Zoom is an app that lets you have meetings, video
calls, and voice calls through the internet
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Let’s open Google Chrome

You can find Google Chrome at the
bottom of your screen. Can you
click the Google Chrome icon once
to open it?

Click over here on the address bar. It’s at the top of your screen.
This is where you can type any website you want to go to. Type
www.zoom.com/download and then press Enter .

www.zoom.com/download
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Let’s download Zoom

Here’s where you can download the Zoom app. Click on the
Download button under “Zoom Client for Meetings.”

Then click on ZoomInstaller.exe on the
bottom left side of Google Chrome.
This will add Zoom to your computer.
After a few seconds, Zoom will open.
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Make a Zoom test call
Click over here on the address bar. Can you type www.zoom.com/test?
When you’re done, press Enter .

www.zoom.com/test

Let’s test Zoom. Click on the Join
button. This will open a test Zoom
call with yourself.
Next, click on the Open Zoom
Meetings button.
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First you’ll see a preview of your
webcam. A webcam is the camera that’s
built into most laptops and computers.
When you join a Zoom video call, the
preview is what other people will see.
You’ll want to make sure the webcam is
pointing to your face and not something
else, like your shoulders or the ceiling.

Now click on the Join with Video button.
If you don’t have a webcam, or don’t want
to appear on video, you can click Join
without Video. You can always change
your mind later and choose to use video in
the meeting.
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Next, Zoom will test your speakers by
playing a ringtone. If you’re able to hear
the sound, click on Yes.

Next, Zoom will test your microphone.
Say a few words out loud. Zoom will record
it and play it back for you to hear. If you’re
able to hear the recording, click on Yes.

Once you’ve finished testing your speakers and
microphone, click on Join with Computer Audio.
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You can stop or start your microphone and video by clicking on Mute or Stop
Video, on the bottom left of the Zoom app.
Can you try stopping your microphone? Can you start your microphone again?
Can you try stopping your video? Can you start your video again?

The Participants button will tell you how
many people are in the Zoom meeting.
Can you click on the Participants button?
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Here, you’ll see the names of all the
participants in the Zoom meeting.
If you want to add someone to
a Zoom meeting that’s already
happening, click on the Invite
button and send an invitation to
their email address.

Jon

Click on the Chat button.
You can type messages to anyone in the Zoom meeting here.
If you’re in a Zoom meeting with more than one person, you can choose to
send a written message to everyone or to one specific person. Click on the
button next to where it says “To:” and type a message.
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When you’re in a Zoom meeting with other people,
you can share your screen. This is helpful if you
want to show a PowerPoint presentation you’ve
made, or if you just want to show other people
what’s on your computer.
You can do this by clicking the Share Screen button
at the bottom of the Zoom app. Then, choose which
part of your screen you want people to see.

If you want to record the Zoom meeting to watch it again later, all you
need to do is click on the Record button.
If you click this button, you’ll hear Zoom say “This Meeting is being
recorded.”
Zoom will also let everyone else in the meeting know that you’re recording
the meeting.
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At any time, you can react with a gesture emoji by clicking on Reactions.
You can pick a clap emoji or a thumbs up emoji. The reaction will show on
everyone’s screen for 5 seconds.

When you’re ready to leave the
meeting, click the red Leave button
at the bottom right of the Zoom app.

After you’ve left a meeting, you’ll
be taken to the main Zoom screen,
which looks like this.

Does it make sense?
Refresh,

let’s go over it again

Yes,

let’s go to the next page
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Join a meeting
If you want to join a meeting created by someone else,
click on the Join a Meeting button.

You’ll need to get a Meeting ID from the person who created the
meeting. This can be a code, or a link they send to your email.
If you have a Meeting ID, you can enter it in the first box over here.
Then enter your name and click on Join.
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Host a meeting
To host a Zoom meeting on your own, you’ll
need to create an account.
To create an account, first click on the Sign In
button.

You can either create an account by clicking on Sign Up
Free, or you can use your Google or Facebook account
to access Zoom.
If you’ve already completed the Create a Google
Account lesson, you can click on Sign In with Google to
use Zoom with your Google account.
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Zoom will ask you to verify your date of birth.
To create a Zoom account, you need to be
18 or older. Enter your date of birth and click
Continue.

To start a new meeting, click on the New Meeting
button.
To invite people to your Zoom Meeting, click on the
Participants button.
Click on the Invite button, and choose Email.
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Here, you’ll need to pick the email
service you use. For example, if you
have Gmail, click on Gmail.

Zoom will connect to your email, and create an email message for you to send.
The email message will include a link that anyone can use to access your Zoom
meeting.
All you need to do is send the email to anyone you want to join your Zoom
meeting. You can put their email address in the To: section and then click Send.
You can invite up to 100 people to join your Zoom meeting. If you want to add
more than 100 people, you’ll need to purchase a Zoom Pro account.

tim123@gmail.com
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You can schedule a Zoom meeting for
a later time by clicking on the Schedule
button on the main screen of the Zoom
app.

Here, you can set the details for your meeting.
You can:
• pick a date, time and duration for your meeting
• create a password to join your meeting
• decide if this meeting will include video for
you (the Host) and other participants, or if it
will be voice only
Once you’re finished, click on the blue Schedule
button at the bottom.
Zoom will add your meeting to your online calendar,
and you’ll be able to email a meeting invitation to
the people you want to join your meeting.
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You can see any meetings you’ve scheduled
by clicking on the Meetings button.

If you want to change any details, like the date
and time, click the Edit button.
You can also delete the meeting by clicking the
Delete button.
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Review
Did everything make sense?
Is there anything you want to try again?

Now let’s see what you’ve learned

Do you think you can do
these things by yourself?

Can you…

Yes

Not Yet

Open Zoom?
Join a Zoom meeting?
Host a Zoom meeting?
Schedule a Zoom meeting for a later date?

Does it make sense?
Refresh,

let’s go over it again

I understand it all,

let’s go to the next lesson
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