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“How to Guide on Using Zoom”

This aim of this guide is to provide you with guidance on how to use Zoom, this includes
creating an account, hosting a meeting, as well as accepting and sending invitations, thus
allowing you to interact with family, friends and work colleagues.

The basic version of Zoom allows you to host your own meeting or attend for 40 minutes.

There are options to upgrade from the basic free account, for more details please see page
40.

“Hosting” means that you have created a meeting and are the host, you will need to send an
email invite out for those people you wish to attend.

“Attending” means that you have been invited to a meeting and have received an email from
a host and will need to press the links within the message to attend a meeting.

So instead of going to the coffee shop for your regular catch up with friends and family why
not make a cuppa and join in a Zoom meeting??? You can have a cuppa and a catch up
together, and although you can’t actually be with each other you will be able to visually see
each other.

Zoom allows up to 100 participants within any meeting/session for 40 minutes, you can see
up to 49 participants at one time on your screen dependent on device and screen size. You

can have up to 500 participants with large meeting add more details can be found here
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Zoom Web (This means accessing and using Zoom through a web address rather than an
app)

e Open your browser this could be Google Chrome or Internet Explorer it is whatever
option you use to access the internet normally

e Use your mouse or touch pad depending on device being used and click twice on the
left-hand side button

e |f using a touch screen device like a tablet or smartphone then press either Google
Chrome or Internet Explorer

= | 2

Mouse icon Laptop touchpad icon Google chrome icon Internet Explorer icon

Tablet device icon Smartphone device icon

New Tab X |+ = X
> C | G Search Google or type a URL * O

Q  Search Google or type a URL

(=

+

Add shortcut

Google Chrome Search Page
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Internet Explorer Search Page

In the search field, type Zoom and then press the “Return” or “Enter” key on your device or
press the magnify glass found at the end of the search bar.

Q -

Search bar magnify glass Keyboard enter/return key Smart device enter/return key

-

When the search has completed there should be an option to select ‘Zoom.us’

Z00Omus -

Zoom: Video Conferencing, Web Conferencing, Webinars ...

Zoom is the leader in modern enterprise video communications, with an easy, reliable cloud
platform for video and audio conferencing, chat, and webinars ...

Sign In Plans and Pricing

Zoom is the leader in modem Buy it now - Zoom for Education -
enterprise video ... Zoom Phone - ...

Download Support Center

Zoom is the leader in modem Zoom Help Center - Zoom
enterprise video ... Technical Support - Zoom Rooms
Zoom Meetings Video Conferencing
Zoom Meetings & Chat. Enterprise Video conferencing features; Web
video conferencing with real ... conferencing features; Group ...

IMore results from Zoom.us »

Completed search “Zoom.us”
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Select “Zoom.us” website by pressing or clicking on the blue words, blue always indicates a
link.

You will then be directed to the Zoom homepage where you can proceed to create an
account.

Do not select anything that has “Ad” by the side of it as this is usually an
advert and will not necessarily take you to the correct site or be a secure site.

Ad - www.microsoft.com/ -

Chat, Meet, And Collaborate - Microsoft® Teams

Video Conferencing Without Compromising Privacy & Security. Cloud Phone System.

Ad + WWW.POWWOWNOW.CO.UK/ ¥

Easy & Secure Video Calls - We Won't Cut Your Call Short

Unlike Zoom, We Won't Cut Your Calls Short. Unlimited UK Minutes, Screen Sharing & More.
Our Impressive Features Make Working From Home Easier Than Ever Before, Contract Freel
Free Outlook-plugin. Instant Conference Calls. High Quality Audio.

Example of “Ad” site to avoid

Creating an account (Zoom Web means accessing and using Zoom through a web address

rather than an app, you would normally do use this option when using a laptop or desktop
computer.)

Now you have the Zoom website homepage on your screen, looking at the top right-hand
side of the page select ‘SIGN UP, IT'S FREFE’

REQUESTADEMO 444 [20) 709 8961 OR0B0D 3687314  RESOURCES v  SUPPORT

Taking your physical event
virtual?

Learn how to host user conferences, executive briefing centers,
customer and prospect events, webinars, or training sessions
virtually over Zoom.

Learn how to host a world-class virtual event today

Zoom homepage
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Upon pressing the ‘SIGN UP, IT'S FREE’ button another box will populate which requires you
to provide your email address, or you can sign in using your Google or Facebook accounts.
To do this you just press the relevant button and enter your account details: username and

password.
When you have entered your email address, this does not have to be a work email address it

can be personal as well as professional email address, select ‘Sign Up’

Sign Up Free

Your work email address

By signing up, | agree to the Privacy Policy and Terms of Service.

or

G Sign in with Google

f Sign in with Facebook

Sign in and Sign up screen

When you have entered your email address and selected ‘Sign Up’ a message will appear on
your screen asking you to check your email inbox as a verification email has been sent to the

email you have signed up with.

We've sent an email to Your email address will show here
Click the confirmation link in that email to begin using Zoom.

if you did not receive the email,

Resend another email

Confirmation email message

Go to your email inbox and check your messages you are looking for a message from Zoom,
if you are unable to see it in your inbox check your junk/spam account.
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When you find and open the “Zoom” email, within the body of the message you will see
“Activate Account”

Select “Activate Account” to verify your account and then it will redirect you back to the
Zoom homepage.

Hello  Your name or email will be here

Welcome to Zoom!

lo activate your account please click the button below to verify your email address

Activate Account

Screenshot of message shown in your email

If you are unable to find the confirmation email, then go back to the web browser and select
“‘Resend another email” from the confirmation email message, this will re send the email
message.

If the message has not appeared it could be you need to refresh your inbox, you can do this
by pressing your screen device and pulling the screen down while in you emails.

You can also select the refresh icon next to the word inbox it looks like an arrow going round

in a circle or you can click or touch ‘Resend another email’
Please also check you have entered your email address correctly

Refresh Icon

We've sent an email to Your email address will show here

Click the confirmation link in that email to begin using Zoom.

if you did not receive the email,

Resend another email

Screenshot of onscreen message
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The final part to creating your account is to enter your first and last name into the white text
box that populates on your screen followed by a strong password.

We recommend that you create a strong password with 8 characters or more, which includes
upper case, lower case, numbers, and symbols.

First Name
Last Name
Password

Confirm Password

By signing up, | agree to the Privacy Policy and Terms of Service.

Screenshot of creating an account your details

Once you have typed your name and password click or touch “Continue” to complete this
process.

you have now created an account.

You can now invite people to a meeting or skip that step and have a look around Zoom to get
to know it a bit.

Invite Your Colleagues

Invite your colleagues to create their own free Zoom account today!

name@domain.com
name@domain.com

name@domain.com

Add another email

I'm not a robot

1eCAPTCHA

Invite Your Colleagues screen
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If you have selected “skip this step” you will be directed to your account page where you can
familiarize yourself with available options and settings.

Zoom

_ Your name will appear here

Your ID will appear here

Your email will appear here

o

L . @

Screenshot of your account page

Inviting People to a meeting.

Invite 1
As soon as you have selected continue when creating your account, the next step will
automatically take you to the next screen which is “Invite Your Colleagues”

Invite Your Colleagues

Invite your colleagues to create their own free Zoom account today!

name@domain.com
name@domain.com

name@domain.com

Add another email

I'm not a robot

Invite Your Colleagues screen

On the “Invite Your Colleagues” screen type in the details of who you would like to invite to
your Zoom meeting.
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Each box that says hame@domain.com is a new line for a new email address, if you
need to add more people select the “Add another email” which is at the bottom of these
boxes in blue writing this will populate new boxes for you to add peoples email addresses.

When you have added everyone, that you wish to send an invite too, check the box “I'm not a
robot”. This is to ensure you are a human and not an algorithm or computer program.

Then select “Invite” and this will send an email invitation to everyone you have entered.

Invite 2

When hosting a meeting you can send an invite by selecting ‘manage participants’ and then
click or select ‘invite’ at the bottom of the participants panel.

You will see at the bottom of the screen you can select or touch copy URL (Uniform
Resource Locator) or copy invitation.

Now you can send the link via your email or text and the other person can then enter your
meeting.

) Invite people to join meeting  Your meeting ID will appear here X

Choose your email service to send invitation

O O O

Default Email Gmail Yahoo Mail

Copy URI. | Copy Invitation | Your meeting password will appear here

Screenshot of Invite option copy invitation or URL
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You can choose to start a test meeting see screenshot for reference, you may want to do this
so you can familiarize yourself with the settings and functions in live video.

If you want to start a test meeting, see from step 13 for guidance

If you do not want to start a test meeting now, then click or touch ‘Go to My Account’ see
screenshot for reference

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:
https:/usO4web.zoom.us/j/4360292336

Start Meeting Now Go to My Account

Save time by scheduling your meetings directly from your calendar.

o7, Microsoft Outlook Plugin P Chrome Extension
Download Download

Screenshot of Test meeting options

Congratulations your Zoom account should now be ready to use.

The following steps will guide you on how to host a meeting, access other meetings and keep
safe while using Zoom
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Zoom - My Account:

& > C & zoomus g e
REQUESTADEMO  +44(20)7039 8961 OR0B00 3687314  RESOURCES v  SUPPORT

Zool l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN A MEETING HOST A MEETING ~ MY ACCOUNT

In this together.
Keeping you connected
wherever you are.

Sign up for Free ‘ Helpful Resources

i\
3

¢ “

Zoom homepage

When you are on the Zoom homepage click or touch “My Account” which is located on the
top right-hand side of your screen it will take you to your Zoom account details.

Zo0om

_ Your name will appear here

testings
Vet

B .

e Your personal ID will show here

U Maragenent

Y G—— Your email address will appear here
O Pe—

Zoom My Account page
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Within this page you will see all your details, on the left-hand side of the page there is a menu
“Profile, Meetings, Webinars, Recordings, Settings, Admin: User Management, Room
Management, Account Management”

These are the different options you can select:

Profile: Account information like password, email address, user ID and meeting link
Meetings: You can create meetings, see previous meetings, access meeting templates and
start personal meeting

Recordings: Access cloud recordings and local recordings of previous meetings if enabled
Settings: You can access and manage meetings, recording and telephone settings
Admin: Covers User management, Room management, Account management and
Advanced options

User Management: Users group, role management and group management all Options let
you add your bank card details for if you want to add extra chargeable services to your
account

Room Management: Zoom rooms, Calendar integration, Digital signage content,
Cisco/Polycom rooms

Account Management: Account profile shows your account type and billing gives you
options to upgrade your current account package

Whichever area of the menu you are on will highlight in blue, for example in the picture below
“Profile” is showing as the page currently on

RICRESY A SHNO WA D0 20O BOAS O CRO0 M8 FI1A EEECRIKIT « WmpwONT

hocs Your personal ID will appear here

Your email address will appear here

fax O

T e m

Profile Current Page
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In the centre of the “Account” page you will see your name and email as well as the option to
add a photo. To add your picture, select “Change” which you will find written in blue just
under the grey person, follow the instructions and upload a picture from your device’s gallery.

Change photo icon

Also, in the in-between your name and email there is “Personal Meeting ID” this is your
Zoom accounts person ID. A “Personal Meeting ID” is an ID that is assigned to you so you
can have a permanent virtual room that you can use at any time. You can customize

your “Personal Meeting ID” by logging into your account and visiting your profile.

1D Wil be 11 digits long

Your personal meeting link will appear here

Your email address will appear here

Linked accounts: B

Basic @ U

Meeting 100 @

Screenshot of profile page showing Personal Meeting ID

Then at the bottom of the middle area of the screen you will see “user type” and
“capacity”.

User Type: Shows your current account status and gives you options to upgrade your
account.

Capacity: Shows the maximum number of participants that you can have in a meeting, to
add more you will need to upgrade your account.

Hosting a Meeting:

You can Select “HOST A MEETING” from the top right hand side of the screen, this option is
always visible so doesn’t matter what you are currently looking at on the website.
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< C & zoom.us/profile s 8

REQUEST A DEMO +44 (20) 7039 8961 OR 0800 368 7314 RESOURCES v SUPPORT

2 OO' l l SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~

Home page Host a meeting top right

When you select “HOST A MEETING” three options will populate:

1. With Video on
This means your device camera will be turned on and all other participants
will be able to see you

2. With Video off
This means your device camera will be off therefore no one will be able to
see you

3. Screen share only
This means you can only share the contents of your screen and your device
camera will be off.
Participants will only be able to see what you are sharing on the screen of
your device

Select the relevant option you require, and a small pop up screen will appear at the top of the
page, this encourages you to either “Open Zoom” or “Cancel’

“Cancel” takes you back to the home page and “Open Zoom” launches the “Zoom app” on
your device.

zoom Opn 2oom?

Open Zoom or Cancel

If you cannot see the pop-up box showing the options to ‘open Zoom’ or ‘cancel’ you can
click or touch “click here” which you will find near the bottom of the page, this will refresh the
page and re-populate the “Open Zoom” option.
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Please click Open Zoom Meetings if you see the system dialog.

click here to launch the meet r download & run Zoom.

f nothing prompts from browser, click here to launch the meeting,

download & run Zoom

Refresh page

If You have chosen to refresh the page by selecting ‘click here’ and the option to open Zoom
meetings has not appeared, you will need to select ‘download and run Zoom’. This is so you
can access the meeting through the application. See the screenshot for reference.

When you select ‘Open Zoom' in the pop-up or ‘download and run Zoom’ in the page the
program will run and populate in the bottom left-hand side of the screen. This is a small box
and can be missed

J Zoom_od2i8sofizk...exe ~

Zoom program

| O Zoom os2Bsofizk.exe A Show all

Press the upwards arrow and select either run or open this will then open the Zoom
application up for you to proceed.

1. Once you have chosen one of the three options available you should see a message
appear to open Zoom or cancel see screenshot for reference

2. You can now click or touch ‘Open Zoom’ shown in the pop-up box in the middle of the
screen see screenshot for reference
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zoom Open Zoom?
https://zoom.us wants to cpen th

Please click Open Zoom Meetings if you see the system dialog.

f nothing prompts from browser, click here to launch the meeting, or download & run Zoom

@ Help

Screenshot of option to open Zoom

If you are not able to ‘Open Zoom’ click or touch ‘Cancel’ see screenshot for reference

Open Zoom?

https Jzoom.us wants to open this application

i s m

Screenshot of Zoom application options

If you cannot see the pop-up box showing the options to ‘open Zoom’ or ‘cancel’ you can
click or touch ‘click here’ which will refresh the page see screenshot for reference

If nothing prompts from browser, click here to launch the meeting,

Screenshot of Click here option

If You have chosen to refresh the page by selecting ‘click here’ you will need to select
‘download and run Zoom’ seen in the screenshot for reference
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download & run Zoom

Screenshot of Action

Click or tap twice on either ‘Open Zoom’ shown in the pop-up or ‘download and run Zoom’
see screenshot for reference

Looking at the bottom left hand side of the screen you will see the ‘Zoom’ program appear
which is what you have just downloaded, see screenshot for reference

Please click Open Zoom Meetings if you see the system dialog.

f nothing prompts from browser, click here to launch the meeting, or download &

{7 ic ad ¢ = )| <l 1, Start from your browser
@ Help

Show all

O  Zoom_o428sofizk...exe ~

Screenshot showing download bottom left

Click or touch twice the “Zoom’ application you have just downloaded see screenshot for
reference

(- Zoom_od2i8sofizk...exe A

Screenshot of downloaded file
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Once you have downloaded and opened the Zoom file, the app will open and you will need to
type in your account details and select ‘Sign In’. If you want to stay signed In click or touch
the small square next to ‘Keep me signed in’ you will see a tick appear

Q Zoom Cloud Meetings — X
.
Sign In
(Enter your email j Q Sign In with SSO |
\; Enter your password Forgot? | or | G Sign In with Google |
\ Y, /

@] Keep me signed in Sign In | f Sign In with Facebook |

< Back Sign Up Free

App Sign In screenshot

Attending a Zoom meeting:

When you have run and opened Zoom a dark blank screen will appear, this is only for a short
time as the program wants you to select how you would like to open it.

e “Join with Computer Audio”
Opens Zoom with your microphone on and working, you can talk to other participants
and they will be able to hear you

e “Test Speaker and Microphone”
Before opening Zoom test that your speaker and microphone are working
To do this select this option and follow the instructions

Whichever option you choose if you would like this to be the default and always open in this
way, check the “Automatically join audio by computer when joining a meeting” and this
screen will not populate again.
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Join with Computer Audio
est Speaker and M o

Automatically join audio by computer when joining a meeting

Join Audio blank screen

Selecting “Join with Computer Audio” you will enter a live meeting as either a participant or
the host.

‘Join with Computer Audio’ this means your device speaker will be accessed and you can
talk to other participants and they will be able to hear you

‘Test Speaker and Microphone’ this will enable you to try both before entering a meeting

o
Join with Computer Audio
Test Speaker and Microphene
Automatically join audio by computer when joining a meeting
Screenshot of Join Audio options
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You can click or touch the small box next to ‘Automatically join audio by computer when
joining a meeting’ this will be saved for future meetings the other options will no longer
appear, see screenshot for reference

Upon selecting ‘Join with Computer Audio’ you will enter a live meeting as either a
participant or host

2 Zozm Mesting

8o Talking: ¥'our name will appear here

Miecting Tapic Your name will appear hear

Hest ., i
.
S Your name will appear her

Mumaeric Pasowand: f i . il A
ebephane Room Systems] Your meeting password will show here
Invite Link: Your Invite link will appear here

Participant 1D Your Participant 1D will show here

@ &F e

bosien, By Share Soreen Trvwite Cifees

Screenshot of live audio Zoom screen

Using Zoom:

When you open Zoom, it will open to a black screen and various options to select around the
edges of the screen:

This is the meeting information icon when selected you can see your meeting details
including, Meeting ID, Host (You), Password, Invite link and participant ID.

Security Icon stating you are using enhanced encryption if selected will show you the
statistics for the meeting and various other options.

The microphone “Mute” icon means you are able to turn the microphone on or
off at any point by clicking or touching this. This will mute your microphone so
you cannot be heard, or it will open so you can be heard.

Prevent - Infarm - Assist
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While in a meeting you can click or touch the “Reactions” Icon two pictures will
appear which are clapping hands and a thumbs up. You can only use this option
if you have your video (camera) turned on.

The “Start Video” icon means you can turn your camera on or off at any point
by clicking or touching this. This will turn your video off so you cannot be seen,
Start Video or it will turn it on so you can be seen.

[ The “Invite” icon means you can invite other people to your meeting by clicking

— or touching the ‘invite’ icon.
Invite

The “Breakout Rooms” Icon gives the option to create rooms and assign
participants to them.

The “Enter Full Screen” Icon is only visible when you have the video
(camera) turned on.

FA - G ran
L g Enter Full Screen

When you have chosen “Invite” another screen will populate that allows you to choose a
default email option.

Select “Email” to manually type in the email address of who you want to invite.

Choose your email service to send invitation

Default Email Gmail Yahoo Mail

| Copy Invite Link | | Copy Invitation | Meeting Password: xm6r3L

“Invite” screen
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“Default Email”: You can use this option if you have an email account set up as default, you

can do this is your chosen email account settings. See screenshot for how invite by email
would look.

To: | 8 Cc&Bee

Please join Zoom meeting in progress

Join Zoom Meeting
https://us0dweb.zoom.us/j/72940277562 Ppwd=dEhYK3htaHRIeESneG50Q2ZIS]I5QT0S

Meeting ID: 729 4027 7562
Passcode: kOKpDT

Sent from Mail for Windows 10

Microsoft Windows Email invite

“Gmail”: Select this option if you already have and use a Google mail account, a new window
will appear, you may need to sign into your account as shown in the screenshot.

Google
Signin

Continue to Gmail

[ Email or phone

Forgot email?

Not your computer? Use a private browsing window to sign
in. Learn more

Create account m

Google account sign in

D I G ITAL ] o colchester.gov.uk/coronavirus
ACCESS oﬁou Prewent - Inform - Assist -

SUPPOVLING you to get online

Stay at Home | Protect the NHS | Save Lives




Digital Access Support Team — Rachaelle, Michael, Beth, Ashleigh & Alison Contact: 01206 282 452
Email: digitalaccesssupport@colchester.gov.uk Website: www.colchester.gov.uk/digitalaccesssupport

“Yahoo Mail”’: Select this option if you have a Yahoo mail account a new window will open
and you may need to sign into your account as seen in the screenshot.

yahoo/

Sign in to Yahoo Mail

using your Yahoo account

Username, email, or mobile

v| Stay signed in Forgot username?

Yahoo Mail sign in page

“Copy URL”: Selecting this option will save your meeting URL which is the link in which the
receiver can click or touch to join the meeting in your clipboard so when you open your emalil
and compose a hew message you can easily copy it into your email by right clicking or
pressing down on the screen and selecting paste when the options populate.

“Copy Invitation”: By selecting this option the invitation link will automatically be saved to
your clipboard so when you open your email account and compose a new message you can
easily copy it into your email by right clicking or pressing down on the screen and selecting
paste when the options populate.

“Meeting Password: 4LCK1A”: & “Invite people to join meeting 732-3406-9344”: (This
information is important to have as you may be asked to enter the password to join the
meeting and the 11 digit number is your personal ID).

Once you have chosen the email preference to invite people, a new page will open showing
your chosen email preference.

Please note that you may need to sign into your account again.

From here you need to compose your invitation.
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Now you will need to type the email address of the recipient who will receive the invitation.
Then in the body of the message, the white space you can add a personalized message, if
you click or touch in the white space you will see your cursor and keyboard appeatr.

Type the recipients email address in the white space next to “To”. Then Right click on the
mouse, touch pad or hold the screen until you see a list of options appear, select ‘paste’ from
the options provided screenshot shows how message will appear once ready send the email
they can now use the link to join the meeting.

Please join Zoom meeting in progress

Join Zoom Meeting hitps:/lus04web.zoom.us/j/740898699857pwd=czJBMmhGdIcSNFVkKOpJNEALL3ICUT09 Meeting ID: 740
8986 9985 Password: mywVX|

Zoom meeting email invitation

Be i “Manage Participants” means that as the host you can manage the

- participants, as any meeting participant can share their screen, video
UERELERERISERICE  and/or audio, this option will let you limit who do this and when can
share their screen, video, and audio

“Share Screen” means you are able to share your entire desktop screen
or application with other participants, you will have a box appear in the
middle of the screen with options

Share Screen

Creating Breakout Rooms

If you are hosting a meeting and want to separate your participants into groups, you can use
the “Breakout Rooms” feature. This enables you assign each participant into separate rooms
as the host you can enter each room separately to engage with them.

You can choose when patrticipants reenter the main meeting in the settings option, this can
be set manually or automatically.
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Live meeting screen options

) Create Breakout Rooms

Assign 0 participants into | 1

0 participants per room

O automatically () Manually

Rooms:

Creating Breakout rooms

) Breakout Rooms - Mot Started

+ Breakout Room 1

Recreate Options ¥ | Add aRoom | Open All Rooms

Assign

Assigning participants to rooms
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) Advanced Sharing Options...

How many participants can share at the same time?

O One participant can share at a time
Multiple participants can share simultaneously (dual monitors recommended)

Who can share?
© only Host All Participants

Who can start sharing when someone else is sharing?

Advanced Sharing Options screen

“Advanced Sharing Options” means you are able to choose how many participants can share
at any one time, who can share the screen and who can share when someone is too. This
advanced option gives you control over sharing the screen in your meeting.

When in ‘Advanced Sharing Options’ you may want to select the first option for all as these
selections give you control over the meeting

Once you have selected your choice click or touch the small x on the screen see screenshot
for reference
“Chat” allows you to send messages to other participants while in the meeting, a

text box will appear on the right of your meeting screen. You can choose to send
a message to everyone or individual participants as shown in the screenshot.

To:  Everyone v D File

Type message here...

Screenshot of chat option

@ “Record” allows you to record the meeting if you need to perhaps refer to later or
share it with anyone who was unable to attend, or just for fun...

Record

“‘End Meeting” allows you to end the meeting and when you press this as
the host it ends the meeting for everyone. When you press this as an
attendee it will only end the meeting for yourself.

D I G ITAL ] o colchester.gov.uk/coronavirus
Acc ESS (% Prevent - Infarm - Assist ‘-

SUPPOVIING you to get onling




Digital Access Support Team — Rachaelle, Michael, Beth, Ashleigh & Alison Contact: 01206 282 452
Email: digitalaccesssupport@colchester.gov.uk Website: www.colchester.gov.uk/digitalaccesssupport

&) Zoom Cloud Meetings - X

Z200Mm

Join a Meeting

Sign In

Version: 4.6.8 (19178.0323)

Screen when meeting closed

Once the meeting has ended you will see a white box appear asking you to “Sign In” or “Join
a Meeting” as seen in the screenshot.

Now you are signing into your new Zoom account using the app you have downloaded rather
than using the website.

Click or touch “Sign in” you will need to enter your details into the white text box provided see
screenshot for reference.

&) Zoom Cloud Meetings — X
Sign In
| Enter your email | | & Sign In with SSO \
\ ) S
| Enter your password Forgot?|  °F | G Sign In with Google \
() Keep me signed in Sign In \ f Sign In with Facebook \
< Back Sign Up Free

Screenshot of Zoom Sign In section

Prevent - Infarm - Assist
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If you have forgotten your password or would like to change it select ‘Forgot? In the ‘Enter
your password section. A new page will open asking you to type in your email address and
select ‘I'm not a robot’” and then click or touch send.

Forgot your password?

Don't worry. Resetting your password is easy, just tell us the email

address you registered with Zoom.

[ [Email Address ]

I'm not a robot

Screenshot of password reset

Select all images with

Cao =3

Screenshot of ‘I'm not a robot’

Reset Your Password

We sent a reset password email to Your email will appear here Please click

the reset password link to set your new passward.

Didn't receive the email yet?

Please check your spam folder, or try again,

Screenshot of confirming email has been sent

Prowvent - Inform - Assist
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Upon logging onto your account, you can select or view:
‘Home”: Where you can navigate your account options from

“Chat”: Create and send new messages to contacts, find files shared with you, save files,
links and create ideas and drafts

“‘Meetings”: Start new meetings, see previous recordings, see upcoming meetings and copy
invitation

“Contacts”: Create contacts and see existing ones
“Search”: You can Search for messages, contacts, and files

“Settings”: Access settings for video, audio, share screen, chat, virtual background,
recording, profile, statistics, keyboard shortcuts and accessibility

“New Meeting”: Selecting this option will start a new meeting with camera on automatically
“Join”: Select this option to join another meeting you will be asked to enter the host ID

“Schedule”: This option enables you to schedule meetings with date, time and length of the
session and add meeting to your chosen calendar.

“Share Screen”: Selecting this option enables you share your current screen with another
person, you will be asked to enter their personal ID first

Q) Zoom - m] x

P &) € Search
Home Chat Meetings Contacts

01 April 2020
-+
- ) -
No upcoming meetings today

Schedule Share screen

Zoom App homepage

Prevent - Infarm - Assist
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Join Meeting:

When you have clicked or touched “Join” + a page will appear requesting some details, type
in your friends, family members or work colleagues Meeting ID or Personal link name as
seen in the screenshot.

Description and details of options:

“Enter meeting ID or personal link name”
This is needed to connect to the meeting, there is also an arrow you can select which will
show a drop down list of saved meeting IDs

“Enter your name”
This is the host knows who is entering the meeting and whether they want to let them enter

‘Do not connect to audio”
Selecting this is so you can join a meeting without interrupting if it is already in process

“Turn off my video”
Selecting this option means you can join a meeting and the other participants can’t see you

“Join”
By selecting this option, you are confirming you are ready to join the meeting with the settings
you have chosen

“Cancel”
This option allows you to return to your account and not join the meeting if you have changed
your mind

(=

- .
Join Meeting
Enter meeting ID or personal link name v

Enter your name

] Do not connect to audio

() Turn off my video

Join | Cancel |

Join Meeting
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Joining a meeting with a password

When joining a meeting you may be promoted to enter your “Meeting ID” and the meeting
password which you will find in your invitation.

This is so the host knows who is trying to join and they can decide whether to accept your
request to join.

This is also for security so only those invited can join the meeting or session.

Please enter your meeting password and name to join the meeting

Enter the meeting password here

Enter your meeting ID name here

Joining meeting with password

Joining a meeting using a link sent to you

When you are sent an email invitation you will find details of who has sent you the invitation,
a subject title of the meeting and then in the body of the message you will find details of who
has invited you to the meeting, the topic and time of the meeting, followed by a link to press

to attend the meeting under a header of “Join Zoom Meeting” then there will be a meeting id
and password which maybe be required to log into the meeting.

Host details is inviting you to a scheduled Zoom meeting.

Topic: quiz
Time: Jun 21, 2020 07:30 PM London

Join Zoom Meeting
https://us04web.zoom.us/j/71105593402?pwd=bmFUU0ZnUZ5pbzByTGIWY3h3Nlo3Zz09

Meeting ID: 711 0559 3402
Password: 6QpvC4

Sent from Sky Yahoo Mail on Android

Email invitation
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Press on the link under Join Zoom Meeting at the time of the meeting and It will go to the
Zoom webpage and at the top of the screen a pop up will appear in order to “Open Zoom
Meetings” click or touch on this.

Open Zoom Meetings?

https://us0dweb.zoom.us wants to open this application.

Open Zoom Meetings

Pop up screen

The body of the page will have alternative ways to log on incase the pop doesn’t appear, you
can select “launch meeting” or “download and run Zoom”

When system dialog prompts, click Open Zoom Meetings.

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

Copyright ©2020 Zoom Video Communications, Inc. All rights reserved.
Privacy & Legal Policies

Alternative ways to open Zoom

When you have selected “Open Zoom Meetings” the Zoom app will open on your PC if you
look at the toolbar at the bottom of the screen you will see n

Another pop-up screen may appear that says “Please wait for the host to start this meeting”
this will stay with the buffer circling round (the buffer is)
J

Prevent - Infarm - Assist
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) Please wait for the host to start this meeting Wemirs: < 8
This is a recurring meeting
Hosts details Personal Meeting Room
Please wait,
the meeting
host will let
| Test Computer Audio | you in soon.
_login
Wait for host pop up )
Host's name
When the host begins the meeting two things will happen: .1 Pf"“"’";’”
Meeting Room
The host will be informed that you are waiting to be admitted to the meeting
and the pop-up box will change “Please wait the meeting host will let you in
soon”
Your . Test Computer Audio
name has entered the waiting room for

this meeting

See Waiting Room

Host natification

The host is able to “See Waiting Room”, so if there is more than one person waiting you will
be able to admit them all at once, or you can admit just the person who is waiting. The host
will also receive an email to inform them you are waiting.

As the attendee whilst waiting you are able to select “Test Computer Audio” this will open the
settings and you select the “Test Speaker” or “Test Mic” options

I settings

General
Video Speaker | Test Speaker Speakers (Realtek High Definition..
Share Screen Volume: & P
Virtual Background
Recording Microphone | Test Mic Microphone Array (Realtek High
Statistics Input Level:

O Keyboard Shortcuts Volume: o ————————@ o)

ﬂ Accessibility Automatically adjust volume

") Use separate audio device to play ringtone simultaneously

Automatically join audio by computer when jaining a meeting
_) Mute my microphone when joining a meeting
Press and hold SPACE key to tempararily unmute yourself

Sync buttans on headset
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When the host has admitted you to the meeting, another pop up will appear asking if you
would like to “Join with Computer Audio” select this if you plan to speak, you can always
change this during the meeting as well.

&) Join Audio X

Join with Computer Audio

ne

Automatically join audio by computer when joining a meeting

Join with Computer Audio

Then the Zoom meeting will open and you if you have your video on you will be seen or your
name will be visible.

Attendees
name will
appear here

Hosts name will appear
next to the red microphone

If you have turned off your microphone there will be a very small red image of a
microphone with a line through it at the bottom left hand side of your particular box.

To participate within the meeting, you may need to unmute, start video, or even share your
screen. If you use your mouse and press anywhere on the screen a bottom toolbar will
appear that enables you to do just this.
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To “Unmute” press on the icon of a microphone with a red line through it
To mute select the same icon but now it will say “Mute”

To “Start Video” press on the icon of a camcorder with a red line through it

To stop showing video select the same icon but now it will say “Stop Video” Stop Video

i -~ 28 @ ]

Start Video Participants share en Record Reactions

$ -~ @~ 2 @ ]

Mute Stop Video Participants Share Screen Record Reactions

The other icons on the toolbar are:

Participants: This shows how many people are in the meeting, in this example there are 2,
to see who they are press on the icon and it will open a side screen up, at the top of this
screen you will see a full list of participants and at the bottom of the screen you have further
options.

w Participants (2)
Host) ¢
m ( /:/ Invite Mute Me Raise Hand

Participants Screen

Invite: This allows you to invite further people into the meeting

Mute Me: If you are not muted you can press this to mute yourself

Raise Hand: If you wish to say something you can raise your hand to show the host and

other participants that when the time is convenient you would like to say something. The
hand may appear on the screen or in the participants screen.

Someone raised hand

Participants (2)

a (Host, me) Z x

1{M Participants name g ™

_

Various way you may see Raise Hand

Prowvent - Infarm - Assist
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To close the participants screen just press on the participants icon in the toolbar.

Chat: Throughout the meeting you can text message with the other participants freely by
selecting the “Chat” function. When you open it any chat that has already taken place will
show from the top down, at the bottom of the screen you will see that you can select who to
send a message to

Everyone — the entire group will be able to see it
Other — you can select an individual from the attendees to privately message so that only
they see the message

v Zoom Group Chat
Save Chat From Me to Everyone:
:  Everyone v
lo Y Participant Can Chat With: Hello all
No O
Ty]}E v Hot(r;el From Me to Host Privately
ost Only
Everyone i | am not sure that | understood that can
Everyone Publicly .
v Everyone Publicly and Privately you repeat it

Zoom Chat Side Screen

Share Screen: Anyone within the meeting can share their screen to show the other
participants something in particular, a document, a video, a picture, etc. Just select the option
and then your screen will be shared.

When you have shared your screen, all participants can now view what is on your screen.

Participants view — shared screen

Prevent - Infarm - Assist
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To stop sharing select “Stop Share” or to get to the options that are now hidden because you
are sharing your screen move your cursor to the top of the screen to enable a hidden option
bar to fall down.

4 o . 9 ar’ I ’ 0

Mute Stop Video Security Participants Pause Share Annotate Remote Control

Stop Share — hidden tool bar

Record: If you want to record the meeting select this button, all recordings are saved and
can be accessed and viewed by selecting Meetings on the app or Zoom cloud. The
recordings will be stored for 30 days before being deleted. To turn subtitles on visit your
account and select settings then from the list shown click or touch meetings and the “In
Meeting Advanced.

Reaction: If you agree with something someone is saying you can select the “Reaction”

option and a thumbs up and clapping hands will appear in the top left hand side of your video
box.

®

Reactions

Reaction hands

Leave: To the leave the meeting you select this or the “End” button and as the host the
option for you to end the meeting for everyone is available and everyone has the option to
leave the meeting or cancel.

End Meeting for All

Leave Meeting

Leave/End button

View: To amend the screen layout you can have

“Speaker View”: This allows you to view only those participants who are speaking

“Gallery View”: This shows up to 49 participants in their own box on the screen

“Full Screen/Exit Full Screen”: This allows you to have a full screen or to exit the full screen

D I G ITAL ] o colchester.gov.uk/coronavirus | |
Acc ESS (# Prowvent - Infarm - Assist ‘- E

SUPPOVIING you to get onling

Stay at Home | Protect the NHS | Save Lives



Digital Access Support Team — Rachaelle, Michael, Beth, Ashleigh & Alison Contact: 01206 282 452
Email: digitalaccesssupport@colchester.gov.uk Website: www.colchester.gov.uk/digitalaccesssupport

B Speaker View 2% Exit Full Screen | 388 Gallery View

Finally at the bottom of the screen you may find a video of yourself, if you do not wish to see
this, then press on the — in the blue circle and it will disappear to bring it back press the blue
camcorder icon that will appear there instead. If you press the + in the blue circle it will bring
back the videos of other participants.

Your own personal link name will be in settings under profile. The link includes your personal
ID number, anyone you invite will click or touch the link to join your meeting, see screenshot
for reference

Personal Meeting ID

hitps:/usOd4web.zoom.us/j/4360292336

Use this ID for instant meetings

Screenshot of URL link to join meeting

If you have received an email from your friend, colleague, or family member the
message will include a link please see screenshot for reference

To

Please join Zoom meeting in progress

Join Zoom Meeting https:/lus0dweb.zoom.usfj/740898699857pwd=czJBMmhGdlc5SNFVKKOpJNEALL3ICUTO9 Meeting ID: 740
8986 9985 Password: 6mywVX|

Screenshot of link in email from ‘Zoom’

You can copy the web link by highlighting the text with your mouse or holding the text
with your finger
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An option will appear to copy the text, click or touch this option

Now open a new page by clicking or touching the “+” symbol see screenshot for

reference
< 2> M M & zoom.us e M + D
Screenshot of IOS device web bar
() Video Conferencing Web Confe: X | 4 = e
& C & zoomus r O :

Screenshot of Android and laptop device web bar

Click or touch the address bar either right click your mouse and select paste or touch
and hold the web address space and select paste once it appears

Now click or touch the search button or Enter button

See screenshot for reference, this is how you screen will look

Zoom Open Zoom?

https://zoom.us wants to cpen this application

Please click Open Zoom Meetings if you see the system dialog.

If nothing prompts from browser, click here to launch the meeting, or download & run Zoom

Screenshot of Zoom open or download options
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Click or touch ‘Open Zoom’ please see screenshot for reference

Please see screenshot for reference of how the screen will appear now you
have joined the meeting

ra S
v 4 Enter Full Screen

A~ | /(] A ;‘* ;.. ! | 7\ S - @ 6

Start Video Invite Manage Participants  Share Screen Chat Record Reactions

Screenshot of Live video screen

Prowvent - Infarm - Assist
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Using Zoom on an iPad

354 26 un = e
(]
[sn}
.
©
: New Meeting Join
Schedule Share Screen
ol
Screenshot of homepage on iPad
13:64 Fri26
Upcoming Meetings
Personal Meeting ID
2535233678
\;Slarlj \ Send Inviza(ian: | Edit
@
J
Chats
o
Mestings
Contacts
@
Settings

354 Fri26
W] Chats
-
Q, Search
Home
Chats
Gantsers
Find People and Start Chatting!
Add Contacts
Settings

Screenshot of chats option on iPad

13:54 Fri 26

Q Search contacts

My Contacts

~ Starred 0

]

" ~ External Contacts o
jome

o)

Chats

©

Maetings

Contacts

@

Settings

Screenshot of upcoming meetings in any scheduled
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Upcoming Meetings

Personal Meeting ID

253523 3678
: start | [ Sendnvitation | [ Edit |
N Send Message
Send Email

hat Copy to Clipboard

Settings

Screenshot of send invitation options
Cancel Zoom meeting invitation - Rach Lit's Personal Meeting Room
To

CefBee, From: purplefluffygirk@gmail.corm

2ct: Zoom meeting invitation - Rach Lit's Personal Meeting Room

Rach Lit is inviting you to a scheduled Zoom meeting.
Topic: Rach Lit's Personal Meeting Room

Jain Zoom Meeting
https://usDaweb.zoom.us/j/25352336787

pwd=QkFSERyQy9IUnBCYWdYeUcOcmv2QT0S

Meeting ID: 2563 523 3678
Password: BFx8b8

B

Zzaom-Meeting.ics

Screenshot of meeting invite by email
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Click https://usQdweb.zoom.us/j/25352336787
pwd=QkFjSERYQy91UnBCYWdYeUcOcmyv2QTO9 to start or join a scheduled Zoom

n meeting
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@ w e r t. .y uli o p &
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Screenshot of sending invite by message
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Upcoming Meetings (&

Personal Meeting ID
2535233678
(“start | [ sendinvitation | [ Edit |
Horme
(5%
i
Mestings
Settings
Your email address
will appear here
Meetings
Contacts
Chat
General
Siri Shortcuts
° About
Seftings.

Screenshot of setting showing profile details
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. Upcoming Meetings c Upcoming Meetings &)

Personal Meeting 1D Personal Meeting ID
2535233678 2535233678
| start | [ sendinvitation | | Edit | | start [ Send Invitation | [ Edit \

Home

Mestings Mestings

< Meeting Settings < Contacts

Contact Contacts

Auto-Connect to Audio Off

Contact Requests

Always Mute My Microphone

s mute my microphone when joining

urn off my videa when joining

Always Show Video Preview ‘:S )

s video preview dialog when joining
ting

o Mirror My Video [ @)

Settings

e

Settings

Screenshot of meeting settings Screenshot of contacts option
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Upcoming Meetings @&

Personal Meeting ID

Upct

g Meetings

Personal Meeting ID

253523 3678 253523 3678

| smt“ \/ Send Invitation ‘[ Edit | ( st:n“ \/ Send Invitation | [ Edit |

Mestings Meatings

< Chat < General
Include Link Preview ‘i ! Blur snapshot on task switcher
Turn on Notifications (1 ]

UNREAD MESSAGES

Keep all unread messages
on top

Show unread message

count (@) for channels

Move messages with new
replies to the bottom of the chat

WHEN VIEWING UNREAD MESSAGES IN

° A CHANNEL o

Settings Start at the first unread v Settings.
Screenshot of chat view in settings on iPad Screenshot of general settings on iPad
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Upcoming Meetings Upcoming Meetings

Personal Meeting ID Personal Meeting ID

253523 3678 2535233678
1 starﬂ \ Send Invitation | \ Edit | [ start \ [‘ Send Invitation | Edit |

Home

Chats Chats

Mestings Mestings
< Siri Shorteuts < About
Use short phrases added o Siri to do tasks faster
Version 5.1.0 (27852.0615)
Join the Next Meeting Report Problem

|_Add to siri | Tell Others About Zoom

Rate Zoom in the App Store

View Today's Meetings

Privacy Policy

Start My Personal

Meeting
o] ((Add to'siri o]
Screenshot of iPad settings meeting options Screenshot of iPad settings information about the app
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Upcoming Meetings c
Personal Meeting ID
2535233678
(‘start | [ sendinvitation | [ edit
Home
Chats
Meetings
& My Profile
Contacts
Profile Photo
Account purplefluffygirl@hotmail.co.uk
Display Name Rach Lit
Personal Note Not Set
Update Password
Department Not Set
Job Title Not Set
o Location Not Set
Settings

Screenshot of iPad settings option

Joining Zoom by phone:

Please note that Zoom have put the following information on their website: (as of July 2020)
Important Notice: Due to increased demand, dial in by phone audio conferencing capabilities may be temporarily removed from your free
Basic account. During this time, we strongly recommend using our computer audio capabilities. If you require dial in by phone audio

conferencing, please see our other package options. For more information please visit Zooms homepage https://www.zoom.us/

Joining Zoom by phone may be useful if you do not have a smart phone or your device may
not have a microphone, speaker, or camera.

Using your mobile or landline telephone to join a Zoom meeting can be more convenient for
some as there is no need to worry about accessing the internet, downloading the app or
installing the software.

The only difference is that by using Zoom by phone you will only be able to hear those in the
meeting, you will not be able to see them, and they won’t be able to see you.

You can find the numbers on your meeting invitation if received by email, you can also click
or touch this link or visit https://zoom.us/zoomconference for the full list of international dial-in
numbers
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United Kingdom

Dial in Country numbers

Please note that it does not matter which number you call from the list. It is perfectly
reasonable to always call the first number and only try an alternate if that does not work.

When attempting to join a meeting by phone, you will be prompted to enter the meeting ID
details, which you will have received from the host.

This number will be either 9,10 or 11 digits long, it is important that once you have entered
the number that at the end of the number you add a hashtag which looks like this # and is
usually found to the right of the number 0 on a keypad.

If the meeting has not already started you may be asked to enter the host key to start the
meeting, or to press hashtag/ # and then wait if you are participant.

You will be asked to enter your unique participant ID this only applies if you have joined on
your computer or smart phone. This can be found on the invitation you receive and is 11
digits long.

Entering a password:

If the meeting requires a password, a phone-specific numeric password will be generated.
Your host will provide you with the password, usually within an invitation.

Understanding the symbols

On a standard keypad, you need to replace the +44 with 00 44

# is the hashtag symbol

With-holding your number:

If you wish to withhold your telephone number keeping it private, you will dial 141 before
entering the rest of the number.
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This works when calling from a mobile too. If you did this in a meeting you name would not
appear it would say user and show a number next to it. This is an option for those who wish
to join the meeting anonymously.

Making a call

Enter the dial-in number you received with the invite on your chosen phone and wait for a few
seconds.

You should hear “Welcome to Zoom” message, upon hearing this you should enter your
meeting ID followed by the hashtag #

00445632586#
1 2 3
4 5 6
7 8 9
* 0 #

Screenshot of entering ID number
Press the # / hashtag again to continue if you are a participant.

You may be admitted to the meeting immediately, or you may need to wait until the host is
ready. You will not need to do anything else at this stage.

PLEASE NOTE: That once you have completed these steps, and you are in the meeting.
Your host and other participants can see your telephone number unless you made private
with 141 in front.

DIGITAL §
ACCESS "3

SUPPOVING you to get oniing




Digital Access Support Team — Rachaelle, Michael, Beth, Ashleigh & Alison Contact: 01206 282 452
Email: digitalaccesssupport@colchester.gov.uk Website: www.colchester.gov.uk/digitalaccesssupport

00445632588##
1 2 !
4 5 &
7 B '
N 0 &

Screenshot of entering second # hash tag if joining as participant

Will | be charged for using a dial-in number to join a Zoom Meeting?

When your host sends you a Zoom invitation, you should check with your host whether the
dial-in number is a free number or not, this will depend on the hosts Zoom account package.

e If your host has an audio-conferencing plan, your call to the Zoom meeting by phone
will be free of charge please ask the host

e |If they do not have this account, you may be charged by your phone service provider.
Using the dial-in number will be treated as a regular phone call.

You may wish to speak to your phone service provider for details of potential costs for using
Zoom.

Some contact details for providers:

BT dial 150 from your landline (free to phone)
Sky dial 0333 7591 018 (11.5p/min) from landline
Virgin dial 150 from your landline (free to phone)
3 dial 333 (free from a 3 provider mobile)

02 dial 202 (free from an O2 mobile)
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iOS Apple Devices Downloading App Only

If you have an iOS Apple device, when trying to access Zoom on the web browser Safari you
may see the screenshot below for reference

Safari Icon

Safari cannot open the page because the address is
invalid.

OK

Screenshot of Safari on screen message

You will need to open the App store on your device look for below Icon
App Store

App Store Icon

Once you are in the App store touch the search button (Magnify Glass) which is located at
the bottom right of the screen

Q

Magnifying Glass Icon

Type ‘Zoom’ into the search box and press the enter button on your keyboard

J

Enter Button Icon
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From the options that you can see Look for ‘Zoom Cloud Meetings’ see screenshot for
reference

To begin the download touch, ‘GET’ see screenshot for reference

ZOOM Cloud Meetings
Meet Happy
GET CTJ

4.7 % % % kX No1 4+

Schedule, stact, of Join @ masting atth ease

Screenshot of App Store Search Result

Once downloaded you will see the ‘Get’ change to ‘Open’ click or touch to open Zoom app

Once opened please see screenshot for reference, either click or touch sign in
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Start a Meeting

Start or join a video meeting on the go

Join a Meeting

Sign Up Sign In

Screenshot of Zoom App

You will then be asked to type in your email address and password see screenshot for
reference

Once you have typed in your details click or touch ‘Sign In’ see screenshot for reference
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Cancel Sign In

h mail Address

) \ Pl s
FPassword

orgoet Password?

OR. SIGN IN WITH
@SSO
5 Google

§f Facebook

Screenshot of IOS App Sign in

Please see pages for accessing your account information and settings

Please see pages for more details and screenshot of live video

Zoom Security Guidance:

In order to ensure that the security of both yourselves and participants to your meetings, we
advise that you do the following whilst using Zoom:

J Do not share your personal video link, Meeting ID or Personal link name on any social
media or public forums.
Any person with this information could join your meeting without you knowing and take
over the screen.

o Prevent participants from screen sharing while you are hosting a meeting.
this Is because others will be able to access the screen you are looking at and also
share to others without you knowing.

Prevent - Infarm - Assist
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. Only allow participants to join the session if they are a user and are signed in.
This is so you can see who is participating in your meeting and decide whether to let
them join or not.
This is set as a default in your account settings, so be sure not to change it.

. Checking your privacy settings in your account is the best way to keep you and your
account safe. Once you have signed into you account click or touch the profile icon
and select your name. This will take you to your account, on the left hand side select
settings and navigate down the page until you see privacy settings.

Profile Icon

Upgrade Options:

When you go into your Zoom account settings for the first time you may see the below
message appear:

Your Zoom Basic plan has a 40-minute time limit on meetings with 3 or more participants.
Upgrade now to enjoy unlimited group meetings.L I

[ Do not show this message again

Zoom Account Info

This is basically telling you that for any meeting you host with 3 or more people it is only free
for 40 minutes, for anything longer than that you will need to upgrade your account. Here are
some of those options.

Option followed by bullet points of what you get for the money.

Free Basic:

e Host up to 100 participants

Unlimited 1-2-1 meetings

40-minute limit on group meetings

Unlimited number of meetings

Ticket support — you can raise a ticket for any concerns you have or if there are any
technical faults

Video conference features (see website for details)

Web conference features (See website for details)

Group collaboration features (See website for details)

Security — Secure socket layer (SSL) Encryption this means your conversions and chat
while in the meeting cannot be intercepted as it will be coded

Pro Option is £11.99 per month & per host
e All Basic features
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Meeting duration limit is 24 hours

User management option (See website for details)
Admin feature controls (See website for details)
Reporting (See website for details)

Custom personal meeting 1D

Assign scheduler (See website for details)

1GB of cloud storage for recordings

Business option £15.99 per month

All Pro features +

Up to 300 participants

Dedicated phone support

Admin dashboard (See website for details)

Vanity URL (See website for details)

Option for on — premise deployment (See website for details)
Managed domains (See website for details)

Single sign-on (See website for details)

Company branding (See website for details)
Custom emails (See website for details)

Cloud recording transcripts (See website for details)

Zoom Reference Sites:

Zoom Help Centre Page: https://support.zoom.us/hc/en-us

Zoom Help: Join a Meeting by Phone: https://support.zoom.us/hc/en-us/articles/201362663-
Joining-a-meeting-by-phone

Zoom Help: Getting Started: https://support.zoom.us/hc/en-us/categories/200101697

Zoom Help: Getting Started: Desktop: https://support.zoom.us/hc/en-us/sections/200305583-
Desktop

Zoom Help: Getting Started: Mobile: https://support.zoom.us/hc/en-us/sections/200305413-
Mobile

Zoom Help: Getting Started: FAQs: Users: hitps://support.zoom.us/hc/en-
us/sections/200277708-Frequently-Asked-Questions

Zoom Help: Getting Started: FAQs: Admins: https://support.zoom.us/hc/en-
us/articles/360042443452

Zoom Help: Video Tutorials: https://support.zoom.us/hc/en-us/articles/206618765-Zoom-
Video-Tutorials

Zoom Help: Plans: https://zoom.us/pricing
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