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®* How to schedule ost a Zoom Meeting

® Zoom Settings




® Free version has 40 minute limit for 3 or more people

®* The App is free

® Good for people working from home
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HOW TO GET ZOOM

1. Zoom can be accessed via the Internet as well as through their App.

2. Through the In this together.
Keeping you securely

W I -H 4 YY1 R4 1 118 connected wherever you are.

Sign up for Free Helpful Resources

3. The app can be downloaded to Apple and Android devices. The app is free to use.

Goto your devices App Store and search for Zoom.




# Download on the

S App Store

OID DEVICES

GET IT ON ﬁ
Google Play |



Download on the

GETTING ZOOM ON YOUR T v
APPLE DEVICE ' App Store |

)

O 1. Click the Appstore on your device and Search

for Zoom

Zoom

Start a Meeting
Start or join a video meeting on the go
ZOOM Cloud Meetings
2. Click Get and then Open

AT

e

/
3. Either Sign In Z @
OR e
Sign Up -
Follow prompts to enter

name and email address

Sign Up Sign In

\.\v/

Schedule, start, or join a meeting with ease

ﬁ




GET IT ON
’ Google Play

o=l 71% m A

o= 95% |

nne Tuesdays T-Mobile

Previously installed apps
Give one a go

Houseparty  Instagram ZOOM Cloud Sr
3.2% b 45% & Meetings 4.
40% &

Tell others what you think

W W W

Write a review

. . . \ e

HIIT | Interval Barre | Ballet 7 Minute

For yoga lovers =
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®* Host — creates a meeting and must have a Zoom account
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*Note: Zoom does not currently have an option

for Non-Profits




® Ba: avice at a time

(either one :

* A basic user can host meetings with up to 100 participants.

Note: If 3 or more participants join, the meeting will time out after

40 minuvtes.




Zoom Meeting Plans for Your Business

Basic

Personal Meeting

Free

Sign up, It's Free

Host up to 100 participants a
Unlimited 1 to 1 meetings

40 mins limit on group meetings @
Unlimited number of meetings

Ticket Support

Video Conferencing Features
Web Conferencing Features
Group Collaboration Features

Security

Pro

Great for Small Teams

$14.99 1ormost

All Basic features +

Includes 100 participants
Meed more participants?

Meeting duration limit is 24 hrs
User management

Admin feature controls
Reporting

Custom Personal Meeting ID
Assign scheduler

1GE of MP4 or M4A cloud
recording

REST API

Skype for Business (Lync)
interoperability

+ Optional Add-on Plans

Zoom for Education |

Business

Small & Med Businesses

$19.99 /rosnos:

* Starting at 10 hosts for $199.20/mo

Buy Now

All Pro features +

Includes 300 participants
Meed more participants?

Dedicated phone support
Admin dashboard
Wanity URL

Option for on-premise
deployment

Managed domains
Single sign-on
Company branding
Custom emails
LTl integration

Cloud Recording Transcripts

Zoom for Telehealth |

o

Zoom for Developers

Enterprise

Large Enterprise-Ready

$19.99 oot o

* Starting at 100 hosts for $1,999/mo

Contact Sales

All Business features +

Enterprise includes 500
participants

Enterprise Plus includes 1,000
participants

Unlimited Cloud Storage

Dedicated Customer Success
Manager

Executive Business Reviews (1]

Bundle discounts on Webinars
and Zoom Rooms




( ‘Schedulin a Meeting
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Main Zoom Screen - Computer

© Q. Searc
TO Sll.q I"|' Cln ome Meetings Contacts eircn

Instant
Meeting

12:32 PM

Wednesday, April 29, 2020

To Schedule
a meeting

No upcoming meetings today

Schedule Share screen v




| \ HOW TO START AN INSTANT MEETING
\l\j 1. Log in to Zoom - Click Sign in - Click New Meeting

O

2. To invite others click the *i” icon - upper left corner

Q foom Meeting
and COPY the Zoom link to share

Q Zoom Meeting

Meeting Information

Trish Tergesen's Zoom Meeting

854 3130 1929

Trish Tergesen (You)

. Note: Another choice would be to create a

Personal Meeting ID (PMI)
See Next Slide
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1\\; PERSONAL MEETING ID

03:32 PM

Wednesday, June 24, 2020

New Meeting v

Start with video

v Use My Personal Meeting ID (PMI)
No upcoming meetings today

PMI is a personal meeting ID that can be used to go into your own
virtual meeting room anytime. It’'s permanently reserved for you.
|ldeal for use with people you meet with regularly.

*Create your PMI in your Zoom Account under Settings.




\_HOW TO SCHEDULE A MEETING — TWO OPTIONS

1. Click Schedule Meeting

from the main Zoom Screen

2. Click Meeting,
then click + sign

587-836-7524
My Personal Meeting ID (PMI)

Fri, May 01

Trish Tergesen's Zoom Meeting
3:00 PM-4:00 PM

Meeting |D: 827-4899-0987

Trish Tergesen's Zoom Meeting

3:00PM -400PM

Meeting D: 827-4899-0987

m fg Copy Invitation # Edit X Delete

Show Meeting Invitation




A LIST OF YOUR MEETINGS

° Q. Search

Meetings Contacts

Upcoming Recorded

KC - CSA Hudson - Intro to Zoom

Mon, September 14

Sharper Training's Zoom Meeting 10:00 AM - 12:00 PM

7:00 PM-8:30 PM Meeting 1D: [
Meeting 1D |

m fa Copy Invitation
Thu, September 24

Show Meeting Invitation

TT - EAST ISLIP - INTRO TO ZOOM
6:30 PM-8:00 PM

Meeting 10 NN

Thu, October 15

KC - EAST ISLIP - STREAMING VS CABLE
6:30 PM-8:.00 PM

vieting 10 S




® Audic

®* Advance controls — Waiting Room, Mute, Participant settings




1. Meeting info — Date, Duration etc.
@ 2. Generate Meeting ID
3. Password — mandatory

1. Video - Host video usually on
2. Audio — enables dial in for Participants

3. Calendar — automatically add meeting to
your calendar

Advanced Options:
Waiting Room, add an
Alternative Host *must be a

licensed user

SCIe e e 1d
Start | Wed April 29, 2020 | 02:00 PM
Duration: 1 hour - 0 minute e

|| Recurring meeting

Meeting ID

QO Generate Automatically () Personal Meeting 1D T

Passwaord

Reqguire meeting password | 446487

Video

Host: () on @ Off Participants: _ ) on @ Off

Audio

:: Telephone :: Computer Audio o Telephone and Computer Audio

Dial in from United States Edit

Calendar

o Outlook

:: Other Calendars

./ Google Calendar

Advanced Options -~
Enable Waiting Room

[ ) Enable join before host
I:::I Mute participants on entry
I:::I COnly authenticated users can join: Sign in to Zoom

ecord meeting

Time Zone: Eastern Time {(US and Canad...

r



are most of
trative side
1 meeting. If a

C 1n alternative host.

* Alternc an start the meeting.

BUT Hosts can on : ey schedule a meeting.

More information below - breakdown of each Role:

ort.zoom.us/hc/en-us/articles /36004032451 2-Roles-in-a-meetin



https://support.zoom.us/hc/en-us/articles/206330935
https://support.zoom.us/hc/en-us/articles/208220166-Alternative-Host
https://support.zoom.us/hc/en-us/articles/208220166
https://support.zoom.us/hc/en-us/articles/360040324512-Roles-in-a-meeting

the participant who
ore. Click Make Co-Host.
Q




B SpeakerView i

Zoom Controls
(while in a
meeting)

| AN ~ 1) ~ - as
Y A % asn o O - end
Unmute Start Video Security Participants Chat Share Screen Record Breakout Rooms

/A



\) ZOOM CHANNELS

Channels can be found in Contacts

Channels allow you to easily create private or public groups, send group chats, attach

files, screen captures, images and start an instant group meeting with or without video.

2 Zoom — O pd

G:j ) @ B Q. Search ﬁ.

Home Chat Meetings Contacts

Contacts

Starred

All Channels
=% Family 1
=% Happy Hour Friends 1

=% Sharper Instructors 1




LZOOM SETTINGS

O
a Settings
i
Start Zoom when | start Windows
Video When closed, minimize window to the notification area instead of the task bar

. Use dual monitors
Audio

Enter full screen automatically when starting or joining a meeting

Share Screen Automatically copy invite link once the meeting starts

Chat Ask me to confirm when | leave a meeting

Show my connected time
Virtual Background

00800080

Remind me 5 =~ minutes before my upcoming meetings

Recording [ ] stop my video and audio when my display is off or screen saver begins

Profile Reaction Skin Tone

e o e e e du
Statistics Lf L= L-_)é
Feedback

Keyboard Shortcuts

~NENoN:N NoNONINOND

Accessibility



Display
o to Settings

* SECURITY — always use the latest version of Zoom

* Set a password for your meeting

® Host controls Screen Sharing — typically don’t allow screen sharing for participants

/} ® Security Options Icon - these features are always available on the Host screen



ort.zoom.us articles/360027397692-Desktop-
client-and-mobile-app-comparison#note



https://support.zoom.us/hc/en-us/articles/360027397692-Desktop-client-and-mobile-app-comparison#note




4:18 PM Wed Sep 9

New Meeting

Meetings
Contacts

Schedule Share Screen

Settings




T@ 953%8

18 PM Wed Sep 9

Schedule Meeting

Sharper Training's Zoom Meeting

Today at 5:00 PM >

1 hour >

Eastern Time (US and Canada) >

Repeat Never >

Use Personal Meeting ID .
587 836 7524 '

If this option is enabled, any meeting options that you change here will
be applied to all meetings that use your personal meeting ID

SECURITY

Require Meeting Passcode .




4:18 PM Wed Sep 9

New Meeting

Schedule Share Screen

Meetings

©)

Contacts

Settings




4:04 PM Wed Sep 9 T @ v56% 8 )

End ® Zoom - $  w o

Mute Start Video Share Content  Participants More




4:04PM Wed Sep 9

End

Record to the Cloud

Chat

Meeting Settings

Minimize Meeting

Virtual Background

Disconnect Audio




V.

Q\CHANGE BACKGROUND — ZOOM APP
A g
p 8 |

el 1l Ed B I 1K

Choose a recommended background OR click + to add «
picture from your device
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