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) D
What is Zoom? 2 '

A

Zoom is video chat software to help you
have meetings with people online.

You can speak with them and see them at
the same time. They can see you.

Zoom is very good to meet many people
online at the same time.

If people want to use zoom they will invite
you to a «Zoom meeting».

Some companies use it to discuss with
their staff.

Some teachers use it with their students.

You can use Zoom on your computer,
laptop, tablet or smartphone.




What do | need to use Zoom?

To use Zoom you need:

A laptop

[le

or a computer
with a
microphone
and a webcam

A smartphone

A tablet

A good connection to the internet.
If your connection is poor, your
Zoom meeting may not work very

well.




Download the Zoom
software on your laptop

First you need to open your internet browser (your browser
helps you to see websites). You can open one of these:

Google Internet Edge Firefox Safari
Chrome Explorer

For these guidelines, we have used Google Chrome.

About  Store
o~
Google
o’

Enter the address:
Zoom.us

Then click ENTER
on your keyboard.

Google Search I'm Feeling Lucky

Discover how data helps presenve endangered herage sites

United Kingdom

Advertising  Business  How Search works

Ll ° Type here to search
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https://zoom.us/

JOIMAMIETING  HOSTAMEILTING =

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

Update to Zoom 5.0 by
Saturday, May 30th |

To join meetings, an updated Zoom client or Click on
joining with a browser will be required. " Iy
,/ Resources

Update Now Sign Up Free

L O Type here to search

Please note that you do not
need to sign up!

Update to Zoom 5.0 by
Saturday, May 30th

To join meetings, an updated Zoom client or
joining with a browser will be required. CI |Ck on

“Download Zoom Client”’

L O Type here to search
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Download Center

Zoom Client for Meeti=-

Download the first file
called ‘“Zoom Client for

Meetings’’, by clicking on
Zoom Plugin ™ ¢ ”Download”-

Depending on your
internet browser you
should see a file being
downloaded, like this one.

Download Center

Zoom Client for Meetings

staller (1).exe
Ao, 5 s restantes

After it has downloaded,
click on “Open file”.
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https://zoom.us/client/latest/ZoomInstaller.exe
https://zoom.us/client/latest/ZoomInstaller.exe
https://zoom.us/client/latest/ZoomInstaller.exe
https://zoom.us/client/latest/ZoomInstaller.exe

You will probably see a box like this,
which means that Zoom is being installed.

Download Center

© Zoom Installer

MEETNE. 3N0 15 3450 AVINA0NE TOr MSLAl GOWNIoa nens.

o

Zoom Plugin for Microsoft Qutlook

When Zoom has finished downloading, this
box should open: This is the Zoom software.

i 0 Zoom Cloud Meetings

Zoom Plugin for Microsoft Qutlook
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Invitation |
Two ways to join a Zoom meeting

When someone invites you to a Zoom
meeting, they will send you an email or a
message like the following one:

Sat 30/05/2020 18:04
H Example
Zoowm Meeting of invitation.
To Raphaél

Inclusion London is inviting you to a scheduled Zoom meeting.

Topic: Meeting
Time: May 30, 2020 06:00 PM London

Join Zoom Meetin,
Ihttgs:QusMweb.zoorn.us{iz}'28046??585?nwd=bUNkczNvcmNURFDBYaﬂFeCESTWxMZzUB I

viee |24 O
Password: 1a9Y4dy

There are two ways to connect:

~ Option A - Option B - By using the
» By clicking on this link. Meeting ID
- Go to page 10 and Password. The ones you
will receive will be different
for each meeting. Write them
down somewhere as you will

need them. - Go to page 13.




Option A
Connect with a link

First, open the Zoom invitation
email on your phone or tablet.

Zoom Meeting

To Raphaél

Inclusion London is inviting you to a scheduled Zoom meeting.

Topic: Meeting
Time: May 30, 2020 06:00 PM London

Join Zoom Meeting

Meeting ID: 728 0467 7685
Password: 1a9Y4y

L O Type here to search

Then, click on the link.

Click on
“Open Zoom meetings”

zoom Open Zoom Meetings ?

https://usO4web.zoom.us
Open Zoom Meeting
—

When system dialog prompts, click Open Z

If you have Zoom Client installed, launch meeting. Otherwise, download and run Zoom.

B Type here to sarch
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© Zoom Cloud Meetings

To use Zoom, you need to agree to the Terms of Service
and Privacy Policy.

If this appears,
click on “I Agree”.

Wait a moment.

Please wait, the meeting host will let you in soon.
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Click on “Join with
computer audio”
5 to activate the sound.

This is the video of
6 another participant.

YOUR NAME

Go to page 20 for the next step.




Option B
Connect with a Meeting 1D

First you need to open the
Zoom software on your
laptop or computer.

To find the Zoom software,
you can either look for
““Zoom”’ in the search bar
or click on the windows
button.

And then,
click on ““Zoom”’.

w
B v
B -
B -
B -
¥
B -

1 6 =




About  Store

gle

ogle Search I'm Feeling Lucky

w data helps prasenve endangered herage sites

United Kingdom

Advertising  Business  How Search works

O Type here to search

Then click on “Join a
meeting”’ on the Zoom
website. The Zoom software,
should open automatically.

Update to Zoom 5.0 by
Saturday, May 30th

To join meetings, an updated Zoom client or
joining with a browser will be required.

Update Now Sign Up Free

Alternatively, visit:
zoom.us

Then click ENTER
on your keyboard.
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On the Zoom software,
click on “Join a Meeting”’.

© Zoom Cloud Meetings

200m

<

Join a Meeting

Sign In

Write the Meeting ID which was
included in the invitation email.

Join Meeting
Enter meeting ID or personal link name

Enter your name

Remember my name for future meetings
[Z) Do not connect to audio

[ Tum off my video

And write
your name.
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Then click
on “Join”’.

Remer.
) ponote

() Tum off my

L O Type here to search

Write the meeting
password.

© Enter meeting password

Enter meeting password

Meeting password :

Join Meeting | Cancel

L O Type here to search



© Enter meeting password

Enter meeting password

Click on
“Join the Meeting”

Wait a moment.

. Please wait for the host to start this meeting.

Start: 12:00 AM

Meeting

Test Computer Audio ]

L O Type here to search
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© Zoom Cloud Meetings

To use Zoom, you need to agree to the Terms of Service
and Privacy Policy.

If this appears,
click on “I Agree”.

Wait a moment.

Please wait, the meeting host will let you in soon.
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Click on “Join with

9 computer audio”
to activate the sound.

This is the video of
10 another participant.

YOUR NAME
¥



How to activate your video D:]
and your microphone

If these two icons are crossed with a red line, this means
that your microphone and your camera are off.

The microphone The video
is off is off
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YOUR NAME
¥

Click on “Unmute”
D to switch on your microphone.

YOUR NAME

Click on “Start video”
to switch on your camera.



Now your video is on.




Different ways to see
the participants

This is the “Speaker
View’’ where you

can see the speaker |
in a large video. The Click on “Gallery

other participants view” to change
appear at the top é the view.

in smaller videos.
The speaker video
changes when
another participant
starts to speak.

This is the
“Gallery View”
where you
can see all the
participants at
the same time.
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When using
Zoom on your
laptop, you
can see many
participants at
the same time.

In fact, you can
see up to 49
participants

at the same
time, if you use
Zoom on your
laptop.




How to leave
3 Zoom meeting

First, click

ﬂ on “Leave”’.
| 4




Then, click on
“Leave Meeting”’.

Important - Do not forget to tell the other participants
if you want to leave a meeting before it has finished.
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How to stay safe
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Never share personal information such as
passwords in a Zoom meeting.

Do not forget that everyone in a Zoom
meeting can see you and hear you.

If you do not want them to see you, turn
off your camera.

If you do not want them to hear you, turn
off your microphone.

If you do not want them to hear
background noise where you are, turn off
your microphone. Remember to switch it
back on when you want to speak.




Inclusion London promotes equality and inclusion for Deaf and Disabled people by
supporting the development of Deaf and Disabled People’s Organisations (DDPOs)
across London. We run the ‘Making it Work’ programme which aims to improve
young Disabled people’s chances of finding employment and remove the barriers to
getting into work.

www.inclusionlondon.org.uk

Produced by Inclusion London,
June 2020

Copyright: We welcome reproduction of
any part of this resource but we request
that Inclusion London is acknowledged.
Inclusion London has endeavoured to
ensure that information included in

this resource is up to date and correct.
However, this cannot be guaranteed

and it is, therefore, the responsibility of
readers to seek their own legal advice
where necessary.



