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Introduction

In the midst of the covid-19 outbreak, there has been an increase in the
use of web-based conferencing software and particular Zoom.

I have put together this short document with step-by-step instructions
on how to create a zoom account and install the software.

Your computer will need to have at least a microphone and speakers to
use the software. A web camera is optional.

I have used Mozilla Firefox for these screenshots so some may not be
the same if you are using a different web browser.

PLEASE NOTE: This author and the Chalfont U3A do not endorse or
recommend this software. The document is to assist our members if
they choose to use the Zoom software. Other Conferencing software is

available. ©@

Installation on Desktop PC

1. You need to open your web browser as you would normally when
you want to surf the internet.

2. Once it is open you need to navigate to the following site:
https://zoom.us/

3. You will need to create a Zoom account, so click the SIGN UP, IT’s
FREE button in the top right corner
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4. You can use either your email address or your Google or Facebook

account to sign up. If you choose to use your email address enter
it in the box and click Sign Up.

Don't worry that it says Your work email address, it does not need
to be a work address.

You can also use your google or Facebook account to sign up
which means you do not need to remember another password @)

. If you choose to use your email address after you click Sign Up
you will see the following message

200Mm

We'd like to help you get the most out of Zoom by
sending you resources along the way. You can
unsubscribe at any time.

Set Preferences

Check out our Privacy Policy.

6. If you just click , You have agreed to receive an email once

a week from Zoom with the latest product news, how-to videos,
and helpful demos. You can opt-out at any time by changing your



preferences.

After pressing Confirm you will see the following message:

Z/
We've sentanemailto ™ ~  @gmail.com.

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

if you did not receive the email,

Resend another email

7. Open your email and you should see a new message from Zoom in
your inbox.

Please activate your Zoom account - Welcome to Zoom! To activate your account please click the |

When you open the email message you need to click the big blue
Activate Account button



Z00m sign n

Hello , * " .(@gmail.com,

Welcome to Zoom!

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

Activate Account

Or paste this link into your browser:

https:/flus04web.zoom.us/activate ?code=5nR 54YZZ4tBAeyrpxxYreDSDNLacCM3xlzpcOetit

Questions? Please visit our Support Center.

Happy Zooming!

8. This will verify your email address is correct and you will now need
to enter your full name and create a new password. If you choose
to log in using Google or Facebook you will not see this page.



Welcome to Zoom

Hi,_ ~ " i@gmail.com. Your account has been successfully created. Please list your

name and create a password to continue.

First Name B
Last Name

Password ®
Confirm Password ®

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

Once you have entered your details click the orange button

9. You will then see the page Don’t Zoom Alone where you can
invite other people (colleagues) to Zoom. At this point click the
white Skip this step button.



Don't Zoom Alone.

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

name@domain.com A
name@domain.com

name@domain.com

Add another email

I'm not a robot Q

reCAPTCHA
Privacy - Tenms

10.0 Nearly there.... You will then see a page Start Your Test
Meeting

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:
https:/usO4web.zoom.us/j/554710

Start Meeting Now Go to My Account

Save time by scheduling your meetings directly from your calendar.

»  Microsoft Qutlook Plugin Firefox Add-on
o Download Download



Click the orange button. Note: You don't need to
click either of the two add-ons at the bottom of the page at this time.

11.0 At this point your web browser will try and download the Zoom
client software. This is not normally recommended, but as we have
chosen to install the Zoom software click the Save File button

1. When prompted, select Save File.

Save File Cancel

A download should start automatically in a few seconds. If not, download here.

12.0 You will also see the following message in the corner of your
screen indicating that after the file has been saved you should
click the blue down arrow to view the downloaded file. You can
then click on the zoom executable to install.

B Please activate yo X = Activate your acce X a Launch Meeting - X [iss

-t vt noe s PFw =

f
Zoom_od218sofizku_b3cha®0fidaci3bi.exe

Completed — 76.3 kB

Show All Downloads




If you are using a different web browser you will need to find the
location where the file was downloaded to, normally Downloads on
windows, and run the file. On a Mac, it should also be Downloads.

13.0 Once the installation is complete you will be greeted with the
following window. You can click the Terms of Service and Privacy
Policy links to view these documents.

You need to decide if you agree with them, it is your responsibility
and CU3A does not take any responsibility for your use of this
software.

If you agree with the Terms of Service and Privacy Policy click the
blue I Agree button

C_I
&l

To use Zoom, you need to agree to the Terms of Service
and Privacy Policy.

14.0 If you choose to agree you will see the zoom client shown below.

You should check your speakers and microphone are working as this is
the first time you have used this software. So click the Test Speaker and
Microphone link



®:

Meeting Topic: Gary Tomlin's Personal Meeting Room

Host: Gary Tomlin

Invitation URL: https://usO4web.zoom.us/j/5547107234
Copy URL

Par‘ticipalo B

E

Test Speaker and Microphone D

Join Au te Others

[ Automatically join audio by computer when joining a meeting

a’ ~ B @

nvite Manage Participants  Share Screen Chat Record

You will see first, the Testing Speaker window and when you have
confirmed you can hear the ringtone you will see the Testing
Microphone window.

When I run the test I noticed it did not show my microphone and I had
to click the down arrow, highlighted below, and then select the
Microphone.

Testing speaker..
Testing microphone...
Do you hear a ringtone?
Speak and pause, do you hear a replay?

Yes | No

Yag | Mo |

Speaker 1: Speakers (Dell AC511 USBE SoundBar) v . .
Microphone 1: | Microphone (2- USB PnP Sound Devi.. ~

Output Level:
Input Level:




14.0 Another thing I noticed is that if you leave the meeting and then
restart the Zoom software it did not automatically sign me in. You

may see this screen

o

Sign In

| Enter your email

| Enter your password

(] Keep me signed in

¢ Back

| & Sign In with 550
| G Sign In with Google
| f Sign In with Facebook

Sign Up Free

You will need to enter your email address and the password you
used when you created your Zoom account. Also, you may want

to click the keep me signed in click box.

Using the software

You should see the Zoom icon on your desktop, it is also on the start

menu.




Recently added

B Start Zoom

@ WhatsApp Desktop

Most used

“‘s Firefox

During the installation, Zoom will send you an email that has links to
some Let’s Get Started videos. I would recommend that you take a look
at those to get familiar with the software.

Good Luck and Stay Safe
GT



