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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 App
onto your phone or tablet

You need to download the Zoom app onto your
smartphone or tablet in order to use it.

For IPad Apple
and IPhone ;& _ Store

On your “

phone or

tablet, click
on: For Android

phone or
tablet

Search for the \ Click on the Zoom App
application called and click on Install.
Zoom Cloud Meetings”. 700M Cloud

‘Q Search  Zoom Cloud Meetings ’ Meetings

Zoom.us

Install
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https://apps.apple.com/us/app/zoom-cloud-meetings/id546505307
https://apps.apple.com/us/app/zoom-cloud-meetings/id546505307
https://apps.apple.com/us/app/zoom-cloud-meetings/id546505307
https://play.google.com/store/apps/details?id=us.zoom.videomeetings&hl=fr
https://play.google.com/store/apps/details?id=us.zoom.videomeetings&hl=fr
https://play.google.com/store/apps/details?id=us.zoom.videomeetings&hl=fr
https://apps.apple.com/us/app/zoom-cloud-meetings/id546505307
https://play.google.com/store/apps/details?id=us.zoom.videomeetings&hl=fr

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 this.

Example
of invitation.

Zoom Meeting ¥
30 May 2020 18:04

Raphaél Details

Inclusion London is inviting you to a
scheduled Zoom meeting.

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

Join Zoom Meeting
https://us04web.zoom.us/j/728046776
85?7
pwd=bUNkczNycmNORFpBY3BFeC85T
WxMZz09

| Meeting ID: 728 0467 7685|
Password: 1a9Y4y 7

< - ]

Reply Reply all  Forward Delete

There are two ways to
connect:

Option A - By clicking on this
link.

- Go to page 7.

Option B - By using the
Meeting ID 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 10.




Option A
Connect with a link

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

Zoom Meeting
30M 8:04

Raphaél Details
Inclusion London is inviting you to a
scheduled Zoom meeting.

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

Join Zoom Meeting

mps:usMweb.zoom.usj?Z4776
85? -Q\~
pwd=bUNkczNycmNORFpBY3B#6
WxMZz09

A N
Meeting ID: 728 0467 76,
Password: 1a9Y4y

If this appears click
< > 0w on the Zoom icon.

Reply Reply all  Forward Delete
Open with

Then, click on the link,
in the email.

gmsung Internet
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) Preparing meeting...

Write your name

Plea \eter your name

” Waiting for the host to start this meeting

Then click OK.

Meeting ID: 728 0467 7685

Date: Sat 30 May

| 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

Leave

This is the video of
another participant.

A

lm ’/"/' l—i—l LE R ]

Join Audio  Start Video ~ Share  Participants ~ More

)

7 )

Go to page 14 for the next step.




Option B
Connect with a Meeting 1D

Start a Meeting

Start or join a video meeting on the go

Join a Meeting

?

Write the Meeting ID
included in the invitation
you received.

Join a Meetind

Join with a personal link name

Join Mé. ng

If you received an invitation lif. \ap on the link to
join the meeting.

JOIN OPTIONS

Don't Connect To Audio

Turn Off My Video

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

vin a Meeting

728 0467 7685

Raphaé||

Don't Connect To Audio

Turn Off My Video

Write the meeting
included
in the invitation.

Please enter your meeting iIssword




f

Preparing meeting...

Please enter your meeting password

~ Waiting for the host to start this meeting

Meeting ID: 728 0467 7685

Date: Sat 30 May

Microsoft Swiftkey
@ To use Zoom, you need to agree to
the Terms of Service and Privacy

Policy.

lerms of Service

Privacy Poli

If this appears,
click on “I Agree”.



Wait a moment.

Please wait, the meeting host
will let you in soon

This is the video of
another participant.

U

Join Audio  Start Video ~ Share  Participants ~ More

C )



How to activate your video D:l

and your microphone

If this icon is red, the other
people cannot see you.

You need to click on it to -
activate the camera. O owd

Join Audio  Start\id=a _ Share  Participants  More




If this appears,
click on “Allow”.

Allow Zoom to take
pictures and record
video?

Leave

A

Now your video is on.

If this button says “Join Audio”
y , IQ D:I I'LI @ e
the Other people Cannot hear you. Join Audiv Stop Video  Share  Participants  More

You need to click on it “ )
to activate your microphone.




Call via Device Audio

If this appear,

AT = S click on “Allow”.

Join Audic StopVideo  Share  Paruce

C )

Click on “Call via
DeVICe Audlon Don't ask again

Allow Zoom to record
audio?

Call via Device Audio

O




Q) & 9 Zoom v

Q) & 9 Zoom v

1 e

Unmute g StzyVideo  Share  Participants  More

) )

Finally, you need to
click on “Unmute”
(which means turn
the sound on).

People can now see you and

hear you. L
y 1 N (COREET
You are now rea d Yy to s pea k StopVideo  Share  Participants  More

with the other people.



How to leave
3 Zoom meeting

First, click
on ‘““Leave”.

P & ® Zoom v

Then, click on
E “Leave Meeting”.
g @ M ©
Mute Stop Video Share  Participants  More

)

Important - Do not forget to tell the other participants
if you want to leave a meeting before it has finished.




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.



