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This document was produced on Monday, April 13th, 2020 to
assist people who are looking to get more comfortable using
Zoom on their Mac. Some of the settings and features may
have changed since this document was produced.



f you would like to make the process of starting your first
Zoom meeting go smoothly, the first step you should take is
to download Zoom. The easiest way to do this is to go to
the following web address:

zoom.us/test

You will be taken to a page that looks like this:

REQUESTADEMO  1883799.9666  RESOURCES v  SUPPORT

Join Meeting Test

Test your internet connection by joining a test meeting

If you are unable to join the meeting, visit Zoom Support Center for useful information.

Click on the blue box that says “join”. It will bring up a
window, that may look a little different than this, depending
on your browser. The example on the next page was from
Firefox.



When nmmnfpd select Onen with and then QK.
[ X Opening ZoominstallOnly.pkg

You have chosen to open:

‘« ZoominstallOnly.pkg e
You which is: Document (18.3 MB)

& from: https://d11yldzmag5yn.cloudfront.net

What should Firefox do with this file?

v °Open with  Installer (default)
I Save File

[ |

| Do this automatically for files like this from now on.

Cancel [E I

The example below is what you may see if using Google
Chrome to download Zoom.

When prompted, select Keep.
Then click Zoom.pkg

If nothing prompts from browser, try again.

If you cannot download or run the application, join from your browser.

When prompted, select Keep.

Then click Zoom.pkg

@ Zoom.pkg A



Click “Ok?”, and agree to all of the prompts that follow. At
some point you’ll be asked to input your password in order to
install Zoom onto your computer. This is the main password
you use to unlock your computer or install any new programs
on it.

&
Installing Zoom
Introduction
Destination Select
Installation Type
R Preparing for installation...
Installer is trying to install new software.
k % Enter your password to allow this.
User Name:
Password: ]
G nstal Software |
GoBack ||
T |
Click yes
any time your
Mac asks if
Z oom can Introductic F ;zoﬁrrr‘rll(;:z';:zzl:nllke to access files in your
. Destinatio —
access things. Installatiof
ThIS may Installatior ?
. L4 ~ sF
Include your 3 s n wad ul.
d | d The software was installed.
ownloads
folder,
microphone

and camera.

Close



When you are finished installing Zoom, it will open up, and
you will see this window:

200Mm

Join a Meeting

\ Sign In \

Version: 4.6.11 (20561.0413)

You’ll want to quit zoom, by clicking on the red button in
the top, left corner of the window. The go back to your
internet browser and once again go to:

zoom.us/test



hen someone invites you to a Zoom meeting, you’ll
receive an email. Zoom generates a meeting ID and a
password, as part of their recently added security
features. All you really need to do is click on the link in
the email that you received.

8:22 AM  Mon Apr 13

( Spiderman 8:21AM
’ To: Scott Guenther >

Please join Zoom meeting in progress

Join Zoom Meeting

E

Meeting ID: 991 4977 4447
Password: 1GagqZ

You may see a popup that warns you that you are opening
the Zoom application for the first time. Don’t worry. It’s fine
to just click “Open”



success

ebook @
Open zoom.us?

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

You are opening the application “zoom.us” for the first
time. Are you sure you want to open this application?

The application is in a folder named “Applications.” To see the
application in the Finder without opening it, click Show Application.

Show Application Cancel Open

You also might see a popup that asks if you would like to
open zoom.us. That is just fine and nothing to worry about.

Open zoom.us?

http om.us wants to open this application.

Cancel Open zoom.us

Once you click “Open”, the Zoom program will open up
and it will ask you to enter your name. When you do that and
hit “Join”, you’ll be asked to allow Zoom to access your
camera. It’s fine to do that.

[ ] Join a Meeting

Your Name ’Catherine

Remember my name for future meetings

Please click Open zoom.us if you see the system dialog.



After you’ve allowed Zoom to access your camera, you’ll
see a picture of yourself. Click on the blue button that says
“Join with Video”.

Video Preview

v Always show video preview dialog when joining a video meeting

Join without Video Join with Video

The screen below is what you’ll see after you've
attempted to join the meeting. Zoom has a default setting
called “Waiting Room” which prevents people from finding a
way to get into your Zoom meeting, even though they may be
uninvited. You can disable the waiting room feature, but it’s
not recommended.

<« Safari 8:26 AM Mon Apr 13

991-4977-4447

Please wait, the meeting host will let you in soon

Scott Guenther's Zoom Meeting




When the host of the meeting invites you in, you’ll then
have to enable your audio to work so you can hear people
and they can hear you. Just click on the blue words “Join
with Computer Audio” in order to do this.

Join audio

Computer Audio

Join With Computer Audio

Automatically join audio by computer when joining a meeting




elcome to your first meeting! If you’re just meeting
with one other person, you’ll see a screen much like
the one below. All of the basic features can be
accessed by moving your mouse toward the bottom of
the Zoom window. You’ll see the following features:

& zoom.us Meeting View Edit Window Help 3 [3 > [ A 85% @@ Mon6:48PM thespiderman Q @ i=
@ Launch Meeting

& zoom.us)

& . m . a2 . [+] O) (-]

Mute Stop Video Participants Chat  ShareScreen  Record Reactions

MRA00NPEEARD00RTROAE O ¥




Mute - This allows you to mute your own microphone. It
comes in handy when you have lots of other noise in the
background that might be distracting to others in your
meeting.

Stop Video - You may need to step away from the
computer, or if you’re in a large meeting and just want to
listen, you can stop your audio and then no one can see you.

Participants - Here’s where you can see who is in the
chat, or invite others to join

Share Screen - The person who initiates the meeting can
share their computer screen with others. That’s how people
can all see the same thing in a zoom meeting. It’s helpful for
meetings that are all trying to watch the same video or read
the same page from a book or handout.

Record - allows the meeting leader to record the session,
which is easier than taking minutes if you’re having a
business meeting.

Reactions - They are like emojis on your phone, but they
only have clap and thumbs up

Leave Meeting - When you're done, just click on these
words and you’ll be taken out of the meeting



ow that you’ve experienced a Zoom meeting, you may be
ready to start your own meeting. It’s really not terribly
difficult. Open Zoom and look for this home screen. You
have 2 different options when starting a Zoom meeting.




1. Schedule a meeting.

To schedule a meeting, click on
the blue button that looks like the
image on the right.

Once you’ve clicked on this
button, it will open up your calendar
and create an event in your calendar.
You'll see a screen like the one Schedule
below. Look for the place where you
can invite people and tap on it. (I highlighted it with a red
box.)

10:56 AM Mon Apr 13 = 100% ="

Cancel New Event Add

Scott Guenther's Zoom Meeting

https://zoom.us/j/98310360005?pwd=YTArVIdTRGEWOEJYYUowaFd5NkN0Zz09

All-day
Starts Apr 13,2020 11:00 AM
Ends 11:30 AM
Repeat Never
Travel Time None
Calendar

I Invitees None I
Alert 15 minutes before
Second Alert None
Show As Busy

https://zoom.us/j/98310360005?pwd=YTArVIdTRGEWOEJYYUowaFd5NkN0Zz09
Scott Guenther is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
https://zoom.us/j/98310360005?pwd =Y TArVIdTRG5WOEJYYUowaFd5NkNOZz09

Meeting ID: 983 1036 0005
Password: 012645




2 . Start a New Meeting and then invite people to it.

If you’re talking to someone on
the phone or texting with
someone and want to start a
Zoom meeting immediately,
click the orange button that
says “New Meeting”.

You’ll see a popup window
that looks like the one below.
Click the blue button that says
“Start a Meeting”. You will then
see a picture of yourself with a New Meeting
popup message. Click on the

popup message that says “Call

using Internet Audio”.

Cancel Start a Meeting

Video On 0

Use Personal Meeting ID (PMI)
455 914 5855

Start a Meeting To hear others
please join audio

Call using Internet Audio

Cancel

(2 New Whiteboard




You’ll then see a place at the top right to invite participants.
Clicking on that shows that you’re the only one in the
meeting, but you can solve that by clicking the word “invite”.
You’re then given the choice of how to invite those people to
your meeting. Typically, people use “Send Email”.

Participants (1)

5 scott Guenther (Hostyme) 1 me

Participants (1)

(& scott Guenther (Hostme) § m¢

Send Email
Send Message
Invite Contacts

Copy URL

Cancel

If you choose “Send Email”, your iPad will create an email like
the one below. Send it to your friend and they can use the

link to join your Zoom meeting.

Cancel

Please join Zoom meeting in progress

To:

Cc/Bcc, From: sguenther@icloud.com

Subject: Please join Zoom meeting in progress

Join Zoom Meeting

https://zoom.us/j/98977115329?pwd=SVRxQmMFBTXhKc2VZeGpETzkxSINOUT09

Meeting ID: 989 77115329
Password: 8ZCVcc

Sent from my iPad
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