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How to Zoom - Participant Manual

Contents
2 (o1 VIVR (o Mo =41 o Ik (o 4 o To ] o NP PP PPPRPPPPPPPPPPPRY 1
To Schedule @ ZOOM IMEELING: ......uiii et e e e stre e e st a e e e saataee e seateeeesntaeessantaeeesnstaeeeanns 2
Sending @ Zoom Meeting INVITatioN:.......cuiiiiiiiie e s e e bee e s e bee e e e sree e e e naaes 5
TO Start @ SCHEDULED IMEETING: ... ..eiiiiiiiiie ettt ettt ettt e e e e e sttt e e e e e sesasnbeeeeeeeessnnneaeaeeeeens 7
Familiarizing yourself With CONEIOIS: ......ooiiiiiiiiiiie et ssree e e sebe e e e senbeeeesans 8
N0 Lo Ty =Y 1Y PR 8
VA Lo [=To N @leT o) { o] TP PP URTPPTOPPOPROT 8
Yol Y= T o =1 L= 9
CNat FEATUIE: .ttt ettt e sttt e at e st e e bt e e sabe e s bt e e sabeesabeeembeesabeeeabeeesabeesneeenareas 9
2 U=Tolo o [T oY =474 o] 4 s PSP SRSR 10
S To [T oY= a0 0 T=T= T =PRSS 10
To Start a New Meeting Without SCheduUling: ..........ooouiiii i 12
oI Lo g T I Yo T o o TN V(=T =1 T o = PP PRPRPRPRPPPR 13
JOIN @ Z0OM MEETING OPLION L.iiiiiiiiiiiiiiiiiiiieieititeeereeereeeerereeaee—————————————————————————————.—.—.———————..—.. 14
JOIN 2 Z00M MEETING OPTION 2.ttt et e e e e s ettt e e e e s s e sstbbeaeeeeessessassreeeeeeessssnsssees 18

O\ Jewish

Federation

OF GREATER HARTFORD



How to Login to Zoom:
Go to https://zoom.us/

Click “Sign In”
Enter your Username

Enter your Password l

ZOOIT) soWTONS - PLANS&PRICING  CONTACT SALES JOIN AMEETING HOSTAMEETING ~  SIGN IN

You're doing big things

The #1 video communications solution is here to help

Enter your work email Sign up, it's free

Sign In

Email address

[ Email address ]

Password

Password

Forgot password? ¥ Stay signed in

Click “Sign In”


https://zoom.us/

To Schedule a Zoom Meeting:

Login into Zoom
Click “Meetings”
Select the tab “Upcoming Meetings”

Review previously scheduled meeting to make sure there isn’t a conflict with the meeting you
plan to schedule.

ZOOIN  sowrons-  PLANS&PRCING  CONTACTSALES SCHEDULEAMEETING  JOINAMEETING  HOST AMEETING ~ SIGN OUT
PERSONAL ; . ; . . .
Upcoming Meetings  Previous Meetings  Personal Meeting Room  Meeting Templates P
Profile

Webinars
Start Time = Topic + Mesting D
Recordings
Mon, Mar 23 PASC Local Allocations Percentage Meeting 255776242 seart || Delet
Settings 05:00 PM
If there i flict, th d and Click “Schedule A New Meeting”
ere Is no conrtlict, then proceed an IC cheadule ew lvieetling
ZOOIMN  sowrons~  pLANSSPRICNG  CONTACT saLs SCHEDULEAMEETING  JOINAMEETING  HOST AMEETING + SIGN OUT
(EESE Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates W Get Training
Profile
Webinars
) Start Time = Toic = Meeting 1D
Recordings
Mon, Mar 23 PASC Local Allocations Percentage Meeting 255776242 start || Delets
Settings 05:00 PM



Add topic, description, start date and time and estimated run time
Registration: not required

Meeting ID: Generate Automatically

Meeting Password: Do not check

Video: Host and participant set to “on”

Schedule a Meeting

Topic WMy Meeting

Description (Optional) Enter your meeting description

When 02/27/2020 = | 300 v |l pm o~
Duration 1 v |hrl 0 v | min

Time Zone (GMT-5:00) Eastern Time (US and Canada) v

Recurring meeting

Registration Required

Meeting ID & Generate Automatically Personal Meeting 1D 789-365-6031
Meeting Password Require meeting password

Video Host ® on off

Participant ® on off



Audio: “Telephone and Computer Audio”
Meeting Options: leave default settings (as pictured below)

Alternative Hosts: don’t use this feature. You can always turn over hosting duties later

Click SAVE
Audio Telephone Computer Audio # Telephone and Computer Audio 3rd Party Audio
Dial from United States of America Edit

Meeting Options # Enable join before host
Mute participants upon entry
Enable waiting room
Only authenticated users can join
Record the meeting automatically

Alternative Hosts Example: mary@company.com, peter@school.edu

Save Cancel



Sending a Zoom Meeting Invitation:

After you schedule a zoom meeting you will see this confirmation screen.

Click on “Copy the Invitation”

® Home | Salesforce. X | @ New Generations, Ancient Wisdc X (@) Mesting Information - Zoom x  + - X

< C @ zoom.us/mestin

/362590321 * o (»

REQUESTADEMO 18887995926 RESOURCES v  SUPPORT

ZOOMN  sownons~  pussrmcns  conmacraies SCHEDUEAMEETNG  JONAMEETNG  HosTAMEETNG + @) sowour

PERSONAL
My Meetings > Manage "test"

Webinars
Time Mar 6, 2020 03:00 PM Eastern Time (US and Canada)
Recordings - \ Ny N
Add to ‘ B Google Calendar ‘ ‘ ui Outlook Calendar (ics) ‘ ‘ @Vs'yoﬂca\cnds'
- L J L J L J
Meeting ID 362-590-321
ADMIN

User Management

Meeting Password Require meeting password
> Room Management
" . 13625 e i &
5 P Invite Attendees Join URL: https://z00m.us/j/362590321  Copy.the invitation <
> Advanced
Video Host on
Participant on
Audio Telephone and Computer Audio
Attend Live Training
Video Tutorials Dial from Urnited States of America
Knowledge Base Meeting Options

Enable join before host

Mute participants upon entry

Enable waiting room

Only authenticated users can join

Jovaseript Record the meeting automatically

2220M
H P Type here to search ) 020




Copy Meeting Invitation

Meeting Invitation

Heather Fiedler is inviting you to a scheduled Zoom meeting.

Topic: test
Time: Mar &, 2020 03:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://zoom.us/j/362590321

Meeting ID: 362 590 321

One tap mobile
+16468769923,362590321# US (New York)
+16699006833,,362590321# US (San Jose)

Dial by your location
+1 646 B76 9923 US (New York)
+1 669 900 6833 US (San Jose)
Meeting ID: 362 590 321
Find your local number: https:/zoom.us/u/aj?0gzTWD

Copy Meeting Invitation Cancel

Click “Copy Meeting Invitation” and the invitation will be automatically copied to your
clipboard.

Paste into email or outlook meeting appointment.

Copy Meeting Invitation

Copied to clipboard

Copy Meeting Invitation  [jleio]




To Start a SCHEDULED Meeting:
Login

Go to Meetings

ZOOIN  sowrons~  PLANSSPRCING  CONTACTSALES

PERSONAL

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates
Profile —_—
Webinars
Start Time = Topic =
Recordings
Mon, Mar 23 PASC Local Allocations Percentage Meeting
Settings 05:00 PM

Find the meeting you scheduled and click “Start”

An option will pop up asking “Open Zoom Meetings?”

Open Zoom Meetings?

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

Open Zoom Meetings

AN

SCHEDULEAMEETING ~ JOINAMEETING  HOSTAMEETING v SIGN OUT

Meeting ID

255-776-242

AN
Click “Open Zoom Meetings”

If a popup asks - Join using computer audio

Your meeting will start

W Get Training



Familiarizing yourself with Controls:

Hover on the bottom of your screen to access control bar

Audio settings:

© Zoom Meeting ID: 610-425-329 - o >

Click on the microphone/mute button to mute yourself.
If you need to troubleshoot audio first “Test Speaker & Microphone”

Video Controls:

() Zoom Meeting ID: 610-425-329 = o ¥

Click “Stop Video” button If you don’t want to be seen by other people on the zoom
conference.



Screen Sharing:

) Zoom Meeting ID: 610-425-329 - o x

-]

To start screen sharing click green “Share Screen” button.

Chat Feature:

v Zoom Group Chat

To:  Everyone v

' © G Type message here...

When you click on “Chat” it opens the Chat Feature which allows for sidebar discussions. This is

a great place for people to ask questions that are then addressed by the speaker without
everyone asking their questions over audio.



Recording Zoom:

© Zoom Meeting ID: 610-425-329

If you would like/need to record a zoom meeting please be aware that the cloud space is very

limited and you will need to download it to free up space for the next person. Please let Bob or
| know if you plan to record a session.

Ending A meeting:

© Zoom Meeting ID: 610-425-329

Mute Stop Videc

Click “End Meeting”
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A pop up will appear asking “End Meeting or Leave Meeting?”

© FPostAttendec - 24 @) zoom = o X

<

= I

S

v

g o @

=

v Zoom Group Chat

Outlook

New message

Favorites

Inbox
Sent Items
Deleted Items}

() End Meeting or Leave Meeting?

Add favorite
To keep this meeting running, please assign a Host.

Folders

Inbox "~ rd like to give feedback to Zoom

Sent ltems
Deleted Items}
Junk Email
Archive

Notes. To:  Everyone v

Type message here...
Conversation

JFGH Dirk Bird 5B
deck Thu 3:29 PM
Heather, Jody and Deb, See attached the pre...

B & ¢

3 HIS Deckppte

O Type here to search

Click “End Meeting for All”
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To Start a New Meeting without Scheduling:
Log In

From home screen click “Host A Meeting”
Select with or without video or share screen

Click “Open Zoom Meetings”

Meeting Controls:

~ 2= '

Stop Video Invite Manage Participants Share

For more information review: https://support.zoom.us/hc/en-us/articles/201362033-Getting-

Started-on-PC-and-Mac

12


https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-PC-and-Mac
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-PC-and-Mac

To Join a Zoom Meeting:

You will have received a zoom invitation via email that looks like this

JFGH Hartford is inviting you to a scheduled Zoom meeting.

Topic: Israel & Overseas Committee Meeting - Tuesday, February 18, 2020
Time: Feb 18, 2020 05:10 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://zoom.us/j/914599893 «——

Meeting ID: 914 599 893

One tap mobile
+19292056099,,914599893# US (New York) €+——
+16699006833,,914599893# US (San Jose)

Dial by your location
+1 929 205 6099 US (New York)
+1 669 900 6833 US (San Jose)
Meeting ID: 914 599 893
Find your local number: https://zoom.us/u/acDx20fJ1

You have 2 options:

1. Open the email invitation on your computer or phone and click the link

2. Callin to the Zoom Meeting (audio only)

13


https://zoom.us/j/914599893
https://zoom.us/u/acDx2OfJ1

Join a Zoom Meeting Option 1:

Open web browser and go to www.zoom.us

® Home | Salesforce. X | @ MewGenerations, AncientWisdc X (@) Video Conferencing, Web Confer X |+ = X

< C @ zoomus

REQUESTADEMO 18887999666 RESOURCES~  SUPPORT

Zoom Phone Now Available in 18
Countries and Territories!

,

/\

o0

One Consistent Enterprise Experience.

https://zoom.us/join

P Type here to search

Click “Join a Meeting”

Join a Meeting

123 456 789 D

Join

Type in your 9 digit Meeting ID and click “Join”

14


http://www.zoom.us/

An option will pop up asking “Open Zoom Meetings?”

Open Zoom Meetings?

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

Open Zoom Meetings m

X

N\

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.

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

Click “Open Zoom Meetings”

A screen may pop up to “Enter Your Name”. Enter and click “Join Meeting”

8 Zoom b

Enter your name

Your name

@ rRemember my name for future meetings

Join Meeting | Cancel | )

15



A “Video Preview” box will pop up. Click “Join with Video”.

| D) S

: Always show video preview dialog when joining a video meeting

‘ —p ELICRVIURVEES | Join without Video |

Another box will pop up. This one will ask you to “Join with Computer Audio”.

Before joining, Click “Test Speaker and Microphone”.

) Choose OME of the audic conference options >

Phone Call Computer Audio

Join with Computer Audio

— Test Speaker and Microphone

(] Automatically join audio by computer when joining a meeting




Testing Speaker:

If you hear a ringtone click “Yes”.

Testing speaker..

Do you hear a ringtone?

P '. P

—l | Yag | | Mo |

Speaker 1: Speaker/HP (Realtek High Definition...  ~

Cutput Level;  S—

Testing Microphone:

If you can hear yourself click “Yes”

Testing microphone..,

Speak and pause, do you hear a replay?

—_— Yes 1 No ]
Microphone 1: Same as System v
Input Level:

—

You will now be entered into the Zoom Meeting.
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Join a Zoom Meeting Option 2:

JFGH Hartford is inviting you to a scheduled Zoom meeting.

Topic: Israel & Overseas Committee Meeting - Tuesday, February 18, 2020
Time: Feb 18, 2020 05:10 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://zoom.us/j/914599893 «——

Meeting ID: 914 599 893

One tap mobile
+19292056099,,914599893# US (New York) ¢+——
+16699006833,,914599893# US (San Jose)

Dial by your location
+1 929 205 6099 US (New York)
+1 669 900 6833 US (San Jose)
Meeting ID: 914 599 893
Find your local number: https://zoom.us/u/acDx20fJ1

If you are attending a Zoom Meeting on a computer that has access to the original zoom
invitation you received via email, click the “Join Zoom Meeting” link (red arrow above)

If you are attending from your mobile phone click the “One tap mobile” link (green arrow
above)


https://zoom.us/j/914599893
https://zoom.us/u/acDx2OfJ1
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