Using Zoom conferencing for meetings

What is Zoom?

Zoom is an online facility with an app to allow many people (up to 100) to participate in a “virtual”
meeting in front of their PC, laptop or phone at home or wherever they can get an internet
connection. There are free and paid options — for now, we are only looking at the free option.

What can you use it for?
Well, the obvious ones are for virtual meetings. But thinking ‘outside the box’:

e What about a virtual quiz night? The leader asks the questions. The others will take down
the answers and add it up at the end. Honesty has to prevail, but it could be fun.

e What about doing some virtual activities with your sections. Show them how to make
something on the screen and they can try it out and show you on their video.

e Give a talk on a topic close to your heart.

e Take them on a ramble around your garden with your phone.

e Etc.

Assumptions:
1. Someone is the meeting organiser and will have an account with Zoom (see below)
2. Every person has some sort of computer device (PC, Laptop, tablet or phone) with audio
(microphone and speakers) available.
3. Forvideo, the computer device must have a camera that is pointing towards the user.

Principles

The idea is that someone (the leader) will set up a meeting within Zoom and then send out a
meeting request (a link) via email. Everyone else (participants) will click on the link at the
appropriate time and will join in the meeting.

If you are a leader continue reading. If you are a participant, go to page 7.



Setting up as a leader.
In order to be a leader, you must have an account on Zoom. This part only needs to be done once.

Click on this link https://zoom.us/signup A screen like this will appear:

zool I . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST A MEETING ~ SIGN IN SIGN UP, IT'S FREE

Sign Up Free
Your work email address

Zoomis protected by reCAPTCHA and the Privacy Policy and Terms
of Service apply.

Sign Up

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

Service.

or

G | Signinwith Google

f Sign in with Facebook

Already have an account? Sign in.

Enter your email address. Then click [Sign up]. An email will be sent to you with a link in it. Click that
link to activate your account. It should take you to a page like this:

ZOOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST A MEETING ~ SIGN IN SIGN UP, IT'S FREE

1 Accountinfo---- 2 Invite Colleagues ---- 3 Test Meeting

Welcome to Zoom

Hi, dc@praws.gmnscouts.org.uk. Your account has been successfully created. Please

list your name and create a password to continue.
First Name
Last Name
Password

Confirm Password

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

where you enter your name and a password:
Note password must:

e Have at least 8 characters

e Have at least 1 letter (a, b, c...)

e Have at least 1 number (1, 2, 3...)

e Include both Upper-case and Lower-case characters
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Password must NOT:

e Contain only one character (11111111 or aaaaaaaa)
e Contain only consecutive characters (12345678 or abcdefgh)

Once you have entered the information, click [Continue]. Save the password somewhere so you

remember it.

The next screen will invite you to add others - like this:

z OOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING

1 Accountinfo---- 2 Invite Colleagues ---- 3 Test Meeting

Invite Your Colleagues

name@domain.com
name@domain.com

name@domain.com

Add another email

™

I'm not a robot

reCAPTCHA
Privacy - Terms

JOIN A MEETING

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

For now. please click [Skip this Step].

The next screen will show you your personal meeting link — like this:

Z OO' l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING

1 Accountinfo---- 2 Invite Colleagues ---- 3 Test Meeting

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:
https:/zoom.us/j/7400034411

Start Meeting Now Go to My Account

Save time by scheduling your meetings directly from your calendar.

7 Microsoft Outlook Plugin Firefox Add-on
Download Download

JOIN A MEETING

Save the link — you may need it. Click on [Go to my Account] to see your profile and set up future

meetings.




Scheduling a meeting.

When you want to schedule a meeting, this is what you do:

1. Go tothe Zoom home page https://zoom.us/. Look at the top right and if it says [Sign in],

click on that link and sign in with the email and password you set up earlier. You should now

be at your <Profile> page.

a. Ifyou are already logged on, click on [My Account] at the top right to get to your

<Profile> page.

In either case above, you should see this screen:

ZOONMMN  sownons-  muisamans  conmacrswiss

PERSONAL
Meetings
Webinars
Change
Recordings
settings Personal Meeting ID 740-003-4411
https:/zoom.us/j/7400034411
ADMIN Use this ID for instant meetings
> User Management
Sign-In Email dc@praws gmnscouts.org.uk
> Room Management Linked accounts:
> Account Management
User Type Basic @ Upgrade
> Advanced
Capacity Meeting 100 ©
Language English
Attend Live Training
Video Tutorials Date and Time Time Zone (GMT=0:00) London
Knowledge Base Date Format m/dd/yyyy
Time Format Use 24-hour time

Example: 08/15/2011

SCHEDULE AMEETING

JOIN A MEETING

HOST AMEETING ~

SIGN OUT

Edit



https://zoom.us/

2. Click on [Schedule a meeting] (at the top of the page). You should see a form like this:

FERSOMAL

Prafile

Wiebinars

Recordings

Settings

ADMIN

User Management

Room Management

Account Management

Advanced

Attend Live Training

Video Tutarials

EKnawledge Base

ZOOM  sownos-

CONTACT SALES

My Meetings - Schedule a Meeting

Schedule a Meeting

Tapic

Description [Optional)

When

Duration

Time Zone

Meeting ID

Meeting Password

Video

Audio

Meeting Options

My Mecting

Enter your meeting description

0a/21/2020 = (800 | am o~

1 v |be| 0 ~|min

(GMT+0:00) London -

[[] Recurring meesing
(@) Generste Automatically (™) Persanal Meeting ID 740-002-4411

[[] Resire meeting passward

Host

SRNCE

Participant Q= @

() Telephane  (7) Computer dudio (@) Bath

Dial from  Edit

[[] Enabljoin tiefare hast
[[] M= participants upan sniry
[[] Enstle waiting ream

[[] Recar the mesting automatically an the lacal camputer

Caneel

Fill out the form with the following constraints:

a. Ifyou are using the free version of Zoom, and inviting more than one attendee, the
meeting must be less than 40 minutes. If you leave it at the default of 1 hour, you
can only invite 1 other person.

b. Video for host and participant needs to be turned on.



3. Click on <Save> and another page appears as shown here:

Zoom

PERSONA

ADMIN
User Management
Room Management

Account Management

this Me

TACT SALES

tings ~ Manage "My Meeting"

eting

My Meeting

Mar 21, 2020 08:00 AM London

Addto | [l Google Calendar | | [ Outiook Calendar [ics) | | () ¥ahoo

Calenda

770242799

Require meeting passwe

s 200m.us/}/ TH0242759

s a Meeting Template

SCHEDULEAMEETING  JOIN AM:

EETING  HOSTAMEETING - SIGN ouT

Start this Meeting

@ Copy the invitation

Edit this Meeting Start this Meeting

Click on [Copy the Invitation] on the right of the screen to copy the meeting request to your
clipboard for sending on via email.
4. Create your email — or WhatsApp message — or Facebook entry — and the paste the link into
there so that the others can see it. Then send the email out (or do whatever the other
options dictate). Everyone should then get a link to click at the appropriate time.

Now go to page 7 to see how to install the Zoom application.




For all participants (including the leader)

You need to install the Zoom app. You can do it at any time before a meeting starts. You only need
to do it once.

e Fora PC, click on this link https://zoom.us/client/latest/ZoomInstaller.exe and let the
installer run.

e ForaniPhone oriPad, open the App Store, search for Zoom and install it (it will be called
Zoom Cloud Meetings).

e For an Android Phone, open the Play Store and do the same thing.



https://zoom.us/client/latest/ZoomInstaller.exe

Starting and joining a meeting - Leader

As the leader, log into Zoom and then click on the link. The application should start up with you as
the leader. From a PC, you will see this:

Launch Application et

This link needs to be cpened with an application.

Send to
Choose other Application Choose..,

] Remember my choice for zoommitg links.,

Open link Cancel

For tablet and phone users, when you click on the link, a browser window opens

< Outlook 18:33 Sat 21 Mar

(- -] B rmaz 1k She F L feeti z © Launch Meeting - Zoo X

e O & zoom.us/j/60235965920s=ipad 5 |||\

200m Spert  Engish ~

Your meeting should start in a few seconds...

If not, try again.

First-time user, please download Zoom app from App Store.

Open this link in external app?
zoomus://zoom.us/join?

@ action=join&confid=dXNzPTg3NTc20GE5LmduZ|BiYjRDUk5tQ2xYc1FHazZwc2RWZW93dUdMUU05ZDhHVIIXLXMyZkJIMndmemdtVO9FcjFDZ
WNodGZzaXFCdFhUeVZIQmTIMTItREg3VKRKMmM53JTNEJTNEJNRPZDOTY WEXYzIxNzYzZMTUOMDMOOTU40DA1Y2RhZDA4AMGUWNW%3D%3D
&confno=602359659&zc=0&pk=&mcv=0.92.11227.0929&browser=firefox

OK Cance

and you press [OK] at the bottom to start the Zoom App. You may be asked for a name. For an
Android phone, it may not immediately bring up the browser when you start (depends on the
phone). Work at it and | am sure you will get there.



Once the app has loaded, the screen will look like this (with video enabled — and yes, it's me @)

© Zoom Meeting ID: 223-201-353 - [m] X
g

~ B A at a’ ~ | @ o

Stop Video Invite Manage Participants  Share Screen Record Reactions

You get the items at the bottom of the screen (or the top on an iPad) when you move the mouse
over the window. Using that, you can add participants, start and stop video, end the meeting etc.



Enter a meeting as a participant

As a participant, click on the link you have been sent. The application should start up as shown
above. Enter that and then you will join the meeting. The message bar is reduced (you can leave the
meeting, but you can’t shut it down for example) but it works the same way. Shown below is an iPad
view.

<« Firefox 18:36 Sat 21 Mar

602-359-659 &

That’s it. You can now speak to each other and, if video is enabled, see each other.
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