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Signing Up for Zoom 
This manual will provide technical assistance for using Zoom Meeting technology for holding 
public meetings. Basic requirements: 

• A device with an internet connection, audio capabilities (e.g. microphone and speaker),
and video capabilities (e.g. camera or webcam)

o Compatible devices: laptop, tablet, smartphone, desktop computer

Go to Zoom’s website: 
https://zoom.us/  

Click on “SIGN UP, IT’S FREE” 

There are SEVERAL ways to get 
signed up with a Zoom account. 

The most common are: 
• Enter your work email

address and look for an
activation link in your email

• Sign in with an existing
Google (Gmail) account

• Sign in with your Facebook
account

• Have an administrator create
an account for you and
activate your account
following email instructions



Jane Doe
janedoe@gmail.com

Jane Doe
janedoe@yahoo.com

Jane



janedoe@tughill.org

janedoe@tughill.org



Jane

Doe



123.456.7890

Jane Doe's

Jane Doe

1234567890



1234567890
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Open the .exe file and the Zoom 
application will begin 
downloading. 

You will have two options for 
connecting your audio with the 
Zoom Meeting: 

1. Join with Computer Audio
2. Join by calling in and

inputting Meeting ID and
Participant ID.

Computer Audio 
Click “Join with Computer Audio”. 
You can test your speakers and 
microphone prior to joining a 
meeting. You can use your laptop, 
tablet, or phone speakers and 
microphone or connect 
microphones to those devices. If 
you are using a desktop computer, 
you may need to purchase a 
webcam and a microphone headset 
in order to be heard. 
Phone Call 
Call into the conference by 
switching over to “Phone Call” and 
dialing any of the phone numbers 
that show up in YOUR screen. 
Every meeting will have a unique 
ID number and you will be given a 
unique Participant ID number. The 
automated response on the phone 
will ask you to enter these two 
numbers and then patch you into 
the Zoom Meeting. 
Note: Do not click “Done” until 
you have finished connecting to the 
Zoom Meeting. 

1234567890
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Screen 
Sharing your screen means that 
whatever is open currently on your 
computer/laptop screen will be seen 
on the participants screen, as well. 
You can still manipulate the 
controls for audio and video, 
participants, etc. You will also be 
able to pause the share, annotate, 
and even record your screen sharing 
session. 
Whiteboard 
The whiteboard functions similarly 
to paint in that you can draw, type 
text, add symbols and shapes, erase 
your work, undo, redo, and clear. 
The spotlight function allows the 
participant to follow your curser 
more easily. The lower-right-hand 
side of the screen allows you to 
open a new whiteboard for editing. 
You can return to previous 
drawings by clicking the arrows 
that will appear in the new artboard. 
Any board can be saved. 
iPhone/iPad 
In order to access the iPhone/iPad 
screen mirroring function, you will 
have to download a Zoom plugin. 
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iPhones and iPads have a screen 
mirroring function, which is 
compatible with Zoom. To activate, 
click iPhone/iPad and instructions 
will appear for connecting your 
iPhone or iPad’s screen. First, they 
must be on the same Wi-Fi 
network. Second, click on Screen 
Mirroring in the swipe-down or 
swipe-up menus. Lastly, select 
“Zoom-user”. 

The iPhone or iPad will list the 
devices that allow screen mirroring. 
Tap on Zoom-user. 

In your swipe-up or swipe-down 
menus, you will now wee Zoom-
user as a link for screen mirroring. 

You can stop screen sharing at any 
time by clicking “Stop Share.” 
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Advanced 

Portion of Screen 
The portion of the screen that you 
wish to share should be enclosed in 
the green box. You can make the 
box bigger or smaller by dragging 
the corners, it will momentarily 
pause the shared image and the box 
will appear orange. 

Music or Computer Sound Only 
Select Music or Computer Sound 
Only to share music or sound that is 
currently being played on the 
device. Note that this is separate 
from your microphone’s audio. 
Content from 2nd Camera 
If you own a second camera, such 
as a webcam or Bluetooth camera, 
you can connect that camera to 
show two images: your main 
camera image and your second 
camera’s image. 
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Files 

Existing Storage Account 
If you have files stored in a cloud 
system, such as Dropbox or 
Microsoft OneDrive, you can open 
files directly from your online cloud 
account. For instance, if you choose 
Google Drive, you will be prompted 
to connect with Google Drive via 
Zoom. You must authorize Zoom to 
access your account. 
Choose the appropriate Google 
account and grant or deny Zoom 
permission to see, edit, create, and 
delete any and all of your Google 
Drive Files. 

Navigate the folders to find the 
cloud file that you wish to share with 
other participants, select Visible for 
all, and Share screen. 

* * *



Reco 

fu the Meeting control bar, you 
will find the record function, which 
will allow you to record either to 
your computer or to the cloud. 

Once you begin recording, you will 
see a red circle and "Recording ... " 
You can pause a recording at any 
time and pick up recording after 
clicking play. You can also stop the 
recording by clicking the white stop 
s uare next to the ause icon. 
Pause and Stop Recording options 
will also appear in the control bar 
after you begin recording. 

Once you stop a recording, a 
notification will appeai· that reads 
"The recorded file will be converted 
to m 4 when the meetin ends." 

When you end the meeting, a new 
screen will pop up to browse for a 
folder for your new recording. 
Create a folder for your recordings, 
so that it is easy to find all your 
future recordings in the same place. 

fu that new or existing folder, you 
will see "audio_ only," "playback," 
and "zoom O" files. 

Record on this Computer Alt+R 

Record to the Cloud Alt+ C 

C, Zoom Meeting ID: 649-179-4642 

IJ 8

ma 
Pause/Stop Recording 

• 
The recorded file will be converted to mp4 
when the meeting ends 

C, Browse For Folder X 

Please select the folder where you would like the recorded 
files to be saved. 

Desktop 

> A OneDrive

> a. user

v � This PC

< 

> JI 3D Objects 

> Desktop

v � Documents 

> Archives

Make New Folder 

A 

Name 

l!l audio_only 

� playback 

J!.1 zoom_0 

V 

> 

I OK 1 I cancel 
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Home Page: Laptop and Computer 
Accessing Zoom from Windows 10 is simple. You have several options, including: 

1. Opening your Windows icon and searching for “Start Zoom” in the Zoom application
folder,

2. Open your Windows icon and type in zoom and click “Start Zoom,” or
3. Add a shortcut to your desktop and double-click it to open the application.
4. You can always open Zoom with an invitation in your browser.

1.     2.      3.

Home 



123-456-7890

123-456-7890
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Contacts 

* * *
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Press the share 
content icon to 
share your 
screen, photos, 
documents from 
a storage 
account, a 
website, or a 
bookmark.  

Participants can 
be managed by 
pressing the 
Participants 
icon. You can 
chat with them 
through the pop-
up screen, invite 
other 
participants, or 
mute/unmute all 
participants. 
Next to their 
name, you can 
mute their audio 
or video. 

Under the 
tab, you can 
begin recording 
to a Cloud 
folder, chat, 
access meeting 
settings, 
minimize the 
meeting, and 
disconnect 
audio. 

If you are 
driving while 
accessing Zoom, 
you can swipe 
left-to-right in 
order to limit 
what controls 
you can access. 

* * *



1234567890
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Polling during a Meeting 
Make sure that your polling settings are activated prior to starting a poll. 

  

 

 

  

 

 

 

 

    : Host 

    : Participant 

* * * 

Note: Online (zoom.us) in Meetings  Upcoming Meetings 

(Click on the meeting topic TITLE)  My Meetings  Manage 

“TITLE”, you can add and edit polls. 

Start the Meeting and click on Polls in 

the control bar. Click Launch Polling. 

The host is the only 

person who should 

be managing the 

poll while the 

participants are 

adding their 

responses. Once the 

poll has been 

ended, the host will 

see the poll results. 

They can share the 

results with the 

participants or re-

launch the poll. 

Note: Poll reports can be found in your profile under 

ReportsUsage ReportsMeeting. 

  

 

(Only one 

answer 

allowed) 

 

 

 

(Participants 

may select all 

answers that 

apply) 
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Recordings 
Any recordings that you have 
selected to upload to the cloud will 
appear in Cloud Recordings of the 
Recording tab. 

Change the recording settings, if 
necessary. 

You can also review local 
recordings, if you have the 
appropriate Windows or Mac 
operating system versions. 

Settings 
You can change the settings for 
meetings, recordings, and telephone 
call-in options. 
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Additional Resources 
One Minute Video Introductions: https://zoom.us/resources 
Other Zoom Video Tutorials: https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-
Tutorials 

* * *
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