Zoom Meeting: Participant Guide

Overview

Zoom unifies cloud video conferencing, simple online meetings, and group messaging into
one easy-to-use platform. Zoom offers the best video, audio, and wireless screen-sharing
experience across multiple platforms. Follow this article to learn about how to participate
with the ongoing Zoom meeting.

You will need
e An internet connection — broadband wired or wireless
e Headset/ear buds with microphone
e Webcam - built-in or USB plug-in
TIP: If you use a headset or ear buds with a mic, be sure to plug those in to your computer

before joining the Zoom meeting.

Prerequisites
e Zoom desktop client software

e If you are participating with a laptop, click here to download Zoom desktop client

software.

e If you are participating using an android Smartphone, click here to download Zoom

desktop client software or you can search and install Zoom from the Play Store.

e If you are participating using a iphone, you can search and install Zoom from the App
Store.
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ZoomInstaller.exe
ZoomInstaller.exe
zoom-us-zoom.apk
zoom-us-zoom.apk

How to Launch Zoom and Participate in Your Meeting

Step 01: Your meeting host will provide the URL to the Zoom room. Simply click the URL
or paste into your browser of choice to open the meeting during the meeting start time.
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Faculty Board inbox

Upali Pannilage <upalip@soci.ruh.ac.lk= Fri, Mar 27, 3:37 PM (15 hours ago) 5
to Abeywardhana, Akurugoda, Akurugoda, Amalka, Amarasekara, ambalangoda, Anne, Anuradha, Anushika, Ariyarathne, Aruni, Bandara, Bandara, Bohingamu'

Prof. Upali Pannilage is inviting you to a scheduled Zoom meeting.

Topic: Faculty Board
Time: Apr 1, 2020 01:00 PM Mumbai, Kolkata, New Delhi

Join Zoom Meeting N
hitps:ilearn.zoom.us/j77551801 S?D'.'.'d=ZUQSCUtPV\*FE\':QHIDbEFW

Meeting ID: 7/55Ta 0TS
Password: 473465

One tap mobile
+16465588656,, 775518018# US (New York)
+17207072699, 775518018# US (Denver)

Dial by your location
+1 646 558 8656 US (New York)
+1 720 707 2699 US (Denver)
+1 253 215 8782 US

+1301 715 8592 US
+1312 626 6799 US (Chicaao)

Step 02: Click Open Zoom Button

3 & learn.zoom.us/j/7675190207pwd=L1d2YjFNSFRqcnVIVjYvbGZpalQ3QT09&status=success

LEARN Open Zoom?

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

o0

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

If nothing prompts from browser, click here to launch the meeting, or download & run Zoom.
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Step 03: You can set here your identity by giving your name and if you checked the option
“Remember my name for future meetings”, it will never ask you again. Then click “Join

Meeting” button.

! 8 learn.zoom.us/j/7675190207pwd=L1d2YjFNSFRqcnVIVjYvbGZpalQ3QT09&status=success

LEARN

Enter your name

Your Mame

(e

Remember my name for future meetings

(o) g

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

Step 04: Audio and Video Setup

After launching the Zoom meeting from the meeting URL, you will be prompted to join the
room’s video and audio. Zoom allows audio participation through your computer’s internal
speakers, a headset, or a phone line. The initial step of joining the video and audio by

computer looks like this:

8 learn.zoom.us/j/767519020?pwd=L1d2YjFNSFRqcnVIVjYvbGZpalQ3QT09&status=success

LEARN

Always show video preview dialog when joining a video meeting

If not — fom.
Join with Video Join without Video

N
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Phone Cail Computer Audio
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() Automatically join audio by computer when joining a meeting

Step 05: Now you are connected with the meeting and the meeting window looks like this:

oee Zoom Meoting 10:

\\év pl.-.,z;‘n 7
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Note that you’ll be presented with the following screen if the host hasn’t started the meeting
at the time you join when you click Open Zoom Button.
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The meeting is scheduled for 4/1/2020.

Start: 1:00 PM

Additional Information
1. The Zoom Menu Bar
The Zoom menu bar appears at the bottom of the Zoom window once the meeting begins. If

you don’t see the menu bar, move your mouse slightly and the bar will appear. (The bar

disappears after a few seconds when in full---screen mode.)
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Mute Stop Video Invite Participants Share Screen Chat

You can:
. Mute/unmute your microphone
. Choose your microphone settings

. Mute/unmute your video camera

. Invite more people to join by email, IM, SMS (mobile users)

1
2
3
4. Select video settings
5
6. View a list of participants
7

. Share your screen (everything you have open) or select a specific application to share (e.g.,

Microsoft Excel)
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8. Send a chat message to one person (private chat) or to all participants
9. Record the meeting (Host only, unless you have been granted permission)

10. Leave or end the video meeting

2. Audio and Video Mute and Unmute

During a session you might be asked to mute your microphone until you have a question or
comment. This helps to minimize background noise and audio feedback. Mute your audio by
clicking on the microphone icon located in the lower left-hand corner of the menu bar. You

can mute your video by clicking on camera icon as well.

Pl

Unmute Start Video

3. Audio Settings

By clicking on the small carrot next to the microphone icon, you can choose your microphone
and speaker settings. It normally defaults to your built-in microphone and speakers but you
can select any other microphone or speakers you have plugged in to your computer.

Microphone
+/ Bulit-in Microphone (Internal microphone)
Soundflower (2ch)

Soundflower {64<h)

puter Audio
Audio Options...

[ PR THEN ! ] ® ® ES

Mute Stop Video Invite Manage Participants Share Screen Chat Record Breakout Session
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4. Chat

The chat feature provides the ability to send instant messages during the session. You can
send a private chat to one person or message to everyone.
1. Click on “Chat”:

b & o ®

Invite Manage Participants Share Screen Chat Record

2. Type a message and press “Enter” on your keyboard to send. Messages are sent to all
participants by default. You can message an individual participant via private chat by

selecting the individual’s name on the left column.

Zoam Croup Chat

5. Switching Between Views (Share Screen and Video)

As a participant you might be asked to share your desktop or an application. During a
meeting you can switch back and forth between sharing your screen and sharing your video
as often as needed.

If you are in video mode, switch to screen share by:

1. Clicking on “Share Screen”

! ~ | PN lﬂ 1!- : , ©

Mute Stop Video Invite Participantss._Share Screen Chat Record
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2. A window showing all possible options for you to share displays. Click on the item

you want to display and then click “Share Screen’:

1t to share

iPhone/iPad

|

Congle Chrome - The Dash .. Microsoft Word - zoom atten
i ST ST ==
< | Share computer sound ~ | Optimize for full-screen video clip

Share Screen |

If you are displaying your screen, switch to camera video by:

Clicking “Stop Share” from the sharing/annotation menu at the top of the screen:

il E f 2 [ ] T

L
Pause 5harea Mew Window Annotate’' Mute S5ioo Video More

I 205-224-2157 W Stop Share

The view will immediately switch back to showing the webcam videos of the participants.

6. Leaving the Meeting

At the end of the meeting when you are finished click the “Leave Meeting” button to log off.
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Stop Video

Invite Participants Share Screen Chat Record

Thank You!

Have a Nice Day
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