Using ‘Zoom’ for Video Conferencing
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To begin you must firstly create a Zoom account:
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We have developed resources to help you through this challenging time. Click here to learn more. x

In this together.

Keeping you securely
connected wherever you
are.
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Using your email address and password create your account
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Sign Up Free
Your work email address
Zoom is protected by reCAPTCHA and the Privacy Policy and Terms
of Service apply.

Sign Up




You can then log in and your profile page will look like this:

PERSONAL
_ YO ur N ame .
Meetings
Webinars
Change
Recordings
Settings Personal Meeting ID was_ssx_ 5705 Show Edit
https://zoom.us/j/** 795 Show
ADMIN Use this ID for instant meetings
> User Management
Sign-In Email pam™**@camogieie  Show Edit
> Room Management Linked accounts:
> Account Management
User Type Basic @ Upgrade

> Advanced o
Capacity Meeting 100 @

To Schedule a Meeting:

1. Select Meetings on Left hand column
2. Select schedule a new meeting
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PERSONAL . . . . . .
Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates W Get Training
‘ Meetings ’ ‘ Schedule a New Meeting .
————
‘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.

ADMIN

> User Management

> Room Management

Select your title, date and time for the meeting:

My Meetings Schedule a Meeting

Schedule a Meeting

Topic My Meeting

Description (Optional) Enter your meeting description

When 04/20/2020 | @ | 1200 ~ | PM
Duration 1 v nl o v | min



Then the following settings are recommended, then select ‘Save’

Meeting ID @® Generate Automatically O Personal Meeting ID 529-533-2795
Meeting Password Require meeting password 3S1yJn
Video Host @ on (O off
Participant @ on (O off
Audio (O Telephone () Computer Audio (@ Both
Dial from  Edit o
Meeting Options [] Enable join before host

] Mute participants upon entry
Enable waiting room

[] Record the meeting automatically on the local computer

Save Cancel

You will then be shown a screen like below, you can then invite others to the meeting and they can
enter either by using the meeting ID and password OR you can ‘Copy the Invitation’ and this can be
sent by email to those you would like to attend the meeting.

My Meetings Manage "My Meeting"

Start this Meeting

Topic My Meeting

Time Apr 20, 2020 12:00 PM Dublin

Add to |’ m Google Calendar \| |’ ai Outlook Calendar (.ics) \| ( e Yahoo Calendar ]

Meeting ID 951-6784-6780
Meeting Password 351yJn  Hide
Join URL: https:/zoom.us/j/951678467807pwd=T2JuQWd4b2dERzIpbWNnQ2VIY2I3Zz09 2 Copy the invitation

If you select copy this invitation you will see a screen like this:



Copy Meeting Invitation

Meeting Invitation

Pamela Frizelle is inviting you to a scheduled Zoom meeting.

Topic: My Meeting
Time: Apr 20, 2020 12:00 PM Dublin

Join Zoom Meeting
https:/zoom.us/j/95167846780?pwd=T2JuQWd4b2dERzIpbWNnQ2VIY213Zz09

Meeting ID: 951 6784 6780
Password: 351yJn

Copy Meeting Invitation Cancel

This can then be pasted onto an email.

If it is the first time you are using Zoom you may need to download the app, follow the instruction
on screen:

Zoom Sipen  Engi+

When prompted, select Yes.

If nothing prompts from browser, download & run Zoom.

Copyright ©2020 Zoom Video Communications, Inc. All rights reserved. Q

You will then see a screen like shown. You can select if you wish to use video and sound:



Pamela Frizelle
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All other participants will be visible on screen during the meeting if they chose to have their video
on.

You can also share your screen during the meeting — you can let others in the meeting see
documents on your computer including a whiteboard, word, excel, powerpoint etc.

Select the green icon with ‘Share screen’
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You can then select which document you would like to share:

D Select a window or an application that you want to share X
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You will then see the document and you can edit it during the meeting:
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Zoom also have the facilities to allow a ‘Chat’ which is where you can type to each other during the
meeting:
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Damala Erivnlle
Type here to chat with
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