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VIRTUAL COMMUNICATIONS GUIDE
For Service Providers and Volunteers




INTRODUCTION

The purpose of this guide is to help service providers and volunteers determine which virtual
communication channels are best for them and their clients. Use the introduction pages to learn
about the options and select the best one. Then, navigate to the guide for that channel in order to
enable it for yourself. Finally, share the how-to guide with your client and interpreters.

Virtual Communication Options

Below are a set of options for virtual communication that take into consideration varying levels of
technology access and digital literacy. If you are already using virtual options that are not on this

list but are working for you, please keep using them!

Description Clients use any Clients use WhatsApp | Clients use Zoom on Clients use Zoom on
cellphone or landline | on their smartphone their phone to video their computer to
to connect with to message, voice and | chat and share screen | video chat and share
service providers and | video chat with with service providers | screen with service
volunteers through a service providers and | and volunteers who providers and
phone call volunteers use their computer volunteers

Best Use For clients without WhatsApp lets you Zoom lets you For clients with
broadband or cellular | text, video chat and schedule meetings to | reliable broadband or
access, or who are send audio recordings | video chat, share your | cellular access;
uncomfortable using at any time, but it screen, and doesn’t Zoom video and
technology shares the phone share your phone screen share are

number you use to number easier to use on a
register computer

Device Any cell or landline Smartphone with Smartphone with Computer with WiFi

WiFi WiFi and camera

App N/A WhatsApp (Free) Zoom (Free) Zoom (Free)

Required

Digital Any Medium Medium Medium

Literacy

Required

Note: if your client Note: if your client is

has data but no WiFi, going to use Zoom on

you might find the their smartphone, you

video does not work as the service

as well and might be provider or volunteer

frustrating. can use Zoom on
either your
smartphone or

> computer.
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Smartphone Video -
Z00M

Computer Video -
Z00M




INTRODUCTION

Determining the Best Option

Use the questions below to determine which option is best for you and your client. Be sure to
consider needs of other participants, like interpreters.

Start Here

What is the
client’s digital Medium
literacy level?

Does the client
& service
No provider have a
computer with
WiFi & camera?

Option 1: Voice to
Voice

Does the client

have a Yes
smartphone
with WiFi?

Option 1: Voice to Option 4
: Computer Video -
Voice ) 7
Yes; or can sign up oom
for free/low cost

WiFi

Does the
service provider
Yes have a non-
personal phone
they can use?

Option 2: Option 3:

Smartphone Video
—Zoom

Smartphone Video
— WhatsApp

>
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INTRODUCTION

Virtual Communication Etiquette and Best Practices

For service providers, volunteers and interpreters:

e Like all of us, clients might be stuck inside with many other people and may be distracted
during a voice call. Help them find a quiet place to talk, and keep the content engaging

Find a quiet space for yourself as well, or let roommates/family members know you are on a
call with a client

With the absence of physical co-location, use conversation to get to know each other and
establish a personal connection

With virtual channels you’ll have less physical cues — check for understanding often

If sharing video, avoid eating or drinking in front of client

Be conscious of maintaining confidentiality — if you or the client are taking the call in a crowded
space, use chat to share more private topics

Consider using passwords for Zoom meetings to increase security

* We are all learning through this time together — ask your client what worked well, and what
you both can improve for next time in terms of setting up and having virtual communication

For clients:
* Do your best to be on time

* Find a quiet space for yourself to take a call, or let roommates/family members know you are
on a call

>
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INTRODUCTION

Using the How To Guide

Now that you have determined the best option for you and your client, navigate to the proper
how to guide based on the type of phone or computer you have. Provide your client with a copy of
the client guide for your chosen option.

Table of Contents

How To Guide: Voice to Voice Page 6
Page 7

Page 14

How To Guide: Zoom for Androids Page 19
How To Guide: Zoom for iPhones Page 21
How To Guide: Zoom for Windows PC Page 23

How To Guide: Zoom for Mac Page 35

Disclaimer: The inclusion of virtual communication apps and services in this document does not
represent HIAS or Accenture’s endorsement of that particular service

>
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VOICE TO VOICE

Making a 3 Way Call on an Android

g Fhone L= S
ﬁ Interpreter 1(832) 689-2557 nterpr
Client ’ ) e
1(832) 689-2557
1 2 3
IS %
\ 8 "9 uetooth uetooth
¥ 0 & e e
a
1 @] <
1. Dial the first 2. Find the second 3. Tap the Merge 4. You are
person. When they person you want icon. connected.
have answered, tap to call in your
Add Call. contacts list. Tap

the Dial icon.

Making a 3 Way Call on an iPhone

naz<s T .

Groups +
Client Contacts Client & Interpreter ©
calling ‘ Q Search g Interpreter calling mobile... 00:46

A
A.J. Schenbaum

&

mute

Q

mute keypad

Aaron Parrish

Aaron Wasserman

HNAXESCANDOTOZErRC—IOTMOO® >

ABC Animal Hospital + Bt
Abdulrahman Al-Rashed add call

Abhinav Anand

Abraaj

Acacia Marie O'Connor
Academy Floral

Acadia Limousine Service (Bar Harbor)

* @ © # a0

1. Dial the first 2. Select the 3. Tap the Merge 4. You are
person. When they second person you icon. connected.
have answered, tap want to call in

Add Call. your contacts list.
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Step 1: Download WhatsApp

9:45 PM @ = wlH a6 100% =

HOME GAMES MOVIES BOOKS

Play Gam... Play Music Play Store

TOP CHARTS CATEGORIES EDITORS' CH

’ﬁ New + Updated Games
Poweramp Poweram... 2 P Psiphon... i
: [ o L~ ClorY
1. Open the Android App Store. 2. Tap the Search Box.
wll = 1:40 PM & B1% ) §
WhatsApp Messenger
Clwhatsap @ Cancel
g (Beta)
WhatsApp Inc.
2 whatsapp [+

Q whatsapp messenger INSTALL

Q whatsap

o You're a beta tester for this app. Awesomel
& whatsapp call

2 whatsanp inc. wiki #5 | Tan Free Commiuinication sk
3. Type Whatsapp. 4. Tap Install. When app has

downloaded, tap Open.

>
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Step 2: Set Up WhatsApp

When you open the app for the first time, you will need to set it up. You will only need to do this
upon your first use.

10:45 w4

Welcome to WhatsApp Verify your phone number
WhatsApp will send an SMS message (carrier charges
may apBly) to werify your phone number, Eter your
cauntry eade and phane number:

[ Allow WhatsApp to United States =
access photos, media,

and files on your 1

device?

1 2 aBc 3 o -

ot now(ll CONTINUE

— 4 cm 5 m 6 wno e
[Z] Allow WhatsApp to

e s ol ‘ “7 s ot = access your contacts? 7 PORS 8 T 9 Wiz @

s o ®
1. Tap Agree 2. Tap 3. Tap Allow to 4. Enter your

and Continue. Continue. give WhatsApp phone number
access to photos and tap Next.

and contacts.

Verify +1

Prafile info

Your Name LA

Waiting to autamatically detect an SMS sent ta

We will be verifying the phone number:

1 2 e 3 o .
Ao B Bme
Fes G v Qe

T

®

5. Tap Ok. 6. You will 7. The app will 8. Type your

receive a text verify your code. name and tap
message with a Next.

code. Enter the

code here.
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Step 3: Adding Contacts

WhatsApp adds the contacts on your phone to the app. To add a contact to your phone, follow
these steps. Otherwise, skip to the next section.

2 Name
® N 18% 8 I
I Name o
Work info

ax Groups Not assigned
v View more
D Cance'
I @] < 1] (@] <

1. Open the Contacts
app on your phone.
Then tap the +icon to
add a contact.

>
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2. Enter the contact’s
name and phone
number, then tap
Save.
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Step 4: Communicating in WhatsApp

Within WhatsApp there are four methods of communication: text chat, voice calls, video calls, and
audio recordings. You may choose any of the four you are comfortable with to communicate with

your contacts.

WhatsApp Q
Q CHATS STATUS » CALLS

Bl 1. Open WhatsApp
and tap the new
message icon.

Text Chat

 Hil Let's meettomorrow
<) at10am. =

1l (@] <

Select contact c
& 528 contacts ek

9 New group

Dlﬁl

sueann 2. Scroll to find your

e New contact

Voice Call

524 @ GJ B NFa 1758

G'SandySmith -

last seen Sun 3:40 PM

Sandy Smith

fey there! | am using WhatsApp.

Video Call

524 ¢ BNT 7%
G.Sandy Smith -,

last seen Sun 3:40 PM

contact and tap. Now
you are ready to chat.

Voice Recording

In the chat window,

type your message at

the bottom of the
screen, then tap the
arrow to send.

>
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To start a voice call,
click on the phone
icon.

To start a video call,
click on the camera
icon.

To make an audio
recording, hold down
the microphone
button and speak. Let
go when finished.

HIAS
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Step 5: Creating a Conversation with 3 or More Participants

Use this section to start a conversation with multiple parties, such as a client and interpreter. Make
sure both have been added as contacts in your phone first.

WhatsApp Q i

[o] CHATS STATUS » CALLS

1. Open
WhatsApp and
tap the new
message icon.

1115 @ R

Cultural Orientation
Sandy, Jay, You

TODAY

& Messages Lo this group are now secured with
end-to-end encryption, Tap for more info

You created graup "Cultural Crientation’

5. Click the phone
icon to begin a call
with the group.

>
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1Z1E@M@EOOLE N TR

e New group
e New contact

Sandy Jay

Sandy Smith
@ Hey there! | am using WhatsApp

Jay Brooks
@ Hey there! | am using WhatsApp

Maria Feldman
Heyiherel lgm uging Whats

2. Tap New 3. Scroll to find the

Group. contacts you want
to add and tap
each one.

& Messages to this group are now secured with |
end-o-end enciyption. Tap for more info.

You created group "Cultural Orientation”

Select contacts to call Q
(<] (-}
Sandy  Jay
andy Smith
ay Brooks
11l (@] <

6. Select the participants
you want to call. Click the
video icon for a video call,
or the phone icon for a
voice call.

1115 &

¢ New group

Add subject

Participants: 2

Sandy Jay

4. Name your
group and tap
the green check.

HIAS



Changing the Language

WhatsApp will usually follow the language of your phone. To change the language of your phone,

follow these steps:

449 ® @

Search

o ® c &

Settings Snapchat Spotify. Starbucks

1. Open Settings.

Dlﬁl

Settings

[-]e

4:51 & % Nl 26% 8

<} Language and input X

Seneral management > Language and inpu

Language and input

eneral management

Language and input

2. Tap the search icon.

451 @ ¢ B N 26% 8
< Language Edit

Add your languages to the list below. The
language at the top of the list will be used by
default.

If an app doesn't support that language, the
next language in the list will be used instead.

451 & @ % Nl 26% 8

< Add alanguage

Suggested

Espaiiol (Estados Unidos)

Samsung suggested

1 English (United States) v
Deutsch
o Pycckuit (Poccua)
May not be available in some apps
Frangais
I 4+ Add language I
Italiano

5. Tap Add language.

6. Scroll to find
desired language and

tap on it.

Additional Resources

How To Videos:

3. Type in Language
and input.

Set Espariol (Estados Unidos) as default
language?

Keep current Set as default

7. Tap Set as default.

https://www.youtube.com/watch?v=TbIDK2VETLk — English

https://www.youtube.com/watch?v=izmMKrzQoZ4 — Spanish

https://www.youtube.com/watch?v=UM1QCwdpT2Q — French

https://www.youtube.com/watch?v=IWNRsgm1jDM — Swahili

>
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451 * @& BNl 26% 8

< Language and input

Language
English (United States) and Russian (Russia)

Keyboards

On-screen kevboard

4. Tap on Language.

HIAS



https://www.youtube.com/watch?v=TblDK2VETLk
https://www.youtube.com/watch?v=izmMKrzQoZ4
https://www.youtube.com/watch?v=UM1QCwdpT2Q
https://www.youtube.com/watch?v=IWNRsqm1jDM

Step 1: Download WhatsApp

Weather Settings

m ¢

=

Reminders iTunes Store iBooks tui Player
-
>> SN S

1. Open iPhone App Store.

Search

Trending
beauty plus

grab app

@ 81% ) #

€ Cancel

ol = 1:40 PM

S

A whatsapp

Q whatsapp messenger
Q whatsap

A whatsapp call

Q. whatsapp inc. it

3. Type Whatsapp.

>
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afterlight -

2. Tap Search.

App Store Cancel

. WHATSAPP MESSENGER (121
(8] WHATSAPP INC.
ARP

ACCOUNT  WIKIHOWSTEVE@GMAIL.COM

Install

wilel

4. Tap Install. When app has
downloaded, tap Open.

HIAS
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Step 2: Set Up WhatsApp

When you open the app for the first time, you will need to set it up. You will only need to do this
upon your first use.

1209 -l W 1N P 4Back to App Store  1:68 PM E Jmml]
s s - 1(415) 555-5555 Do
+ - ne
Your Phone Number +1 (415) 555-5555 f pone |
Please confirm your country code and enter your Please confirm your country eade and enter your
phone number phane number

Please confirm your country code and
enter your phone number

United States United States

+1 | I 1(415) 555-5555 NUMBER CONFIRMATION:

1 >
+1(415) 555-5555
|}

“WhatsApp” Would Like to Is your phone number above
Send You Notifications correct?

s

Welcome to WhatsApp

4 5 6 4 5 6
7 8 2 7 8
rans oy wxvz Fars oy wxrz

1. Tap Agree 2. Tap Allow. 3. Enter your 4. Tap Yes.
and Continue. phone number
and tap Done.

4Back to App Store  2:22 PM =1 ‘::::( rpuae
£ Edit number +1( ) — V Edit Profile Done
We have sent you an SMS with a code to
the number above.
To complete your phone number
verification, please enter the 6-digit
activation code. Your Name
1 %c D3EF
4 5 6 .
GHI JKL MNG qiwle|rjtiyjulijolp
F‘Q755 '%V W%Z a S d f g h l k I
0 & gz x/c vib|n|m K
—
5. You will receive a text 6. Type your
message with a code. name and tap
Enter the code here. The Done.

app will verify your code.

>
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Step 3: Adding Contacts

WhatsApp adds the contacts on your phone to the app. To add a contact to your phone, follow
these steps. Otherwise, skip to the next section.

12:23 9 ol T 00
Cancel New Contact

Name Sandy

Smith

o Phone United States

1 =
“ | 4@ mobile +1 (234) 567-8910 I
- Already in contacts. View

more fields

12:37 7

Groups Contacts

! 2 3

A 2 S,

s g S

0 &

1. Open the Phone 2. Enter the contact’s
icon on your phone. name and phone
Then tap the +icon to number, then tap
add a contact. Save.

>
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Step 4: Communicating in WhatsApp

Within WhatsApp there are four methods of communication: text chat, voice calls, video calls, and
audio recordings. You may choose any of the four your are comfortable with to communicate with

your contacts.

12:664 Wl

Chats

Tapon @ inthe top right corner to start
anew chat.

Tell a Friend about WhatsApp

Start Messaging

Text Chat

1. Open WhatsApp
and tap the new
message icon.

New Chat

e

o 2. Scroll to find your

contact and tap. Now

you are ready to chat.

Sandy Smith

Voice Call

Video Call

Voice Recording

12:53 9

< Sandy Smith '’

Today

Hi Sanr_iv! Let's meet tomorrow
-+ J at 10am

giwlelrjtiyjulijo

asdf gh j kI

P

12:349 il 1]
< Sandy Smith :| Qs

Today

@ Messages b
secured with e

+ 0 @ &
QIWIEIR|TIYIUJIL]O]P

AJSIDIFJGIH]JJIK]|L

12:347

4 Sandy Smith

+ C ©
QIWIEIR|T]YJU}I O

AISIDIF|GIH]J]IK]L

=

12:34+ all T

< Sandy Smith —

Today

;

QIWIEIR|TIYJULI1]O}P

AJSIDIFJGIH]JJIK]|L

In the chat window,
type your message at
the bottom of the
screen, then tap the
arrow to send.

>
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To start a voice call,
click on the phone
icon.

To start a video call,
click on the camera
icon.

To make an audio
recording, hold down
the microphone
button and speak. Let
go when finished.

HIAS
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Step 5: Creating a Conversation with 3 or More Participants

12:65 7

a2

[

| e wl T 6:204 al T - 4284 ol

] New Chat Cancel Cance Add Participants

Chats

Q Searc

3 {: ex
i r m (q:} :
9 Acupuncturist
Salty

2. New Contact

Wathy
nnnnnnnnnn

Tap on @ inthe top right corner to start

1. Open 2. Tap New 3. Select contacts 4. Tap Next. 5. Type subject
WhatsApp and Group. to add. for the group.
tap the New

Message icon to
start a chat.

6:219 al T

< Tomorrow's meeting b Q
o %
Today
reats T 0! weeting”

6. Tap Create.

Hi team, excited for our meeting
+ tomorrow]

112§3)|4)|5]6]7|8]92]0

=1H:lilcprisjaje)”
'R
e @ space return
® O
7. Type your

message and tap
the Send icon.

>
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Changing the Language

WhatsApp will usually follow the language of your phone. To change the language of your phone,

follow these steps:

ks

| Home

Health®  iTunes Store

fpe— ol
i} . - .
ik

© Notes FaceTime Messages

wallet

1. Open Settings.

A carrier

@ Notifications
Control Center
Do Not Disturb

English (Ireland)
English (iretand)

English (New Zealand)

|I Change to Spanish (US)

Keep English

Cancel

a=gech

6. Tap Change to
[your language].

>
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General o

2. Tap on General.

1029

{ General  Language & Region

iPhone Language

Region
Calendar

Temperature Unit

e

Select Language

Spanish (US)

Espafiol (EE. UU.) I

English (Australia)

English (Australia)

English (Canada)
English (Canadal

3. Tap Language & 4. Tap Other
Region. languages.

5. Select the
desired language.

HIAS



ZOOM for Android Users

This Zoom guide is meant to guide clients in downloading Zoom and joining a meeting. Service
providers and volunteers should use the Zoom guide for their computer to create an account and

set up meetings.

Step 1: Download Zoom

1:20 &6

Qeoae

Pandora Phone Play Store P

1. Open the Play
Store.

1:20 Rl —. 1:21 o i G NFa67T%E
A GI zoom| I X
For you Top charts New Event: II O  z00M Cloud Meetings I
Discover Recommended Games > Q zoom
@0 @O
e )& ~
—

2. Select the
search bar.

12 dds ¢ NFal 67%

< Q

ZOOM Cloud
Meetings

zoom.us

3. Type in Zoom
and tap Zoom
Cloud Meetings.

Step 2: Join a Zoom Meeting

Start a Meeting

Start or join a video meeting on the go

[ Join a Meeting

Sign Up Sign In

1] 0 <

A Ul 66%

Join a Meeting

813150 928 813150928

Join with a personal link name Join with a personal link name

I Your Name I
Join Meeting |

tap on the link 10 joir

‘Your Name

Join Meeting

JOIN OPTIONS JOIN OPTIONS

Don't Connect To Audio Don't Connect To Audio g

Turn Off My Video Turn Off My Video

1l @] < 1] 0O %

1. Open Zoom and
tap Join a
Meeting.

>
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3. Tap Join
Meeting.

2. Type in the
Meeting ID and
your name.

4. Tap Install.

Please enter your meeting password

&« Q
ZOOM Cloud
Meetings
I00mM.us

You might alse like ;

5. Once install is
complete, tap
Open.

26 m 5l 66%
My Meeting Leave

« Waiting for the hast to start this meeting

Meeting ID: 813-150-928
Date: Fri, April 3

Time: 1:30 PM

If you are the host, log in te start this meeting

Cancel

4. If the meeting
has a password,
enter it and tap

Ok.

| SignIn

5. If the host has
not joined yet, you
will see this
screen.

HIAS



ZOOM for Android Users

Step 2: Join a Zoom Meeting (Continued)

Please allow Zoom access
permission.

For the best meeting experience, Zoom may
ask to access 1o your micraphone, camera, and
slorage.

Got it

5. Once the host
joins, you will see
this screen the
first time you join
a meeting.

Tap Got it.

2OOQ e e HXTFT60%E

¢ [

813-150-928(&

$

Allow Zoom to record audio?

I Allow

Deny

6. The first time
you join a
meeting, you will
see this screen.
Tap Allow.

813-150-9288

Photo
Document
Box

Dropbox

Google Drive

Microsoft OneDrive
Microsoft OneDrive for Business
Web URL

Bookmark

You are using the device audio.

7. Tap Call via
Device Audio.

S

Exposing sensitive info during
casting/recording

While recording or casting, Zoom can
capture any sensitive information that is
displayed on your screen or played from
your device, including sensitive information
such as audio, passwords, payment info,
photos and messages.

10. To share your

screen, tap the
Share icon.

>
accenture

11. Tap Screen.

Cancel Start now

12. The first time
you share screen,
you will see this
screen. Tap Start
now.

8. To start video,
tap the Start
Video icon.

Allow Zoom to take pictures and record
video?

9. The first time
you share video,
you will see this
screen. Tap Allow.

128 mGd # AL 66% @

< Draw over other apps

W Zoom
L=

Allow permission [ @)

128 Gy @ Nl 66% m

< Draw over other apps

¥ Zoom
L=

Allow permission ()

[1

13. Tap the toggle
to allow Zoom to
view your screen.

14. Tap the back
button. You are
now ready to
share.

HIAS



ZOOM for Android Users

This Zoom guide is meant to guide clients in downloading Zoom and joining a meeting. Service
providers and volunteers should use the Zoom guide for their computer to create an account and

set up meetings.

Step 1: Download Zoom

EEE S e
1:21 o i G NFa67T%E 12 dds ¢ NFa67T%E 1:23 KT 6ThE
& Cancel
el zoon I x « Qi s Q
II D) 200V Cloud Meetings I ZOOM Cloud ZOOM Cloud
Meetings Meetings
Q  zoom zoom.us SoohTon
a sox Tooms €
2K ez Dounioads

1. Open the Play 2. Select the 3. Type in Zoom 4. Tap Install. 5. Once install is
Store. search bar. and tap Zoom complete, tap
Cloud Meetings. Open.

Step 2: Join a Zoom Meeting

n:357 ey = 1:36 5 MY st 1:36 7 T 1:36 7 ey =t
0 App Stare  app Store  App Stare  app Store
o] . Cancel Join a Meeting Canceal Join a Meeting My Meeting Leave
I 626 049 218 I 626 049 218 “ Waiting for the host to start this meeting
Start a Meeting Join with a personal link name Join with a personal link name

Meeting ID 626-049-218

Start or join a video meeting on the go
I Your Name I Your Name Please enter your meeting password
Time 12:00 PM Eastern Daylight Time

Date 2020-04-06
" It you received an invitation link, tap on the link again to i you received an invitation link, tap an the link again 1o Cancel
. . join the meeting join the meeting 2
/ + \ IF YOU ARE THE HOST, SIGN IN TQ START
/ R \‘ JOIN OPTIONS JOIN OPTIONS THIS MEETING
Q % D Don't Connect To Audio Don't Connect To Audio Signin
\+ o/ Turn Off My Video Turn Off My Video
1
1 2 3 1 2 3
anc oer ass
4 5 6 4 5 6
o an o om s e
[ Join a Meeting ] 7 8 9 7 9
PQRS j TUy ) | WXYT PQRS j | TUVv ) | WXYZ
0 j&} 0 [&)

sign Up Sign In

1. Open Zoomand 2. Type in the 3. Tap Join 4. If the meeting 5. If the host has

tap Join a Meeting ID and Meeting. has a password, not joined yet, you
Meeting. your name. enter it and tap will see this
ok. screen.

>
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ZOOM for Android Users

Step 2: Join a Zoom Meeting (Continued)

626-049-218 & 626-049-218 @
Fasomns G705 Fueas: 370050

For peopie to hear you during Notifications may include alerts,
meetings, Zoom needs access to your sounds, and icon badges. These can
microphone. be configured in Settings.

“Zoom" Would Like to Access “Zoom" Would Like to Send To hear others
the Microphone You Notifications please join audio
Call using Internet Audio

5. Once the host 6. Tap Allow. 7. Tap Join Audio. 8. Tap Call using 9. You can now
joins, you will see Internet Audio. hear and speak in
this screen the the call. To enable

first time you join video, tap Start
a meeting. Video.

®

Screen Recording Screen Recording

“Zoom" Would Like to Access i v . Photos v . Photos

ou during meetings, Box
. e Messenger Gr) Messenger

S 10 your camera.

@ Microsoft Teams @ Microsoft Teams

Start Recording Stop Recording

10. Tap Ok. 11. To share your  12. Tap Screen. 13. Select the 14. Go to the app
screen, tap Share application you you want to share.
Content. want to share and Tap Stop Recording

tap Start when done.
Recording.

>
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ZOOM for Windows PC Users

Step 1: Download Zoom

1. Type or paste the following link in your web browser:
https://www.zoom.us/download

Z oom SOLUTIONS + PLANS & PRICING CONTACLT SALES JOIN A MEETING HOST A MEETING ~ SIGNIN

We have developed resources to help you through this challenging time. Click here to learn more,

Download Center Download for IT Admin ~

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
mecting, and is also available for manual download here.

Download Version 4.6.9 (19253.0401)

Zoom Plugin for Microsoft Outlook

Tho Fooe Glinln fne Cutioak ncealle o b, th Bl Cusslnnk banl b s,

Do you wanll%)r save Zoomlnstaller.exe (10.7 MB) from d11yld 5 loudfi net? Run Save = Cancel X

V4

/

2. Click Download. 3a. Click the Run button on the
bottom of the page.

and updates

Finance
h video Improve customer experiences & communications Read our blog
) Zoom Installer x
Installing...
rebinary 21%

4. You will see the above page show up on your screen
as Zoom finishes installing on your Windows PC.

3b. You might see this on
your screen instead, if so
click on Zoominstaller.exe.

>
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ZOOM for Windows PC Users

Step 2: Set Up Zoom

When you open Zoom for the first time, you will need to set it up. You will only need to do this
upon your first use.

lo Zoom Cloud Meetings > © 7oom Cloud Meetings =
200' N Sign In
[L-ntuu your email ] |\ Sign In with S50 "
Join a Meeting I\ Enter your password -'(-:',l;jlq o | G Sign Inwith Google _.l
Sgnip ) Keep me signed in Sign In | f Sign In with Facebook _- !
fersion: 4.6.9 (19253.0401) < Back Sign Up Free
1. The following window will pop up on 2. Navigate to the bottom right of the page
your computer once Zoom has been and select Sign Up Free. A browser window
installed on your machine. Click the Sign will open.
in button.
C © & zoomus/signup * ® ' 8 0 B H @ © @ E ] 6 i

31 Apps W Bookmarks b: Accenture Portal Leading with Analyt

REQUEST A DEMO 1888 799 9444 RESOURCES ~ SUPPORT

Z Ool I I SOLUTIONS - PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING = SIGM IN SIGN UP, IT'S FREE

For verification, please confirm your date of birth.

]
e . i . = .

This data will not be stored

2. Enter in the month, day and year of your birth. Click Continue.

>
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ZOOM for Windows PC Users

Step 2: Set Up Zoom (Continued)

Sign Up Free
Your work email address

{ )

Zoom is protected by reCAPTCHA and the Privacy Policy and Terms
of Service apply.

Sign Up

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

or

C] Sign in with Google

f Sign in with Facebook

Already have an account? Sign in.

We've sent an email to YourEmail@gmail.com

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

if you did not receive the email,

Resend another email

3. Enter your email address and click Sign
Up.

If you have a Google account, you can
scroll down and Sign in with Google. Skip
to step 7 if you want to sign in with
Google.

4. The following window will appear. Log in
to your email account and open the Zoom
email.

e B Bl b [
0 [ L= ¥ ¥

Welcome to Zoom

Hi. yvouremail@amail.com Your account has been successfully created. Please

list your name and create a password to continue.

First Name

Last Name

Password

Confirm Password

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

5. Select Activate Account found in the
Zoom email sent to your provided email.

>
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6. Enter in your name and a new password.
Select Continue.
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ZOOM for Windows PC Users

Step 2: Set Up Zoom (Continued)

Welcome to Zoom

Hi. yvouremail@amail.com Your account has been successfully created. Please

list your name and create a password to continue.

First Name
Last Name
Password
VORI 1 ST
Tio aciraate your acooumn! phease ciick the bulion below o werfy your omad addnes

Confirm Password

Ayl AL iodn
By signing up, | agree to the Privacy Palicy and Terms of Service.

5. Select Activate Account found in the 6. Enter in your name and a new password.
Zoom email sent to your provided email. Select Continue.

Continue here if using your Google account:

G Sign in with Google

Welcome to Zoom

Signin

Create your Zoom account with your Google account

to continue to Zoom
Your Name

Emll ofphane v YourEmail@gmail.com
|
Forgot email? Create Account
Create account m By submitting this form, you agree to the Terms of Service
7. Enter your Gmail account information 8. Select Create Account.

and select Next to enter password.

>
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Step 3: Sign Into Zoom

After initial set up, you will be asked to sign into Zoom when you open it.

) Zoom Cloud Meetings — X
Sign In
(Enterynur email ) [a\ Sign In with SSO j
(Enter your password Fmgora or [G Sign In with Google j‘
O Keep me signed in Sign In [ f Sign In wyth Facebook j
< Back Sign Up Free
5a. Enter your email and password then press the 5b. If you signed in with your Google
Sign In button. account, select Sign In with Google.

>
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ZOOM for Windows PC Users

Step 4: Create a Zoom Meeting

3
o Zoom

Home

New Meeting ~ Join

o ®

Chat Meetings

1. Select Home from the menu at the top
of the page and select Schedule.

Contacts

No upcoming

2. Enter the meeting title in the Topic Section.

Meeting ID

Password

Video

Audio

ra
. Telephone

Calendar

[ o NS

Host: () on © off

,_- Recurring meeting

o Generate Automatically

) .
.} Computer Audio

Schedule Share screen ~
© Schedule meeting
.
Schedule Meeting
Topic
Meeting Example

r )
Start: (Fri Aoiil 3, 2020 v] 04:00 BM =)
Duration: 0 hour w 30 minutes hd

Time Zone: Eastern Time (US and Canada) ~

() Personal Meeting 1D 678-470-9106

B Require meeting password | 012283

Participants: () on @ off

N Ramala Calandar 4 E EI! il .... '

o Telephone and Computer Audio

Edit

L Cancel

>
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ZOOM for Windows PC Users

Step 4: Create a Zoom Meeting (Continued)

) Edit Meeting x
1. To change the meeting date and time,
Edit Meeting click on drop down arrow to show the
Tapic calendar.

Meeting Example

Start: (sat April 4, 2020 v) |o4:oo PM =

2. Use the left and right arrows to
change the month/year.

Duration: April 2020 « o >

O Recurring Sun Mon Tue Wed Thu Fri Sat Time (US and Canada) ~
o
10

n -470-9106

Meeting ID

o Generated £ 6 7 8 9 . .
3. To select the meeting day, click on the
12 13 14 15 16 17 18

Password desired date on the calendar below.
Require m 19 20 21 22 23 24 25

Video 26 27 28 20 30 1 2
e A 4. Use the up and down arrows to
Audio change the time.

(O Telephone (O computer Audio © Telephone and Computer Audio

Dial in from  Edit

Calendar

n Mutlanl m Canala CalanAdae m thnr CalanAare

Cancel

Start: (Sat April 4, 2020 v o400 Pm ~—+ 5. Use the drop-down menus
to change the Duration.

Duration: 0 hour v 30 minutes v )

NOTE: Zoom Basic Plans only
allow for maximum duration of
(GMT-04:00) Eastern Time (US and Canada) 40 minutes Ifa meeting has

Time Zone: Eastern Time (US and Canada)

O Recurring meeting

Meeting ID ..

(GMT-04:00) Indiana (East) more than 2 participants
O Generated ID 144-425-095 () Per

(GMT-04:00) Puerto Rico o

6. Use the drop-down menu

Password (GMT-04:00) Caracas to change the Time Zone.
Require meeting password 012283 (GMT-04:00) La Paz

(GMT-04:00) Guyana
Video
Host:o On o Off Participants:o (GMT-03:00) Halifax

>
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ZOOM for Windows PC Users

Step 4: Create a Zoom Meeting (Continued)

© schedule meeting

Schedule Meeting

Topic

Meeting Example

D Recurring meeting

Meeting ID

Io Generate Automatically O Personal Meeting 1D 678-470-9106

Password

O Require meeting password

Video

Host:O On o Off

Participants:o On ° Off

Audio

O Telephone O Computer Audio o Telephone and Computer Audio
Edit

Calendar

o Outlook O Google Calendar O Other Calendars

Advanced Options ~

7. Select Generate Automatically for
Meeting ID.

8. Check Require meeting password
box for added security.

9. Select Both for Audio to allow
participants to use phone or computer
audio.

Advanced Options ~

O Enable waiting room
() Enable join before host
O Mute participants on entry

O Automatically record meeting on the local computer

10. Select the drop icon for
Advance Options and Check
the box on any of the
meeting options above as
needed.

11. Click Schedule.

Cancel

>
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ZOOM for Windows PC Users

Step 5: Invite Others to a Zoom Meeting

© 7zoom — O X
C
@ - o Q_ Search @
Home Chat Meetings Contacts
C Upcoming Recorded

Meeting Example
678-470-9106
My Personal Meeting ID (PMI) 4:00 PM - 4:30 PM

Meeting ID: 335-459-222

Hide Meeting Invitation

Sat, Apr 04

'@ Copy Invitation # Edit X Delete

Meeting Example

4:00 PM-4:30 PM
Meeting ID: 335-459-222

is inviting you to a scheduled Zoom meeting.

Meeting Example Topic: Meeting Example
Time: Apr 4, 2020 04:00 PM Eastern Time (US and Canada)
4:00 PM-4:30 PM

Meeting ID: 144-425-095 Join Zoom Meeting
https://zoom.us/j/335459222

Meeting 1D: 335 459 222

-+

1. Once you have saved your meeting, navigate to the Meetings page using the menu at the top.

2. To invite others to the meeting, select the meeting and select Copy Invitation, which
includes Meeting ID, a link to join and the password (if applicable). Paste into an email or text to
send to attendees.

3. When you are ready to start the meeting, click the Start button beneath the meeting details.

>
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ZOOM for Windows PC Users

Step 6: Join a Zoom Meeting

[, ] =

Home Cha

© zoom X

Join Meeting

Enter meeting ID or personal link name

New Meeting ~ Join
‘Enter your name
() Do not connect to audio

v v
O Turn off my video
Schedule Share screen ~ Join

1. Navigate to the Home screen 2. Enter the 6 digit Meeting ID or Personal Link
from the menu at the top of the Name given to you by the meeting organizer.
page. Click Join. Click Join.
Il
IIﬂo r[}u_alt Me((‘%l"!g!' fo;l%m S ﬁl
=]
“of.oam

Enter meeting password

[

Join Meeting | Cancel |
Schedule h B

3.Enter the meeting password if asked.
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ZOOM for Windows PC Users

Step 6: Join a Zoom Meeting (Continued)

Meeting Topic: My Meeting
Host Name: Susiie Smiith
" . i« Invitation URL: hitps:fusOaweb. 200m us 487627927
( Please wait for the host to start this meeting.
Cogy URL
Participant ID: 827162

Start: 10:00 AM

My Meeting )
&

Test Computer Audio |

4. You may see this screen if the host has not yet 5. The above screen will appear once the
joined the meeting. host has joined the meeting.

6. Select Join Audio

@= to enable sound.

Meeting Topic: Noel Vogel's Zoom Meeting 7. CIICk JOin With
HOSt: (3 s Audio x Computer Audio to
Passwort . .

join through your
Invitatio OUSVX...

Computer

Test Speaker and Microphone
speakers.

Participa

(; ' 8. Click Start Video
@] Automatically join audio by computer when joining a meeting to e n a b I e Vid eo

Join Audio Share Screen nvite Others

D~ E ~ P

Join Audic Start Video Invite  Manage Participants Share Screen

>
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Step 7: Share Screen in a Zoom Meeting

2 Zoom - =] s
Meeting Topic: Meeting Example
Host:
Invitation URL: https://zoom.us/j/335459222
Copy URL
Participant ID: 473955
o ﬁ A
> 7
Join Audio Share Screen Invite Others
Computer Audic Connected
1. In the meeting, select Share Screen.
) Select a window or an application that you want to share x

Basic Advanced Files

y 4 o

Screen Whiteboard iPhone/iPad

—— (]
f—
Snagit Editor - [Apr 3, 2020 5:12‘....B Meeting Example - Meeting I 1 Activate your account - Zoom - G@

Spotity Premium .

'_. | Share computer sound '_. ] Optimize Screen Sharing for Video Clip |m ||

2. Select Screen to share your whole desktop screen. Then click Share.
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ZOOM for Apple Mac Users

Step 1: Download Zoom

1. Type or paste the following link on your web browser:
https://www.zoom.us/download

200' ' '. SOLUTIONS +  PLANS&PRICING  CONTACT SALES JOINAMEETING  HOSTAMEETING »  SIGN IN

We have developed resources to help you through this challenging time. Click here to learn more,

DOWﬂIOBd Center Download for IT Admin -

Zoom Client for Meetings

The web browser client will download autematically when you start or join your first Zoom
meeting. and is also available for manual download here.

Download Version 4.6.9 (19253.0401)

2. Click Download.

3. Click the download icon
on your home screen and
open Zoom.pkg.

>
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ZOOM for Apple Mac Users

Step 1: Download Zoom (Continued)

& Install Zoom (@@ w Install Zoom

Welcome to the Zoom Installer Standard Install on
. Zoom is the leader in modern video communications, with an 5 This will take 48.4 MB of space on your computer.
e Introduction easy, reliable platform for video and audio conferencing, « Introduction c : P ¥ puter.
messaging, and webinars across mobile, desklop, and room 8 » Destination Select Click Install to perform a standard installation of this software

systems. Visit blog.zoom.us and follow @zoom_us. o Installation Type in your home folder. Only the current user of this computer will
be able to use this software.

Change Install Location...

4. Click Continue to proceed. 5. Click Install.

The installation was completed successfully.

Introduction

Destination Select
Installation Type
Installation

0 EHTIy) The installation was successful.

The software was installed.

6. When the software is finished
installing, the above message should
appear on your screen. Click Close.
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ZOOM for Apple Mac Users

Step 2: Set Up Zoom

When you open Zoom for the first time, you will need to set it up. You will only need to do this

upon your first use.

200m

Join a Meeting
| Sign In |

Version: 4.6.9 (19273.0402)

1. After installing, the Zoom window,
shown above, should have popped up
on your screen. Click Sign In.

Sign Up Free

Your work email address

(.

Zoom is protected by reCAPTCHA and the Privacy Policy and Terms
of Service apply.

Sign Up

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

or

G Sign in with Google

f Sign in with Facebook

Already have an account? Sign in.

>
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Slgn In Sign Up Free

[EmaH ] [ a Sign In with SSO |

Password Forgat? or | iC] Sign In with Google |

| f Sign In with Facebook

Keep me signed in Sign In

2. Select Sign Up Free.

3. Enter your email address and click Sign
Up.

If you have a Google account, you can
scroll down and Sign in with Google. Skip
to step 7 if you want to sign in with
Google.
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ZOOM for Apple Mac Users

Step 2: Set Up Zoom (Continued)

e . Tt
. Weicomes lo foo

% 10 actrenie your acoour please ok the lsnn et b o iy your e addnes
. .

We've sent an email to YourEmail@gmail.com By clciiena Hhis Botioe, vou morifrm Thal yo By ot Beas 35 yary of iox
Click the confirmation link in that email to begin using Zoom.

if you did not receive the email,

5. Select Activate Account
found in the Zoom email sent
to your provided email.

Resend another email

4. The following window will appear. Log in
to your email account and open the Zoom
email.

Welcome to Zoom

Hi, vouremall@amall.com Your account has been successfully created. Please
list your name and create a password to continue,

First Name
Last Name
Password

Confirm Password

By cigning up, | agree to the Privacy Policy ond Terme of Service.

6. Enter in your name
and a new password.
Select Continue.

>
accenture HIAS



ZOOM for Apple Mac Users

Step 2: Set Up Zoom (Continued)

Continue here if using your Google account:

G Sign in with Google

Signin

to continue to Zoom

[ Email or phone

Forgot email?

Create account

7. Enter your Gmail account
information and password.

Click Next.

>
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Welcome to Zoom

Create your Zoom account with your Google account

Your Name

v YourEmail@gmail.com

Create Account

By submitting this form, you agree to the Terms of Service

8. Select Create Account.

HIAS



ZOOM for Apple Mac Users

Step 3: Sign Into Zoom

After initial set up, you will be asked to sign into Zoom when you open it.

JOIN A MEETING HOST AMEETING ~

SIGN IN

SIGN UP, IT'S FREE

1. Navigate to the menu on the top righthand side of the screen. Select Sign In.

Sign In

Email address

[ Ermail address T J

Password

Password

Forgot password? Stay signed in

or

& | Sign in with Google

f | Sienin with Facebook

New to Zoom? Sign Up Free

G sign in with Google

Choose an account

to continue to Zoom

Rob Smith
rob smithé@gmail_com

(& Useanother account

To continue, Google will share your name, email address,
language preference, and profile picture with Zoom. Before
using this app, you can review Zoom's privacy policy and
terms of service.

2. Enter your email address and password
and click Sign In. Or, to sign in with your
Google account, select Sign in with Google.

>
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3. If signing in with your Google account,
select the account you wish to log in with.
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ZOOM for Apple Mac Users

Step 4: Create a Zoom Meeting

SCHEDULE A MEETING JOIN A MEETING HOST AMEETING ~ ﬂ

1. Navigate to the menu on the top right of the
screen. Select Schedule a Meeting.

PERSONAL Upcoming Meetings Previous Meetings Meeting Templates W Get Training

Profile S ——
o | |

Webinars

Start Time = Topic = Meeting ID
Recordings
Settings
The user does not have any upcoming meetings.
To schedule a new meeting click Schedule a Meeting.

nnnnnnn

2. Under the Meetings tab, select Schedule a New Meeting.

PERSONAL
My Meetings -~ Schedule a Meeting
Profile
_ =
Topic [ My Meeti ]
Webinars P v e
Recordings Description (Optional) Enter your meeting description
&
Settings
ADMIN When 04/02/2020 | | 1200 - | PM -
> User Management
Duration .
> Room Management 1 v bl © > ) min
>
ccolntlanagansnt Your Zoom Basic plan has a 40-minute time limit on meetings with 3 or more participants.
Upgrade now to enjoy unlimited group meetings.Upgrade Mow
> Advanced _
Do not show this message again
Time Zone (GMT-7:00) Pacific Time (US and Canada) ~

Attend Live Training @ Hel|
"~ Recurring meeting .
PSR

3. Enter a name, date and time, and duration for your meeting.
NOTE: Zoom Basic Plans only allow for maximum duration of 40 minutes if a
meeting has more than 2 participants

Meeting Password _||Require meeting password Cancel

4. Check Require meeting password box for added security. 5 Scroll down and click Save to

schedule your meeting.

HIAS
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ZOOM for Apple Mac Users

Step 5: Invite Others to a Zoom Meeting

Upcoming Meetings

_ SRS

Previous Meetings Personal Meeting Room Meeting Templates

Webinars

Start Tima 3 Topc = Meting 1Y
Recordings

Todday My Moeting 235-857-384
Sattings 0330 PM

ADMIN

User Management
HRoom Management
Account Management

Save time by scheduling your meetings directly from your calendar.
Advanced

HE Microsoft Cutlook Phugin E Chrome Extension

Al Jewm Drawnlaadd

W Get Training

St Deledn

1. Under the Meetings tab, select the meeting you want to invite others to.

PERSOMNAL
Profile

‘Webinars
Time

Recordings

Settings

Meeting 1D
ADMIN

> User Management
Meeting Password

» Room Management
» Account Management Join URL:
» Advanced
Video
Audio

Attend Live Training

My Meetings - Manage "My Meeting”

My Meeting

Apr 3, 2020 03:30 PM Pacific Time [US and Canada)

addto | B Goosle Calendar | [ @5 outiook Calendar Lics) I ) ahoo Calendar ]

235-857-384

Requine mecting password

https:/fus0dweb zoom.us/x/235857384

Host Off
Participant Off

Telephone and Computer Audic

Start this Meeting

& Copy the invitation

2. Select Copy the invitation.
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Step 5: Invite Others to a Zoom Meeting (Continued)

Copy Meeting Invitation

Meeting Invitation

Rob Smith is inviting you to a scheduled Zoom meeting.

Topic: My Meating
Time: Apr 3, 2020 03:30 PM Pacific Time {US and Canada)

Join Zoom Meeting
https:/fusDdweb.zoom. us/x/235857384

Meeting ID: 235-857-384

Copy Meeting Invitation

Cancel

3. Click Copy Meeting Invitation.

>
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Recipients

Subject

Rob Smith is inviting you to 3 scheduled Zoom meeting.

Taopic: My Meeting
Time: Apr 2, 2020 02:20 PM Pacific Time (S 2nd Canada)

Join Zoom Meeting
hetps:/fusDdweb. zoom.us/x/ 235857334

Meeting |D: 235-357-384

w ~ SansSerf - +T- B I U A~

I
"
iii
iii
lil
Il

beo@®a B $

4. Open your email account and start a new
message. Right Click and Paste the text into
the email. Don’t forget to add recipients
and a subject. Click Send to send the
meeting invite.

You can also text this information to
participants.
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Step 6: Join a Zoom Meeting

SCHEDULE AMEETING JOIMN A MEETING HOST A MEETING - ﬂ

1. Navigate to the menu on the top right of the
screen. Click Join a Meeting.

-

Join a Meeting

If nothing prompts from browser, download & run Zoom.

[ Meeting ID or Pe}sonal Link Name ]
[ | 3. The message above will appear as

Join a meeting from an H.323/5IP room system

2. Enter the 6 digit Meeting ID or
Personal Link Name given to you by
the meeting organizer. Click Join. Put
in the password if prompted.

Meeting Topic: My Meeting

Host Name: Susie Smith

Invitation URL: https:/fusO4web.zoom.us/j/487627927
Copy URL

Participant ID: 827162

4. If the host has not joined the
meeting yet, you will be asked to
wait. The above screen will appear
once the meeting has opened.
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Step 6: Join a Zoom Meeting (Continued)

P~ v

Join Audio Start Video Jein Audio

5. To join audio navigate to the menu on the bottom of the meeting
screen. Select Join Audio. You can also join by selecting the icon for
Join Audio in the middle of the screen.

[ ] Join audio

Computer Audio

Join With Computer Audio

f=tla o= e ) e e e —

6. Select Join With Computer Audio from the pop up
that appears on the screen.

y .

Unmute Start Video

7. To enable video, navigate to the menu on the bottom of the
meeting screen. Select the icon for Start Video.

. .

Stop Video

8. To stop the video, select the same icon,
which should now say Stop Video.
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Step 7: Share Screen in a Zoom Meeting

¥ 5 o~ " ‘ Fa ;+ ;: 1

Unmute Start Video Inwite Manage Participants Share Screen

1. Navigate to the menu at the bottom of the meeting
screen. Select the icon for Share Screen.

Whiteboard iPhone/iPad via AirPlay iPhone/iPad via Cable

") Share computer sound () Optimize Screen Share for Video Clip m

2. Select the screen you wish to share. Click Share to
begin sharing with other participants.

s Mew Share Pause Share Al

B Stop Share

3. To stop sharing your screen, navigate to the menu at
the top of the screen. Select Stop Share.

>
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