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A Guide to Using
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Install Zoom on Your Device:

If you have an Apple product, install
from the App Store

If you have an Android product, install
from the Play Store

dan>=0ID

If you have a Windows product, install
from the Zoom website:

https://zoom.us/

Windows 10
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During the install process you will :
. Set-up a user name
. Set a Password
. Allow access to your camera
. Allow access to your microphone

. Allow access to your contacts
(optional)

. You will only have to do this process once
and then your device will remember you
next time you use Zoom.

. Keep your password private

. Give your Zoom user name to friends and
family you wish to connect with

. You are now ready to start using Zoom
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The following screen shots are a guide to in-

stalling and then using Zoom for a video call.

Please note there are regular updates and

therefore the screens can change slightly.

There are also some excellent video guides

available on the Zoom website.

The following screens are taken from iPad
and a windows 10 pc. The Android screens

are very similar.

Search for Zoom

Touch or Click on

\
——— Get/Install.

Preview

The App will now
download to your

device.
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13:28 Thu 23 Apr

{ Search

What's New

- Bug fixes

Preview

ZOOM Cloud Meeti
Meet Happy

Touch open or
tap on the App
for iPad /
Android Tablet.

Click on Zoom if
using a PC or
Laptop
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Start a Meeting

Start or join a video meeting on the go

Join a Meeting

Sign Up Sign In
Initially you will Once you have an
need to Sign Up and account setup, use
create a user the Sign In option.
account.
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For verification, please confirm your date of birth

23 Apr 2020

This data will not be stored

Confirm

A

23 April 2020

Sign Up Sign In

Insert a Date of Birth and touch/click Confirm




© Lincs Digital

Enter your e-mail address

First Name
Last Name
Touch/Click Sign Up
\
Cancel Sign Up Sign Up
= user1@lincsdigital.org.uk
User

—
—_—

@ ! agree to the Terms of Service

1




© Lincs Digital

At this stage an email

Sign Up will be sent to you in
order to confirm your

useri@lincsdigital.org.uk

d email address.
1
Go to your emails and
We have sent a confirmation email to
user1@Iin_csdigital.prg.uk. Pl_ease click .
e find the
Resend Email OK

confirmation email

from Zoom.

zoom Click on Activate
Account.

Go back to the
previous Zoom

screen and click
OK.
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At the next screen, select No and then Touch/
Click Continue

Zo0m

Are you signing up on behalf of a school?

The next step is to:

. Make a Password

Welcome to Zoom

. Confirm the Password

.  Click/Touch Continue

200m

Password must

10
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You can invite

friends to use
— Zoom or Skip
s B this step and

add people later.

You will now be given a personal link if you
want to start a meeting now.

Or ignore this and click/touch

“Go to My Account”. You can then decide
when to join or start meeting contacts.

pwd=T25GbHFtTnNrSkRHZWNaLzNQbIBJUTO?

11
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You will now see your “Profile” page where
all of your details are stored and you can

access the settings.
Z00m

Meetings

Webinars

Settings 24

User Management
Room Managemsnt
Account Management

Advanced

Zoom is now installed on your device and
ready to use.

Leave the webpage and open the App on
your device by Tapping the screen on iPad/
Tablet or click the icon on computer.

The App will open:

12
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”

Enter your password and select “Sign In

Cancel Sign In

user1@lincsdigital.org.uk

Forgot password?

Sign In

user1@lincsdigital.org.uk CO n ﬁ n u e

| Weare updating our terms

and policies
l Zoom is updating its Terms of Service

and Privacy Policy to provide you with
more transparency into the data Zoom
collects, how it is used, and the
controls you have over your personal
data. By continuing to use Zoom, you
accept the updated Terms of Service
and Privacy Policy.

| Terms of Service

| Privacy Policy

Continue

"Zoom" Would Like to Access
Your Calendar
We will use your Calendars to easily

schedule your meetings on Zoom.

O K Don't Allow OK

13
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Would You Like to Use
“Zoom" with Siri?
Some of your Zoom data will be sent to

Apple to process your requests.

You can use Siri to easily start a call
on Zoom.

Don't Allow

We would suggest

OK on these options
but it is your choice.

Do you want to sign in with Touch ID?

14
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You are now at the “Home “ Screen where

you decide what you want to do.

SRR T

New Meeting Join

Contacts

Schedule Share Screen

Settings

The first step will be to add contacts which
will make it easier to connect with people.

This is the easiest option for friends and
family.

For work you can just respond to a meeting
request.

15
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S APP Store "3:41 Thu 23 Apr

Add a Contact

Create a New Channel

Join a Public Channel

2. Add a Contact

Add an App

1. Select Contacts

3. Type the email address of your friend.

)

Home

)

Chats

©

Meetings

Contacts

Q Searchcontac O projectmanager@lincsdigital.org.uk © Cancel
My Contacts 'ATCHED ConTaCT

2 projectmanager@lincsdigital.org.uk Add
v Starred

v External Contac

All Contacts

> Company Cont¢

4. When their details show, touch/click “Add”

16
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. Repeat this process for any other people
you would like to add to your contacts.

. Arequest to be a contact will now be sent
to your friend.

. When they accept your request their
details will appear in your contacts list.

« Your details will appear in their list.

iy wunaves
2 projectmanager@lincsdigital.org.uk Add
v Starred
e v External Contac
< projectmar
CJ Pending...
Chats.
A" ContaCts Contact request has been sent to
projectmanager@lincsdigital.org.uk
® > Company Conte
Meetings OK !
Contacts
My Contacts
v Starred 0
Hoiie v External Contacts 1
© projectmanager®@lincsdigital.org...
C] Pending.
Chats
All Contacts
@ > Company Contacts 0
tings
Contacts

17
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o~

Accapt Decline

B b e v A B ConEac]

Your friend will receive the above message
to Accept or Decline the request.

When they accept they
will send a message to
\\

.{} Chats ©

Q  Search

m... Your friend is now
OB o Eotustan a Contact
o

18
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Making a Call

There are various ways to start a call or chat:

[, (=]
e Chat

From the Home Screen

Click/Touch New Meeting

JJJJJ

Your Video screen will appear with either your

name displayed or your video showing.

The controls are available by moving your
mouse on computer or touch the screen on
tablet/iPad (see next page)

19
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Select a Microphone

v/ Microphone Array (Realtek(R) Audio)

Same as System

Select a Speaker
v/ Speakers (Realtek(R) Audio)

Same as System

Test Speaker & Microphone...
Switch to Phone Audio...
Leave Computer Audio
Audio Settings...

L

Unmute Start Video

-l © Type here to search

Audio
Microphone Icon

alternates between
Mute and Unmute.

The arrow to the side
opens extra options.

Selecta Camera

v Integrated Camera

Video Settings...
Choose Virtual Background

L o~ W

Unmute Start Video

Ll © Type here to search

Video
Mute/Unmute Camera

Extra options

Lock Meeting

~ Enable waiting room

Allow participants to:
~ Share Screen
~ Chat

+ Rename Themselves

Y

Security

®e 1
'

Manage Participants

Security

Touch/click this Icon to
show security features.

Waiting room is a
recommended feature
to be covered later.
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P-%4 Manage Partici Jants (Alt+U) &

Participants (1)

a Lincs Digital (Host, me) Z IZFJ

Invite Mute All Unmute All

Vé

» D .0 ¢

Chat Share Screen Record  Reactions

Manage Participants

Opens the Panel to
control people in the
meeting.

You can:
Invite
Mute All
Unmute All

Or select individuls

To:  Everyone ¥

Type message here

Extra Features allow you to:

Chat, Share your Screen, Record the meeting and

react to the meeting with Thumbs up etc.

The final option is to End the Meeting.

21
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Invite a contact or contacts to a call

Select Manage Participants

Select Invite
Select the contacts to invite

Click/Touch Invite

Your contact now receives
an invite on their device

22
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When your friend (contact) accepts the invite

they will appear in the waiting room.

This is an excellent security features and
allows you to make sure only contacts with an
invite are allowed into the meeting.

The person in control of the meeting is called
the Host. This can be changed to other

contacts during the meeting if required.

Once you admit them from the waiting room

they will appear on screen.

X

v Participants (2)

1 person is waiting Message

User 1 m Remove

1 participant in the meeting

m Lincs Digital (Host, me) P v

Participants (2]

23
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Lincs Digital

You and your friend are now both in the
meeting.

If you invite other people they will appear
here also and everyone can see and hear each
other.

Currently the video is muted but the picture
will appear when you turn on video.

If there are a number of people in the
meeting it is better if you keep microphones
muted until you wish to speak otherwise it
can be very noisy.

24
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Cameras are now on and YOuU Can see each

other.

A line appears round the screen of the
person who is talking which makes it easy
for everyone to follow if there are more
people in the meeting

In this case the lady on the left is speaking

You can now just talk to each other as if you
were in the same room even though you
may be in another part of the World.

25
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As the Host you can Mute and Unmute

individuals.
- pet
v Participants (2)
a Lincs Digital (Host, me) % ™

Selecting the More option allows you to stop
video, Make another person the “Host”,
change the display name of the person, put
them back in the waiting room or remove
them from the meeting.

v Participants (2)
m Lincs Digital (Host, me) B ™
m User 1 Chat

Stop Video

Make Host
Rename

Put in Waiting Room

Remove

26
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When you have finished your meeting you can

end the meeting:

it ) End Meeting or Leave Meeting?

To keep this meeting running, please assign a Host.

IHCRCEOLRGTE M | Leave Meeting | | Cancel |

]
End Meeting

Reactions

~ @

Record

You can end the Meeting for everyone or you

can make someone else the Host and leave
the meeting for others to continue.

It is important to either end or leave a
meeting otherwise you will not be able to
join another meeting.

You are now able to contact
friends and family .

Have fun and stay connected.

27
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. Lincs

@Digital

Reg Charity No: 1183424
email: projectmanager@Ilincsdigital.org.uk
Tel: 07833151469
Facebook: @lincsdigital.org
Twitter: @Lincsdigitall

www.lincsdigital.org.uk

Video Support available by appointment using :
Skype, Zoom, Microsoft Teams, WhatsApp,

Facebook Messenger or Facetime.

Please phone or email to book appointment.

- TED : COMMUNITY
.J ingEas% Lindsey F U N D
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