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Setting Zoom up on your computer

1.Sign on to your internet browser (chrome, internet Explorer,
Firefox, Safari).

2. Type: https://zoom.us/ press ‘Enter.’

3.Click on:“Sign Up, It’s Free” ~_
zoom SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST A MEETING ~ mm

Zoom for video,
conference rooms
& phone. v

4.Type your e-mail address and click on “Sign Up.”

Sign Up Free
Your work email address
i )

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.
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5.You should now see this message on your screen.

We've sent an email to  Your email address should appear here

Click the confirmation link in that email to begin using Zoom.

if yvou did not receive the email,

Resend another email

6.Go to your email program. You should see a message
from Zoom like this:

Q  search mail - (
og- < . 1-20f2
Zoom Please activate your Zoom account - Welcome to Zoom! To activate your account please click the b...

7.Click on the message to open it. You should see a
message like this. Click on ‘Activate Account’ button.

Please activate your Zoom account inbox x

Zoom <no-reply@zoom.us> 2:24 PM (5 minutes ago)

toYourNameHere ~

200m

Signin

Hello YourEmailAddress@gmail.com

Welcome to Zoom!

To activate your account please click the button belgfv to verify your email address:
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8.Your next screen should look like this. Fill in your name
and preferred password. Your password must be at least
8 digits long, have at least one number and one capital
letter. Then click on ‘Continue’ button.

1 Accountinfo---- 2 wite C 3 Test Meetir

w Welcome to Zoom

emailaddress@gmail.com. Y

9.1f you asked whether to save the password on your
computer, answer appropriately. Most people answer

( ]

yes’.
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10.  Your next screen should look like this picture shown
below. This is an optional step. Click on ‘Skip This Step.’

Don't Zoom Alone.

name@domain.com

name@domain.com

11. At this point you should be set up. Congratulations.
To join a meeting, you will get an e-mail that looks

something like this:

Hi Folks!

We're going to try something new for us - a virtual First Friday through Zoom

If you're brave - grab a glass of wine, beer, Margarita, or cocktail of your choice and join us Friday at
a little before 4:30 at your computer or smart phone. The details are below

When you sign into the meeting. go to the bottom left hand of your screen, and you will see icons for
a microphone and a video camera. Click on the microphone if it doesnt have a slash through it - we
want you to be muted at the beginning. Click on the Video camera if you want to be seen - and we
DO want to see you! The mute button is very important, as if you aren't muted we get too much
feedback. When you want to speak. press and keep holding your space bar on your keyboard. That
will unmute you as long as it is held down

?

This is our first try at this, so please be patient as we work out the kinks

Janet Tenreiro is inviting you to a scheduled Zoom meeting

Join Zoom Meeting
https://usO4web.zoom.us/j/1234567890

Meeting ID:123 456 7890

The message part
will change with
each e-mail. All you
need to do is click

on the blue line
~ here:
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12. If you get a screen that looks like this, click on this
blue link.

T~

Redirect Notice

The previous page is sending you to https://us04web zoom.us/j/1234567890.

If you do not want to visit that page, you can return to the previous page.

13. When you get to a screen that looks like the one
shown here, click on the ‘Open Zc}om’ button.

BZON " Metflic Y po-Tools Media
Open Zoom?

https://us0dweb.zoom.us wants to open this ghplication,

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.
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Final Helpful Tips

@) © Participant ID: XX Meeting 1D: 123-456-7890

. ~ 'J‘ ~ 10 & E‘l Q @

Mute Start Video Invite Manage Participants Share Screen Chat Record

(—

When you sign into the meeting, go to the bottom left hand
of your screen, and you will see icons for a microphone and
a video camera. If there is a slash it means it is off. Click on
the microphone or video camera to turn on. Most meetings
will start with them off.

Click on the Video camera if you have one and want to be
seen by others (we DO want to see you)!

When you want to speak, press and keep holding down the
space bar on your keyboard. That will unmute you as long
as it is held down.

If muted by host, use the Chat button to ask questions.
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Keyboard shortcuts for common actions
(some commands are for Host Only) Yellow highlights the most common

Space Bar: Hold down to unmute
Ctrl+Alt+Shift: Move focus to Zoom's meeting controls

Alt: Turn on/off the option “Always show meeting control toolbar” in
Accessibility Settings

Alt+ A: Mute/Unmute your Audio

Alt+ C: Start/stop cloud recording

Alt+ F: Enter or exit full screen

Alt+ H: Display/hide In-Meeting Chat panel
Alt+ 1: Open Invite window

Alt+ M: Mute/unmute everyone except host
Alt+ N: Switch camera

Alt+ P: Pause or resume recording

Alt+ R: Start/stop local recording

Alt+ S: Launch share screen window and stop screen share (Note: Will
only work when meeting control toolbar has focus)

Alt+ T: Pause or resume screen share (Note: Will only work when
meeting control toolbar has focus)

Alt+ Shift+ T: Screenshot

Alt+ U: Unhide/Hide Participants panel
Alt+ V: Start/Stop your Video

Alt+ Y: Raise/lower hand

Ctrl+ 2: Read active speaker name



