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Zoom Meeting Resource Guide

This guide is a resource for remote meetings. You can use Zoom for SU meetings,
Troop Meetings, etc. Technology is a beautiful thing and we are happy to give you a
guide as a resource so you can continue Girl Scouts during this time of uncertainty.
Please review the guide in its entirety for step by step instructions, education and video
tutorial resources for Zoom Meetings.

What is Zoom?

Zoom is a free platform that offers video conferencing, online meetings, and group
messaging on one platform.

Sign in and Join

After launching Zoom on your internet browser, click Join a Meeting to join a meeting
without signing in. If you want to log in and start or schedule your own meeting, click
Sign In. NOTE: Depending on your desktop, you may need to download the zoom
application to your computer, if using a mobile device, you WILL need to download the
zoom application.

To sign in, use your Zoom, Google, or Facebook account. If you don't have an account,
click Sign Up Free.

Home

After signing in, you will see the Home tab, where you can click these options:
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e New Meeting: Start an instant meeting. Click the downwards arrow to enable
video or use your personal meeting ID (PMI) for instant meetings.

e Join: Join a meeting that is in progress.

e Schedule: Set up a future meeting.

e Share Screen: Share your screen in a Zoom Room by entering in the sharing
key or meeting ID.

Click your profile picture for these options:

e Add a personal note.

e Settings: Access settings you can change. (Recording options, screen size
and improve appearance)

e Change your status to Available, Away, or Do Not Disturb.

e My Profile: Open the Zoom web portal to edit your profile.

e Help: Open the Zoom Help Center.

e Switch to Portrait View: Switch the Zoom window to portrait view if you
prefer a narrower window.

e Sign out

How do | start or join a Meeting?

Click the downward arrow and select Start with video, then click New Meeting to start an
instant meeting.

Mew Meeting ~

Start with video

386-981-6226 >
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To join a meeting select join and input the meeting number provided by your meeting
host (Usually your hosts PMI [Personal Meeting ID])

If you are joining a scheduled meeting, that meeting will have a specific meeting ID,
refer to your meeting invitation for your meeting ID

8 Zoom X

Join Meeting

Enter meeting ID or personal link name hd

Enter your name

(7] Do not connect to audio

(] Turn off my video

_ Join | Cancel |
Join

Chat

Select the “Chat” tab to view private conversations with your contacts or group
conversations.

© Zoom - 8 X

Contads
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Phone

Select the “Phone” tab to make phone calls, view call history, and play voicemail
messages using Zoom Phone. NOTE: Zoom Phone licence is required.

Meetings

Select the “Meetings” tab and click Upcoming to view, start, edit, and delete scheduled
meetings.

My Personal Meeting ID (PMI)

p #
My Personal Meeting ID (PMI)

m fa Copy Invitation # Edit

Show Meeting Invitation

e Add icon: Schedule a new meeting.

e Refresh icon: Refresh the meeting list if you don't see your scheduled meeting.

e Start: Start a meeting

e Copy Invitation: Copy the scheduled meeting's invitation text, allowing you to
manually paste into an email, instant messenger etc. Click Show Meeting
Invitation if you want to view the invitation you're copying.

e Edit: Edit the meeting options for your meetings
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Contacts
Select the “Contacts"” tab to view and manage your contacts.

Q Zoom - x

Home Chat Meetings Contacts

My Groups

> starred 0
> External 0
> Apps 0

> Cloud Contacts o
Company Directory l

> Company Contacts 3 l

ew contact info by clicking a contact in the left panel.

e Directory tab: View a directory of all your contacts.

e Channels tab: View a directory of your channels (used for group messaging).
Starred channels appear at the top of the list.

e Add icon: Show options for contacts and channels. You can add a contact,
create a contact group, create a channel, or join a channel.

In-Meeting Controls

Once you have started or joined a meeting, you can access the meeting controls
located at the bottom of the meeting window

Se 1
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Screen Sharing

Zoom allows for screen sharing on a desktop, tablet and mobile devices running Zoom
by clicking the Share Screen icon.

Click the Share Screen button located in your meeting controls.

~ Pl . L )L u -~ O @ (cc =

St Wicod brnvite hanags Participants | St Saroon Chat Rt Closod Caplion  Broakout Fadms W

Select the screen you want to share. You can also choose an individual application that
is already open on your computer, the desktop, a whiteboard, or an iPhone/iPad.

e
.
Ly
= V4 >
- —_—
L3
Screen 2 Whitebcard iPhone/iPad
Share computer sound Optimize for full screen video clip m

Click “Share”

Starting a Local Recording

Start a Zoom meeting as the host.
Click the option to Record

Record on this Computer
Record to the Cloud

g & 4 @,

Invite Manage Participants Share Screen Record
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Select Record on this Computer. NOTE: if you select ‘Record to the Cloud’ the platform
will eventually prompt you to upgrade to PRO access, a paid membership.

TIP: If you would like to share your recorded videos, you can create a free YouTube
account upload your video under ‘private’ and share the link to those you would like to
view the video recording.

Recording indicators in the top-left corner will appear while recording is active for all
members on the meeting

After the meeting has ended, Zoom will convert the recording so you can access the
files. Once the conversion process is complete, the folder containing the recording files
will open. NOTE: If the meeting is interrupted (slow internet, computer shuts down)
recording files will be lost. If conversion of recorded file is interrupted files will also be
lost.

How to end a Meeting

Select “end meeting” then select end meeting for all

H ~ B0 A o+ a8 ~ B @® e

Join Audio Stop Video Invite Manage Participants  Share Screen Chat Record Reactions

) End Meeting or Leave Meeting? X

To keep this meeting running, please assign a Host.

(SN ECEGLRCT M | Leave Meeting | | Cancel |

Additional Resources

e Zoom Customer Care Contact
e Video Tutorials



https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials?_ga=2.110024908.835038412.1584728114-1787071228.1584728114
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials?_ga=2.110024908.835038412.1584728114-1787071228.1584728114

