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How to use Zoom on a
computer or Laptop

What is Zoom?

Zoom is a video chat service that
uses the internet.

Zoom is good for meeting lots of
people at the same time.

A New Direction uses Zoom for
meetings, workshops, and training.
We call these Zoom meetings.

In a Zoom meeting you can speak
with people and see them at the
same time. They can see and hear
you too.
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What do | need to use
Zoom?

To use Zoom, you need one of these
devices:

o Computer

e Tablet

e Smartphone

Your device needs to have:

e A microphone

e A web camera

e |nternet connection
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Most laptops have all of these things.

If you want fo use a desktop
computer, you may need to connect
these things.

If you need help, ask a friend, family
member, carer, or support worker.

You can get Zoom on your computer
or laptop for free.
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C | @ zoom.us/download
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Zoom Client for Meetings

mesding. and is also available for manual dawrlaad here.

The weely browsser clignl will dovwnload automabically whan pou stael o foin your hrsl Zoom

How to get Zoom on your
computer

To get Zoom you need to download
it from the internet.

Open your internet browser. An
internet browser is a programme you
use to see the internet.

Type zoom.us/download info the
top of the browser.

Click on the blue button that says
‘Download'.

The Zoom will download on to your
computer.
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) ZoomlInstaller Find the file on your computer.

It will be called ‘Zoomlnstaller.exe’.

Sometimes you can see it on the

| D““‘”‘“"‘"’4'”“""‘“" bottom left of your screen.
Q Zoominstaller.exe

¥ ¥ = | Downloads
Home Share View
C . .
O o It might be in the folder on your
Pinatcocits.lick Copy  Paste [f] Paste shortcut I;‘\Ooie ; ,
computer called ‘Downloads'.

- v 4 & > ThisPC » Downloads »
v 3 Quick access

[ Desktop

4 Downloads

ﬁ Documents

=] Pictures

Click the Zoomlnstaller file to open it.

Zoom is now downloaded to your
computer. This is called an app.

The icon for the Zoom app looks like
this.

Zoom

App
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How to join a Zoom meeting

You will have been sent an invitation
to join the Zoom meeting by email.
Open the email on your computer.

The invitation will tell you the start
time and date of the Zoom meeting.

The invitation will tell you 2 different

A New Direction is inviting you to a Zoom meeting. Ways you can join '|'he Zoom mee'ﬁng.
Topic: Meeting . o .
Time: Mar 30, 2021 11:00 AM London 1. A link that is a mix of humbers and

Join Zoom Meeting / |e'|"|'eI’S.

https://zoom.us/j/86464947715?i0XS2RYdz09

Meeting ID: 1234 5678 XXXX — 2. A mee.l.lng ID number and
Passcode: XxAaBCD123! paSSCOd e.
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Open Zoom Meetings?

https://us02web.zoom.us wants to open this application.

[0 Always allow usO2web.zoom.us to open links of this type in the associated app

Click Open Zoom Meetings on the dialog shown by your browser

If you don’t see a dialog, click Launch Meeting below
7

Don't have Zoom Client installed? Download Now

Having issues with Zoom Client? Join from Your Browser

The easiest way to join the Zoom
meeting is to click on the link.

You might see this box.

Click the button that says ‘Open
Zoom Meetings'.

You can also click the blue button
that says ‘Launch Meeting’ on the
webpage.

If you do not have the Zoom app
then click 'Join from Your Browser'.
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Another way to join a meeting is to
open the Zoom app on your
computer.

zoom Click the blue button that says ‘Join a
Meeting’

Join a Meeting

You will see this box.

Join Meeting

Enter meeting ID or personal link name .
— = Type the meeting ID number here.

Your Name

Sarah

Remember my name for future meetings

[C) Do not connect to audio

Type your name here.

Join
Click the button that says ‘Join'.

() Turn off my video

Page 8



© Enter meeting passcode X

You will see this box.

Enter meeting passcode

((Meeting passcode K
Type the Meeting passcode here.

Join Meeting | Cancel |

\Click the button that says ‘Join
Meeting'.

You might see this box.

It will show you what your video looks
like to the other people in the
meeting. You will see yourself on the
screen.

Click the blue button that says ‘Join
with Video'.
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You might see this box.

Click the button that says ‘Join with
. Computer Audio'.

Automatically join sudio by computer when joining a meeting

Wait a moment.

It might take 1 or 2 minutes for you to
be let in o the meeting.

You will see a box like this.

Please wait, the meeting host will let you in soon.

Marina Lewis-King's Personal Meeting Room

When you are in the meeting, you will
be able to see and hear the other
people.
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Mute

How to use Zoom ina
meeting

When you are in a Zoom meeting
you will see some icons at the bottom
of your screen.

You can use these to switch your
sound or camera off or on.

This is what the microphone icon
looks like when it is turned on.

In the Zoom meeting you might be
asked to “mute yourself” or “be on
mute”.

This means you should turn your
microphone off so people cannot hear
you.
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$
Mute

Unmute

D

Unmute

Click on the icon to switch your
microphone off.

If there is a red line on the icon, your
microphone is switched off.

You can click the icon again to turn it
on.

People in the meeting will now be
able to hear you. This is called
unmuting yourself.
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Stop Video

Start Video

This is the video icon. When it looks
like this, your video is turned on.

When your video is turned on, people
in the meeting can see you.

You can click on the icon to switch
your video off.

If there is a red line on the icon, your
video is switched off and people
cannot see you.
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You can click the video icon to turn
your video on.

A New Direction uses closed captions
in our Zoom meetings.

This means you can see what people
are saying as words on the screen.

You can turn this on by clicking this
icon.

Only join a Zoom meeting with
someone you know or an event you
have signed up to.

Only do or say things in a Zoom
meeting that you would do in a
normal meeting.
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Never share your personal details with
people in a Zoom meeting.

Personal details are things like:

X X X X X

- Passwords

- Home address

A 123 4567

(3]
8 - Telephone number
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We hope you found these instructions
helpful.

You can contact A New Direction by
emailing us:

info@anewdirection.org.uk

@ made with
photosymbols®

A NEW
DIRECTION
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