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1: SET UP

NOTE: Please refer to “EBS Member - Zoom Instructions” for Zoom basics.

Be prepared to assist your members with Zoom set up and use.

HOST A MEETING ~ SIGN IN [SIGNUP.H‘SFREE

J

SIGN UP foR A FREE
ZOOM ACCOUNT

Open web browser and type
“zoom.us" or click this link:

https://zoom.us/

Click “Sign Up It's Free” on upper
right corner

For verification, please confirm your date of birt

e B o E o :

:

h.
Enter your birthdate

oorr ted
Ser ly.
Sign Up

This data will not be stored e Enter your email address (Or
choose to sign in with Google or
Sign Up Free Facebook if preferred)
Your work email address

zoom Signin

Hello

Welcome to Zoom!

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

Open the confirmation email sent
to your account. Click “Activate
Account” to complete the process

e Enter your name and choose a
password

Activate Account
First Name

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

| —
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1: SET UP

DOWNLOAD APP
To COMPUTER
- 1. )Open web browser and type
“zoom.us/download” or click
https://zoom.us/download

Zoom Client for Meetings

H " " 17}
The web browser client will download automatically when you start or join your first Zoom /@C I ICk Download fO r th e Zoom
meeting, and is also available for manual download here. CI ient for Meeti ngS"

Download Version 5.0.5 (26213.0602) . " . "
Click the “zoominstaller.exe” and

follow the instructions on your screen

| © zoominstaller | - Note: Some browsers will ask if you
want to run or save “zoominstaller.
exe"” Choose “run”.

@Click on the Zoom app and signin
with your account information

womwoon EE] DOWNLOAD APP
Google pl
cogic play E T0 MOBILE DEVICE

" Download on the
App Store Apple: go to “"App Store”

Android: go to “Google Play”
Kindle Fire: go to “"Games and Apps’
f 2 Zoom | © cancel then tap “Store”

ZOOM Cloud Meetings
al GET
alolelel <\@Tap “Get" for the Zoom Cloud

: Meetings

U ZOOM Cloud Meetings
Business
o \.Open the app and sign in with your

account information

!

Tap search bar and type “Zoom”
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1: SET UP

PRACTICE A

TEST MEETING

Join Meeting Test Open web browser and type

Test your internet connection by joining a test meeting. Zoom.usltest or CIiCk
https://zoom.us/test

Click "Join”

Open Zoom Meetings?

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

Open Zoom Meetings

Join with Video

Select a Microphone

Click “Open Zoom Meetings”

Click "Join with Video”

b

E Join without Video T

n

Click the arrow beside the “mute
button

v Microphone (C922 Stream Webcam)

Click "test speaker and

N

microphone”

Test Speaker & Mic
Switch to Phone Audio...

Leave Computer Audio FOI IOW the inStrUCtionS tO enSU re

Audio Settings...

your settings are correct

- L4
wi - 2

Unmute Start Video Participants

NOTE: Steps (above) may occurin a
different order on various devices.

Testing microphone...

N

Speak and pause, do you hear a replay?

e L J Follow these steps on a tablet or
phone minus the option to test
[ speaker and microphone.

Do you hear a ringtone?
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2: SCHEDULE AND INVITE

NOTE: You must have a Zoom SCHEDULE A

account and the Zoom app in order
to schedule and host a meeting. . MEETING
(COMPUTER)

E -+ @Open the Zoom App (sign in if needed)

+ .
n /@Cllck or tap on “Schedule”

Share screen

Type “[Host name] Discussion Group”

in topic

Choose the date and time your group

5

Schedule Meeting

ropic will meet

| weinas Bumette Dscussion roup | / Note: check the time zone for

sue [Vor v [z =] accuracy and change if needed

Duration: 0 hour ~ I 30 minutes A4 I

Time Zone: cmam:wm Choose 30 minutes for duration (the

free account will allow 40 minutes)

Meeting ID

) Generate Automaticall ( Personal Meeting ID 852 929

Password
@

Video

Click or tap "Recurring Meeting”

Click or tap "Generate Automatically”

ast:o On Off Parti(ipants‘o On Offl for Meeting ID
\
Outlook O Google Calendar Other Calendars

For Video click or tap “on” for host

Advanced Options - \

and participant

Option: add meeting to your calendar
if preferred

lick “schedule” to finish

$ 350000

Audia
g Computer. Ak NOTE: (Some devices include Audio
E Talaghens and Cemputer Audic | Zed Party Audic -

option) For Audio click “telephone or

computer audio”
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2: SCHEDULE AND INVITE

NOTE: You must have a Zoom
account and the Zoom app in order
to schedule and host a meeting.

SEND AN
INVITATION LINK

(COMPUTER)

Meetings

P23

1. )Open the Zoom App (sign in if needed)

Click or tap "Meetings”

Click or tap the meeting scheduled
for your discussion group

Grant MacLaren's Zoom Meeting

02:00 PM - 05:00 P
Meeting B0z 311-853-637

Host: Grant hacLaren

&= [

eww Meeting Invditaticn

Click or tap “Copy Invitation”

Open email and address email to
group members

b

Click or tap the body of the email and

paste invitation

New Message

Group members email addresses

| Subject

Emoji Win+Pericd

Undo Ctrl+Z

Redo Ctrl+Shift+Z,
02:20 PhA - Q500 Pk

Cut trl+X

Copy Ctrl+C

|

Paste as plain text Ctrl+Shift+V

henting I0: 311-853-637
Ctrl+V
Host Grant hAacl aren

Select all Ctrl+A

Spell check >

Writing Direction >

Inspect Ctrl+Shift
|
Send IA@J@@l}!@t"S

B

I

[

Av

Note: on computer right click for paste
option or click “paste” button.

On other device a tap provides option
to paste

@Send email to group members

Note: See Zoom Instructions for Group
Members for "How to Join a Meeting.”
These instructions will assist members
to join the group by using the emailed
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2: SCHEDULE AND INVITE

NOTE: You must have a Zoom
account and the Zoom app in order
to schedule and host a meeting.

SCHEDULE A
4 MEETING

' (MOBILE DEVICE)

NOTE: Follow the same procedure as

for a computer (pg 7) and note these
il Sprint = 6:25 PM +o%a%m differences:

Cance Schedule Meeting

1. Do not use Personal Meeting ID
2. If allowed, do not use a password
(Zoom may require a password for free

Starts Today at 7:00 PM

accounts)

Duration 1 hour

Time Zone . Do not enable the waiting room (this
Repeat starts the 40 minute time limit for free
accounts)

Host Video On

Tap “Done” to finish scheduling the

Attendee Video On
Audio Option Bott meetlng

SEND AN

il Sprint = 10:25 PM ¥ % 61%
L INVITATION LINK
' (MOBILE DEVICE)
When Dec 15, 2017 at 11:00 AM
Topic iz = NOTE: Follow the same procedure as
Cancel Info Edit
Meetna 1D for a computer (pg 8) and note these
Duration 1 hour When Mar 19, 2020 at 11:00 AM .
Topic Midweek Check-in d 1 ffe rences:
Start Meeting Mesting D 1. )Tap “Add Invitees” after you tap the
30 mins . . .
Add invitees o s meeting scheduled for your discussion
Delete Meeti
ete Vieeling — group
2. )Tap “Send email” (if email already set
Send Email

up on your device) and address the

Send Message

email to your group members

Copy to Clipboard

Cancel
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3: FACILITATION AND TIPS

HOW TO
=D START THE MEETING

e —@Open the Zoom App (sign in if needed)

© @Click or tap “Meetings”
<

Meetings

Click or tap the meeting scheduled

for your discussion grou
Grant MacLaren's Zoom Meeting V' y g P

04:00 PM = 0500 PR

Click or tap “Start”

Meeting BD: 311-853-637 /‘
4t Gramt hacLaren . .
Host: Grant Mact //®Check your video and audio to ensure

m % Copy lnwitation # Edit * Delete both are ON (no red Iine)

w Meeting Imdtation

VN HOW TO MUTE

Unmute

D W . X '

Join Audio Stop Video Invite Manage Participants | Share Screen NOTE OccaSiona”y there is audio
\ feedback from one member or the entire
group. Muting the individual or the group

Unmate Al More v \ corrects the situation. Remind members

Mute participants on entry

unmute themselves

to “unmute” themselves when they are

ready to speak!

Lock webinar

After you start the meeting:

Allow panelist start videl . " . . "
Click or tap on “participants
v Raize hand

View the participant counts

Click or tap on “mute all” if needed

®

W Follow host view mode

Click or tap on “..." or “more” and

select “mute on entry” if desired

w Participants (2)

Student (me) '.« [ ] . u 1788
© student (me X <\.Cllck or tap on the “mute” icon next to
Instructor (Host) g [ ]

the member's name
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3: FACILITATION AND TIPS

HOW TO RENAME

Occasionally someone joins and instead
of their name you see “iphone” or

something else. You may want to rename.
-
e Options to rename are:
1. Askthe person to rename themselves
SO everyone can see their name
Note: this is especially important if
they do not have video. See Zoom

Enter a new screen name:

[Mike Harding

Instructions for Members for help.

Remember my name for future meetings

[eczm] - e Right click the displayed name on

their tile and type the correct name
(computer only)
:ﬂ 2-1 . " o o "
loin Audio Stop Video Invite Manage Participants = Share Screen e Clle or tap PartICIpantS then hover
or tap the individual and rename (may

v Participants (1) / have to click or tap “more” before

@ Ryan B... (Host, me)

~ Participants (2)

seeing the option to rename)

Chat

Ack to Start Video

‘?i Lee Sheng Shun (Host, me) ! '/l Make Host
Make Co-Host
‘6'. JacklEatken m m Allow Record
Assign to type Closed Capj

Put in Waiting Room

Remove
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3: FACILITATION AND TIPS

& HOWTO
e LOCK THE MEETING

To secure the meeting you can “lock the

meeting” once all members have joined.

Lock Meeting
Enable waiting room This prevents an uninvited person from

Allow participants to: JOInlng

v Share Screen

v Chat

v Rename Themselves FOR COM PUTER:
G al’ L c Click or tap on “Security”

Security Manage Participants Chat Share Screen
e Click or tap on “Lock Meeting”

g U OR

loin Audio Stop Video Invite Manage Participants = Share Screen

@ 0 © o |e a Click or tap on “Participants”

no go slower go faster more clear all

Q Click or tap on “...” at the bottom right

Mute All Unmute All More +~

Mute participants on entry

+ Allow participants to unmute themselves e Click Or tap on “Lock meeting"

+ Allow participants to rename themselves

+ Play enter/exit chime /
Lock meeting

FOR MOBILE DEVICE:

L/}

Tap on "More” or “..." depending on

device
@Tap “Meeting Settings”

e Tap “Lock Meeting”

Meeting Settings
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3: FACILITATION AND TIPS

HOW TO USE
BREAKOUT ROOMS

(COMPUTER ONLY)

To place members in smaller groups to

>

Joining Breakout Rooms...

Breakout Room 1
It may take a few moments.

discuss a question place them in breakout
rooms.
Note: if a member has poor Internet
connectivity, they may freeze or be unable
to join a breakout room. Allow them to stay
with a few people in the “main room” for

the discussion. Breakout rooms are NOT an

option if the meeting is hosted from a tablet

Zo00m HOST A MEETING ~ or smartphone.

Eoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES Enable Breakout Rooms
(Before the meeting)

ERSONAL Meeting Recor|
Profile Open web browser and type zoom.us
Mestings Schedule Meeting or click this link: https://zoom.us/
Webi In Meeting (Basic)

In Meeting (Advanced

Recordings Click sign in on upper right corner or

g o

Other

“My Account” if already signed in

e Click "Account Settings”

In Meeting (Advanced)

—— 0 Navigate to “Meeting” - “In Meeting
In Meeting (Basic) Report participants to Zoom C ( Ad vance d )"

Hosts can report meeting participants for inappropriate behavior to Zoom's Trust
In Meeting (Advanced) . . )
and Safety team for review. This setting can be found on the Security icon on the

Ermal Nofification meeting controls toolbar. @

Other

] <+ ro A?@Scroll down to “Breakout Room” and

‘Allow hest to split meeting participants into separate, smaller rooms

click the toggle to enable (biue is enabled)

Allow hast to assign particioants to brezkout rooms when scheduling (7
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3: FACILITATION AND TIPS

HOW TO USE
BREAKOUT ROOMS

(COMPUTER ONLY)

>

Joining Breakout Rooms...

Breakout Room 1
It may take a few moments.

us & Open Breakout Rooms

Closed Caption Breakout Rooms Reactions

e . " 7}
@Cllck on “Breakout rooms

Assign 1 participants inml 1 * |rooms: 2. )JEnter the number of rooms you prefer
(usually 1room for every 3-4 people)

*  Automatically Manually
(3. ’Click “Automatically”

1 participants per room

{ 4. )Click “create breakout rooms”

Create Rooms

Instruct members to click or tap the
button that appears on their screen

U The host is inviting you to join Breakout Room:

Breakout Room 1 . . " "
After 1 minute click “breakout rooms

and click or tap “close breakout

rooms”

® @ Breakout Rooms - In Progress
- Catr G

s NOTE: Members will automatically return

® Lorelei Hoover =] Move To
~ Breakout Room 1 Join

to the main room after 1 minute

@ Elizabeth Onstwedder

Broadcast a message to all A Close All Rooms
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5: FACILITATION AND TIPS

HOWTO
USE THE CHAT

It may be helpful for members to
communicate using the chat during a
meeting. This can be used for prayer
requests, to ask questions, to give others
an update, etc. Using the chat allows for
“extra side conversations” that all can
see but that do not take time away from
discussing the questions.

~ ‘u !\ 28 ’

Invite Manage Participants  Share Screen Chat

FOR COMPUTER:

v Zoom Group Chat Click or tap on “Chat”

Frem Me to Everyone:
o /@ Ensure the “To: Everyone” appears

Type the message and hit “enter” on

o:  Everyone

ype message here...

-« your keyboard.

FOR MOBILE DEVICE:

u

Tap on “More” or “...

Tap on “Chat”

Audio

Ensure the “To: Everyone” appears

@ Type the message and hit “enter” on
your keyboard.
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3: FACILITATION AND TIPS

4 | HOWTO USE THE
200Mm HOST A MEETING ~ raize Hand | RAISE HAND FEATURE

Note: The “raise hand” feature is an

IZOOIM\  sowrons-  riasermcnc  conmctsaiss option intended for participation in a
large leaders’ meeting.
ERSONAL Meeting Recor
- N Enable Setting:
ng iticll Sign in at zoom.us or click "My
econting In Meeting (Advanced) Account” if already signed in
Email Notification

gf @Click "account settings”

Schedule Meeting Whiteboard ©

Allow host and participants to share whiteboard during

Navigate to “Meeting” - “In Meeting

In Meeting (Basic)

In Meeting (Advanced) Allow saving of whiteboard content ()

H n
(Basic)

Email Notification

Other

Remote control

During screen sharing, the person who is sharing can allow others to control the
shared content

Nonverbal feedback

in a meeting can provide nonverbal feedback and express opinions by

T s cnprone et ‘\@Enable the feature by clicking the

0 Scroll down to “Nonverbal Feedback”

toggle (blue is enabled)

VA ~ 2 @ R CPR )

Start Video Irvite Manage Participants Share Screen P

During the leaders’ meeting:
a Click the "Participants” button
(computer)

] Y

Audio Video Share Participants More

Q Tap “More” button (tablet/
smartphone, mobile device)

T 4 @A!L-—_@Click or tap the “raise hand” icon
<4+
¢ o o @ © e @Click or tap the icon again to turn it

Raise Hand na go slower go faster o

*-_._=— off
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5: FACILITATION AND TIPS

HOW TO OPTIMIZE
& 1 700M APPEARANCE

light behind = not ideal /@ Lighting:

Ideally a light source is in front of you

Light above or behind dims the picture
+ Face awindow if possible

« Close blinds or curtains if a window is

behind you

s,

Place a small lamp in front of you if

light in front = ideal ) ) .
your picture is too dim

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Framing:
not centered 4/@ 9

Ideally you are framed in the center of

your video tile
« Head and shoulders should be visible

Adjust your camera or body position

so you are centered and can make

eye contact with the camera

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

/@Webcam Position:

If using an external webcam, place it

on top of your monitor.

- - This enables you to be centered in
the video tile and appears to your
participants that you are making eye

contact with them
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ADDITIONAL RESOURCES

zoom Help Center SALES PLANS JOIN A MEETING C

Support Topics

57 HS

Getting Started Audio, Video, Sharing Meetings & Webinars ShEmiiEm A
==
oL @
oo = \j
=a
Zoom Rooms H.223/5P Messaging Integration

Additional Resources

Zoom Cloud Status. Q Contact Support

ZOOM MEETING CONTROLS ZOOM HELP CENTER
Video Tutorial Additional help resources

Click or copy/paste this in your web browser. Click or copy/paste this in your web browser.

https://www.youtube.com/embed/ygZ96]_z4AY ?rel=0&au- https://support.zoom.us/hc/en-us
toplay=1&cc_load_policy=1

Zoom Help Center - Getting Started - Training m Help Center > Getting Started > Training
Getting Started Zoom video tutorials tting Started Watch Recorded Training Sessions
Audio, Video, Sharing dio, Video, Sharing
Meetings & Webinars etings & Webinars
Zoom Phone om Phone C S i with Z
Account & Admin Click the sections below to view video tutorials for Zoom. You can also register for upcoming count & Admin setting Started with Zoom
om Rooms
Zoom Rooms T — - o This 30-minute training session with live Q&A will provide a high-level tour of Zoom and
H.323/SIP o : - : .
Messaging ssaging cover the basics you need to get up and running.
Integration Zoom Meetings and Webinars egration
SR e Premise View a recording
Training g
e Zoom Meetings Training
Recently viewed = | Join a Meeting f(e‘netsly viewed
articles This 60-minute training session with live Q&A will review features applicable to Zoom
B Learn More om video tutorials
Meetings and using the Zoom Client software. We will discuss scheduling and hosting your
meetings.
View a recording
(it N —. — Scheduling a Meeting with Zoom Website
nviting others 1o join-a Jo— Jin a Zoom Meetings for Education Training
meetin Learn More ot
Scheduling meetings ing This 45-minute training session with live Q&A will cover the power of virtual teaching and
= P learning in the Zoom classroom for students and teachers.
Related articles
View a recording

ZOOM VIDEO TUTORIALS ZOOM TRAINING
Videos Recorded Videos

Click or copy/paste this in your web browser. Click or copy/paste this in your web browser.

https://support.zoom.us/hc/en-us/arti- https://support.zoom.us/hc/en-us/arti-
cles/206618765-Zoom-video-tutorials cles/217214286-Watch-Recorded-Training-Sessions
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https://support.zoom.us/hc/en-us/articles/206618765-Zoom-video-tutorials
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