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Video Conferencing with the Zoom App

Zoom is a video chatting platform that allows users to connect online. Zoom is available
on smartphones, tablets, and computers. Zoom is free to use. The free version of zoom
limits meetings to 40 minutes when there are three or more participants. With Zoom, you
can create and host your own meetings or join meetings created by others. To join a
Zoom meeting, a meeting link or ID number is required. This handout offers step-by-step
instructions for using the most commonly used features within Zoom.
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Downloading Zoom on Your Device

1. On the home screen, tap on the App Store app

(iPad/iPhone) or Google Play app (Android,

Samsung, Google Pixel, etc.).

iPhone/iPad Android

/

Google Play

Home Screen

2. Tap on the search icon to display the keyboard.
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3. Type “Zoom?” into the search bar (pictured right).
qgwe r t y u i o p

4. Tap “search”/’enter” at the bottom of the screen %Q_QQQ;QQ

5. Locate “Zoom - One Platform to Connect” and tap on the
download icon. Once downloaded the Zoom app icon will appear on your home

screen.
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o ‘Download’ icons
Zoom - One Platform to Connec -
(et Chale )y (B Zoom Vides Do (D) Businans If you do not see Zoom on your device,

scroll down by dragging a finger from
m n n the bottom to the top of the screen
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Creating a Zoom Account
1. Tap on the Zoom app icon on the home screen.

2. Tap on the “Sign Up” button.

—

Welcome

Get started with your account

Sign up
Signin ‘

3. Type in your birth year.
4. Tap on the blue “Continue” button.

12:20 al T
Cancel Sign up

VERIFY YOUR AGE

Birth Year 2001

Please confirm your birth year. This data will not be stored.
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5. Tap on the “Email” text box to display the
keyboard, then type in your email

6. Tap on the blue “Continue” button.
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Home Screen
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12:20
Sign up

ENTER YOUR EMAIL ADDRESS

Email user@example.com '
By proceeding, | agree to the Zoom's Privacy Statement
and Terms of Service.
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7. Go to your email app to locate an email from Zoom with the verification code.
Write down the verification code.

8. Tap on the dotted lines and type in the verification code.

12:21 ol FTa
. L4 Verification
From email
A . Check Nmmmme
VE I'Ify yOI.I I' 9 m a 1 I Please enter the verification code sent to your email

address csugerontologyclub@gmail.com
Hi

Enter this code in the next 10 minutes to sign up

346206

If you didn't request this code, you can safely ignore this email. Someone else might
have typed your email address by mistake

Did not get the code? Resend Code

Tech Tip
You may need to return to the Home Screen to open the

gmail app, then return back to the home screen to open
the Zoom app

9. Tap on each textbox to type in your first name, last name, and password.

10. Tap “Continue” to finish creating an account.

12:24 ol T @)

< Create Account

ENTER YOUR NAME AND SET A PASSWORD

First name John
Last name Appleseed

Password Required @
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Signing in on Zoom
1. Tap on the “Zoom” app on the home screen.

2. Tap on “Sign in” located at the bottom of the screen.

—

Welcome

Get started with your account

Sign up

Signin

3. Tap the email text box to type in your email
associated with your Zoom account.
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Home Screen

4. Tap the password text box to type in your password for your Zoom account.

5. Tap “Sign in” to log into the app.

Cancel Signin

Email user@example.com

Password Required

Forgot password?

OTHER SIGN IN METHODS

& Continue with Apple

& Continue with Google

€ Continue with Facebook

@, Continue with SSO
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Creating a Zoom Meeting & Inviting People
1. Open the Zoom app from the home screen and tap on the “Schedule” calendar
icon located at the top of the screen.

9:565 ol T @)
Cancel Schedule meeting Save
Duration 30 mins
Time zone Mountain Time (US and Canada)
Repeat Never
Attendees None
2. Tap on “(Your name’s) Zoom Meeting” to type in the Enable Continuous Meeting Chat [ @)
meeting name (optional). Then, tap on “enter’/’return” on - -
the keyboard. (Pictured right)
QW E R T Y U I O P
3. Tap on the “Starts” text box. Then, utilize the date and time | # 5 P F 6 H J K L
to pick when the meeting will start by scrolling verticallyon |* 2 X € V B N M &
the date, hour, and minute. You can set it for AM or PM. 123 space retun

Once the correct date and time is selected, tap on the
“‘Done” button.

954 wl T -

Schedyls maelng

4. Tap on “Duration and use the duration tool to pick how
long the meeting will be by scrolling. Once the meeting
length is selected. Tap on “Done.” If your meeting runs Starts ’
longer than the set duration, the meeting will continue to Durstion
run. Zoom will not stop it unless the meeting is longer
than 40 minutes with 3 or more people in the meeting.

Tirmsz zone

Hepreal

5. Tap on “save” located at the top right corner to finish patendes
creating the meeting. The meeting will be added to your Enalble Continuous Mesting Chat _

calendar on the Zoom home screen.

Use Persanal Meating ID

Today 1%&& A
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6. To invite people, tap on the meeting you just created. A menu will display with
options to start or join the meeting, chat, and other options.

=
w T

Meetings

c ®
000

New Meeting Join Schedule Share Screen

Add a calendar

Tomorrow

10:00’3 Gerontology Club's Zoom Meeting

Meeting ID: 847 5333 8166 ‘

7. Tap on “Add attendees.” Two options will appear
to send a meeting invitation. “Send Message” will
send a meeting invitation via text. “Copy to
clipboard” will allow you to paste the meeting
invitation to any messaging or emailing app or
website.

8. To text the meeting invitation, tap on the “Send Send message
Message” button. This will open the Messages
app within the Zoom app.

Cagy 1o clipbaoard

Cancel

9. Type in a phone contact name or phone number.

10.To add another recipient, tap the “return”/’enter”
on the keyboard, then type the name or phone
number of the other recipients.

11. Once all recipients have been added, tap on the
“Send” icon.

Click hitps: fus0Sweb. room wly 1 0

BATEIERNEST

pratl=r T OAMZ Y mindygt SOWEFE -
gra T, 1 to skan or join & scheduled
Foom meeting

gwle|lrit ylu ile|p
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12.To send via email or other messaging app the Zoom meeting invitation, tap on
“Copy to Clipboard.”

Send message

Copy to clipboard

=
5 = mm

214 j_[|
13.Navigate to the home screen and tap on a :@ ; u I
messaging or emailing app.

14. Open or start a message or email

DOCHT
15.Tap on the message text box until a menu
appears. Depending on your device you may

have to hold a finger down on the screen for a ‘ ~ 9 @ ‘ I
few seconds.

16. Tap on the “Paste” button. Home Screen

17.Type in the recipient’s name, phone number, or email. Then, tap the “Send” icon.

10:37 ull W
* =
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Joining a Zoom Meeting: 2 Methods
Joining a Zoom Meeting using a Zoom link
1. Locate a Zoom meeting invitation on a messaging or emailing app or website.
2. Tap on the link located after the words “Join Zoom Meeting.” After tapping on the
link, the Zoom app will open and you will automatically join the meeting.

w44 - T.
L4 B O B
Zoom Meeting Link ke

S @ «

Geroraaiooy Chi i imdling yois 10 8 scheduled

Tooem mesting. Topic: Geramalogy Club's Zoom
Meeting Time: Feb 20, 2024 W00 AWM Mountain
Time (LS and Carada) Join Zeem Meating

1 Meeting 10

B47 5333 B166 Passoode: HWRIm

Joining a Zoom meeting using the Meeting ID
1. Locate a Zoom meeting ID number and passcode (if needed). This information
can be found at the end of a Zoom meeting invitation or provided by the Zoom
meeting host. Once the meeting ID and passcode has been found, write it down.

2. Tap on the Zoom app on the home screen.

3. Tap on “Join” located at the top of the screen.

4. Type in the Meeting ID number and tap the “Join”
button. If the meeting requires a password, you will
type it in after tapping “Join.”

i ey

556 5555 5555

1 2 3
4 5 &
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Key Features of Zoom Calls

Most features, except “Leave/End Meeting,” can be found at the bottom of the screen
on the “hot bar.” To view more features drag a finger horizontally on the hot bar. See
below for a description of each feature and its associated icon.

Video

The “Video” feature allows for others in the Zoom meeting to see you as long as your
device has a camera. When there is a red slash through the video icon, no one will be
able to see you. When there is not a red slash through the video icon, people will be
able to see you.

Video on
Others will be able to see you
Video off

‘ Others will not be able to see
you

Mute/Unmute

When you first join a Zoom meeting, tap on - o, |
“Join Audio” with the headset icon to connect .-'1
your device’s microphone to Zoom. After

tapping on “Join Audio” the headset icon will
become a microphone.

When there is a red slash through the microphone icon, you are muted and others will
not be able to hear you. When there is not a red slash, people will be able to hear you.

In Zoom meetings with several people, it is .
customary to stay muted to limit the v

occurrence of echoing. Echoing occurs when

someone’s microphone is picking up what Unmuted Muted
someone else is saying, which leads to your Others will be Others will not be
device’s microphone to repeat what the person able to hear you able to hear you

is saying. speak speak
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Chat

11

The chat feature allows participants in the meeting to send a written message. The chat
feature is a great tool when a Zoom meeting has many participants with limited

opportunities to speak.

Participan®

Leaves the chat so
you can see others

Gerontology Club®s Zoom

Tap here to send a
private message to
someone in the
meeting or to everyone

Text box for you to
type messages

QW ERT Y U

AS DFGH JKL

nZXCVBHM
123

Space

(=]

Mutes chat
notifications
during the
meeting

Sends
message
into the
chat

~
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Reactions

The reactions feature allows participants to display an emoji in their video box for a
short period of time. To send an emoji, tap on “Reactions,” then tap the emoji you would
like to express.

Screen Share

Screen share allows users to show all participants the contents of their screen in a
meeting. By tapping “Share Screen” at the bottom of the screen, the user can navigate
to other apps while sharing their screen.
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Leave/End Meeting

The “Leave/End Meeting” feature is located on the top right corner on smartphones. On
some tablets and laptops, the Leave/End button is located at the bottom right corner.

When the user is the host of the meeting, tapping the “End Meeting” button will provide
the option to the user to either end the meeting for everyone or leave the meeting
without making everyone else leave.

When the user is not the host, tapping on the “Leave Meeting” button will exit the
meeting. The user will no longer be able to engage with the other participants or hear
what others are saying. However, as long as someone in the Zoom meeting is still

present, the user can rejoin.
m Leaves the meeting if you are

not meeting host; the meeting
will continue without you.

Gives the host the option to
end the meeting for everyone
or leave the meeting while it
continues.




