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Introduction

This document provides a guide to using the Zoom video chat application on a Windows laptop or desktop
computer. Zoom can be used to video chat with friends and family on computers, iPhones, iPads, Android

phones, and tablets.

Zoom works in a different way to apps like WhatsApp and FaceTime. When you create a Zoom account, you are
assigned a Meeting Id. This Meeting Id is used to invite people to join you for a zoom call.

Before You Start

Things you will need
1. A Windows laptop or desktop computer

2. Wi-Fi or Data Connection on your Windows laptop or desktop computer



Download and Install Zoom on your Windows PC

If you already have Zoom installed on your computer, you can skip this step and proceed to Start a Zoom Video

Call or Join a Zoom Video Call.

1. Click
https://www.zoom.us/download
and click on the Download button

o under Zoom Client for
Meetings

2. Next, Run the Zoom Client App
Installer by clicking the Run
button
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https://www.zoom.us/download

Start a Zoom Video Call

To initiate a Zoom Video Call, follow the steps below:

*A free account is required to initiate a
Zoom Video Call

1. Click the Windows symbol oto
open the menu and locate the

Zoom app9 on your
computer, then click it.

If you cannot see Zoom on the

menu, locate the search baro
and enter Zoom then click the
magnifying glass button.

Zoom should now appear in your
list; click it to open it.
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2. If you already have a Zoom
account, click the Sign In button

Next, enter your email and

password then click the Sign In . .
button.
SignIn o

OR

3. If you don’t have an account yet, oo 23 (512000
click the Sign In button o , click

the Sign Up Free button e at
the bottom right and follow the
prompts to create your account.
Then Sign In.

Sign In

ﬂEnter your ernail . Sign In with S50

| Enter your password | Sign In with Google |

() Keep me signed in Sign In with Facebook

Sign Up Free




4. Click the orange New Meeting _____
button e o

5. Click the Join with Computer

Audio button o d

New Meeting ~ Join

Loading...

Schedule Share screen ~




6. Now add people to your video call
by clicking the Participants button

7. Click the Invite button o , how
you will be prompted to invite via
email, contacts (These are zoom

contacts, not your email contacts)
or copy the meeting link.




o

then click

9. Now an email will be generated
that includes the link to your
Zoom video call

8. Click the Email tab

the Default Email button

10. Enter the email address(es) of
anyone you want to invite to the

call

11. Click the Send button

Contacts

Choose your email service to send invitation

o O O

Default Email Gmail Yahoo Mail

Copy Invite Link Copy Invitation
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12.To end the call, click the red End
button on the bottom right of the

screen




Join a Zoom Video Call

No account necessary, just install the application (See Download and Install Zoom on your Windows PC)

1. Click on the Zoom Meeting Link

from the inviteoon your
computer, this will be in an email

OR

Open the Zoom application on
your computer, click Join a

Meeting button e

Join Zoom Meeting

https: /fus0dweb.zoom.us/|/" @

Meeting 1D ©
Passcode:

. Zoom Cloud Meeting
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SignIn

Wersion: 5.2.3 (45120.0006)

*Note if you are signed in already you will see the screen on
the next page...




OR

Click the + Join button

2. Enter the meeting ID or personal
link name in the box then

click the Join button

Q Search
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Loading..
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3. To end the call, click the red End
button on the bottom right of
the screen.




Schedule a Zoom Video Call

To schedule a Zoom call in advance, follow the steps below

1. Open the Zoom App

2. Log Into your account

*See Start a Zoom Video Call if
you need help with these steps

3. Click the Schedule buttono

11:55 AM

Vednesday, September 16, 2020

New Meeting ~ Join

m
Loading...
I 1

Schedule Share screen ~




Click the drop-down box next to

Start to select a Date e
Select a Time o
Select a Duration o

Click the Save button e

Schedule Meeting

Topic

Claire's Zaorn Meeting

© | n1:00 P @

Start: ‘Wed September 16, 2020 v v
Duration: 0 hour v 30 minutes o v
| I:I Recurring rmesting Tirne Zone: Central Tirme (U% and Canada) ~
I Meeting ID
o Generate Autormatically Personal hMeeting ID 821 523 4037
Security
| TZ4lp2 @ Waiting Roarm
Video
I Host: () on @ oOff Participants: () on ) Off
Calendar
O outloak () Google Calendar () Other Calendars
Advanced Options -




8. You will now see the screen to
the right; it has an email that has
been generated with your
Scheduled Zoom Video Call
information.

Enter the email address(es) of
anyone you want to invite to the

Scheduled Zoom Video Call

9. Click the Send button

aire's Zoom Meetin eeting

E Meeting Insert

Format Text Reviews

——

> @
4] Calendar =0 Address Book ¥ Recurrence
X - L] =] (?E o Bmes - % BE‘ o
i) Farward - 8, Check Names @ Time Zones ¥
Delete Eppointment| Scheduling Skype Cancel A 15 minwtes - Categorize Zoam
/] oneniote Assistant Meeting | Inwitation 4l Response Options = a g Room Finder > '}
Actions Show Skype Mee,,, Attendees Options ] Tags Zoom
@ Invitations hawe not been sent for this meeting,
From » | cho.prendergastioms
= . |10
Sel
Subject: Claire's Zoom Meeting
Location: http;rffusﬂ-ﬂweh.znnm.usfjﬁ - Rooms...
Start time: wWed 971672020 - |00 PM ~ | [C] & day event
End time: wWed 97162020 - 130 PM -
N S R B AR T T SRR N R 3 ] P 8 ] ATl
Claire izinviting youto a scheduled Zoom meeting,
Join Zoom Meeting
https:/fusddweb.zoom. us/j/7
MMeeting ID:
Passcode; ©
Click on a photo to see social network updates and email messages from this person. oo
GY All Attendees (1) m
" Accepted (0]




Add a Virtual Background

If you want to put a photo behind you instead of your actual background during the call, follow these steps. Note
that if you are using a version of Windows before Windows 10, you will not be able to use the Virtual Background
feature unless you have a green screen — this is outside the scope of this user guide.

1. Click the Settings button o
(grey icon on the top right that
looks like a cog)
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2. Click on Background & Filters

3. Click on one of the virtual

backgrounds provided e
OR

Click the + button to add an
image of your own from your

computer o

General
Video
Audio
D Share Screen
© chat

¥ Virtual Background 2

ﬁlg Recording
@ Profile
Q Statistics

O Keyboard Shortcuts

Accessibility

Choose Virtual Background
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