create Account



Welcome to Zoom

Create your Zoom account with your Google account

. Nicola Robinson
Create Account

By submitting this form, you agree to the Terms of Service

Option 3: Registration through Facebook

This will use your existing login information to create an account.

1. Select Sign in with Facebook

&

zoom.us will receive:
your name and profile picture and email address.

[# Edit this

Continue as Niki

Cancel

& This doesn't let the app post to Facebook

App Terms - Privacy Policy

2. Click Continue as [NAME] to complete

Login

If you already have an account, use the Sign In button in the top right of the screen

1. Enter your Email address and Password, and click Sign In
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Sign In
Email address

[ [Email address. ]

Password

‘ Password |

Forgot password? |¢| Stay signed in




Scheduling a meeting

1. Select the Meetings Tab on the left of the screen and click the Schedule a New Meeting button, or use the
Schedule Meeting button in the Navigation Bar at the top of the screen
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Important Notice: Due to increased demand, dial-in by phone audio conferencing capabilities may be temporarily removed from your free Basic account. During this time, we strongly recommend using our X
computer audio capabilities. If you require dial-in by phone audio conferencing, please see our other package options

PERSONAL

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates W Get Training

Profile
e

‘Webinars

Start Time = Topic = Meeting ID
Recordings
Settings
The user does not have any upcoming meetings.
To schedule a new meeting click Schedule a Meeting.

ADMIN

> User Management
2. Enter a Topic, a Description (optional), date and time, and a meeting duration
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Important Motice: Due to increased demand, dial-in by phone audio conferencing capabilities may be temporarily removed from your free Basic account. During this time, we strongly recommend using our x
computer audio capabilities. If you require dial-in by phone audio conferencing, please see our other package options

PERSONAL
My Meetings Schedule a Meeting
Profile
Schedule a Meeting
Topic Witsend Committee Meeting March 2020
Webinars
Recordings Description (QOptional) [Enter your meeting description
4
Settings
ADMIN When 03/18/2020 B | 100 v PM v

» User Management

Duration .
> Room Management 1 v Jbri 0 v | mn @Help

You can set the meeting to recur daily, weekly or monthly and limit the number of recurrences using the End Date




Time Zone

Attend Live Training
Video Tutorials

Knowledge Base

Meeting Password

Video

(GMT+0:00) London ~

[« Recurring meeting  Every day, until Mar 24, 2020, 7 occurrencel(s)

Recurrence Daily "
Repeat every 1 v day
End date

® By | 03/24/2020 [ After| 7 ~ |occurrences

[# Require meeting password 295440
Host on ® off
Participant on ®» off

Save Cancel

3. Make a note of your meeting password, which users will need to gain access to the meeting

4. For video conferencing, be sure to select On for both Host and Participant

5. Click Save to complete
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PERSOMNAL B
My Meetings
Profile
Topi
.
‘Webinars
Time
Recordings
Settings
Meeting ID
ADMIN

> User Management
Meeting Password

> Room Management

> Account Management Join URL:

> Advanced
Video

SCHEDULE A MEETING JOIN AMEETING HOST AMEETING ~ SIGN OUT

Manage "Witsend Committee Meeting March 2020"

Witsend Committee Meeting March 2020

Mar 18, 2020 01:00 PM London

Add to [ Google Calendar ] [ ﬂi Qutlook Calendar (.ics) J [ eYahoo Calendar ]

709-949-532

+ Require meeting password 295440

https://usO4web.zoom.us/j/ 70994953 27pwd=NEF4Q0xYYVd2UOIDcnFXbTM2aGU4QTOS I Copy the invitation

Host Off

Particinant Off

6. Copy the Join URL and Meeting Password

7. Click Start this Meeting

8. Click Open Zoom



<« c 0 8 usOdweb.zoom.us/s/709949532 status=success v @ 9 H

o 7 N My Mzps @ DMP Admin Portal » Other bookmarks
pen Zoom?

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

i Apps  Ede Sharepoint (P Third Age TrustDat.. [ U3ABeacon [fi

Support English =

Launching...

Please click Open Zoom Meetings if you see the system dialog.

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

This will Download or Launch the Zoom App and your meeting will begin.

From here you can also invite attendees via an email link (using the large Invite others icon or the smaller Invite icon

at the bottom), share your screen with attendees, and enable a group text chat which will run simultaneously to
your conference call.

) Zoom Meeting ID: 709-949-532

®:

Meeting Topic: Witsend Committee Meeting March 2020
Host: Nicola Robinson
Password: 295440

Invitation URL: https://us04web.zoom.us/j/7099495327pwd = NEF4QOxYYVd..
Copy URL

Participant ID: 11

Y

Join Audio

Share Screen Invite Others

Computer Audio Connected

e o 1
| /1] - - @
Start Video

Invite Manage Participants Share Screen

Record



Help

You can watch instructional Video guides here: https://us04web.zoom.us/resources

You can attend live webinars here: https://support.zoom.us/hc/en-us/articles/360029527911

You can visit the Zoom help centre here: https://support.zoom.us/hc/en-
us?flash digest=eca740e9f3660525382eb5ceeedcbbcel726943b

You can log a helpdesk query here: https://support.zoom.us/hc/en-us/requests/new

Getting started with Zoom: https://zoom.us/docs/doc/Education%20Guide%20-
%20Getting%20Started%200n%20Zoom.pdf

Scheduling a meeting: Scheduling a Meeting - YouTube

Sharing your screen: Sharing Your Screen - YouTube

Joining a Zoom conference: https://www.youtube.com/embed/vFhAEoCF7jg?rel=0&autoplay=1&showinfo=0

Setting audio & video options: https://www.youtube.com/embed/HgncX7REOwM?rel=0&autoplay=18&showinfo=0

Controls for the meeting: https://www.youtube.com/embed/4w pRMBEALE?rel=0&autoplay=1&showinfo=0

Running a meeting and sharing your screen: https://www.youtube.com/watch?v=I8UwTwipE6E



https://us04web.zoom.us/resources
https://support.zoom.us/hc/en-us/articles/360029527911
https://support.zoom.us/hc/en-us?flash_digest=eca740e9f3660525382eb5ceee4cb6ce1726943b
https://support.zoom.us/hc/en-us?flash_digest=eca740e9f3660525382eb5ceee4cb6ce1726943b
https://support.zoom.us/hc/en-us/requests/new
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fzoom.us%2Fdocs%2Fdoc%2FEducation%2520Guide%2520-%2520Getting%2520Started%2520on%2520Zoom.pdf&data=01%7C01%7Cjohn.bent%40u3a.org.uk%7Cf71a609f72c04a78f66308d7caa148ef%7C8ba44ae7c27743f69ffd1eeac5a8c804%7C0&sdata=0Kekv6g8ylkY8lnDZ7I2skX20dbRkNopXty0vwX4sFQ%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fzoom.us%2Fdocs%2Fdoc%2FEducation%2520Guide%2520-%2520Getting%2520Started%2520on%2520Zoom.pdf&data=01%7C01%7Cjohn.bent%40u3a.org.uk%7Cf71a609f72c04a78f66308d7caa148ef%7C8ba44ae7c27743f69ffd1eeac5a8c804%7C0&sdata=0Kekv6g8ylkY8lnDZ7I2skX20dbRkNopXty0vwX4sFQ%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fembed%2FZAYv8sVPTxU%3Frel%3D0%26autoplay%3D1%26showinfo%3D0&data=01%7C01%7Cjohn.bent%40u3a.org.uk%7Cf71a609f72c04a78f66308d7caa148ef%7C8ba44ae7c27743f69ffd1eeac5a8c804%7C0&sdata=v6vpIbHzmlS9u1rEm9T3F9%2FtI2%2BMOjt5GkBCeewuh0s%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fembed%2F9wsWpnqE6Hw%3Frel%3D0%26autoplay%3D1%26showinfo%3D0&data=01%7C01%7Cjohn.bent%40u3a.org.uk%7Cf71a609f72c04a78f66308d7caa148ef%7C8ba44ae7c27743f69ffd1eeac5a8c804%7C0&sdata=Au8MWEfJutuLWpsaBDi3MAFfofHyNfNdeC9YpD%2FDjx0%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fembed%2FvFhAEoCF7jg%3Frel%3D0%26autoplay%3D1%26showinfo%3D0&data=01%7C01%7Cjohn.bent%40u3a.org.uk%7C841a02801dd44d92a06f08d7cc05126e%7C8ba44ae7c27743f69ffd1eeac5a8c804%7C0&sdata=EEX%2BlyYA%2B3bbq1X6gP1eVh0wm7TBwoc3pExdIm%2BFVFI%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fembed%2FHqncX7RE0wM%3Frel%3D0%26autoplay%3D1%26showinfo%3D0&data=01%7C01%7Cjohn.bent%40u3a.org.uk%7C841a02801dd44d92a06f08d7cc05126e%7C8ba44ae7c27743f69ffd1eeac5a8c804%7C0&sdata=dKLro3Ssq%2BTiN49XZE508w%2BPoOT%2FnpiA%2BT2pGvQJ9Q8%3D&reserved=0
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fembed%2F4w_pRMBEALE%3Frel%3D0%26autoplay%3D1%26showinfo%3D0&data=01%7C01%7Cjohn.bent%40u3a.org.uk%7C841a02801dd44d92a06f08d7cc05126e%7C8ba44ae7c27743f69ffd1eeac5a8c804%7C0&sdata=kWYqvcrZ1MULzUVJlLYq3iqw1gT3mfi5ILh2zViCwu8%3D&reserved=0
https://www.youtube.com/watch?v=l8UwTwjpE6E
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