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Summary

As the COVID-19 emergency management
leaders continue to encourage social
distancing, there are ways to hold public
meetings that conform to Open Meetings
Law § 102 and § 104 as well as Executive
Order 202.1. Municipalities interested in
holding meetings via webinar, conference
call, or videoconference that allow the
public to join should consider using Zoom
Meetings. Zoom has great webinar and
videoconferencing tools that allow you to
host a public meeting with multiple
presenters. The presenters can be in different
locations, which means they can participate
from the convenience of their homes, as
well. Besides sharing your screen to show a
presentation, you can mute and unmute
participants, and allow them to participate in
discussions or live polls. One considerable
drawback is that participants need to install
the software in order to join the meeting.
This manual provides technical guidance on
topics ranging from downloading Zoom to
recording and transcribing meetings.

This manual should supplement the online
tutorials listed under the Additional
Resources section. Guidance regarding
Zoom products and pricing is outside the
purview of this document. Seek support
from a Zoom representative to discuss their
products and options.

* kXK

Article 7. Public Officers Law

To the extent necessary to permit any public body to meet and
take such actions authorized by the law without permitting in
public in-person access to meetings and authorizing such
meetings to be held remotely by conference call or similar
service, provided that the public has the ability to view or
listen to such proceeding and that such meetings are recorded
and later transcribed.

Legal Guidance (New York State Conference of Mayors
and Municipal Officials. 2020)

Public Officers Law § 102[1] defines a “meeting” as “the
official convening of a public body for the purpose of
conducting public business.” Historically, this meant that the
members of the public body physical gathered to conduct
business, but in 2000, Section 102 was amended to allow
public body members to attend and participate in meetings via
videoconferencing. Pursuant to Public Officers Law § 103,
any time a quorum of a public body gathers (either in person
or via videoconference) for the purpose of discussing public
business, the meeting must be open to the general public,
whether or not the body intends to take action. This includes
“workshops,” *

work sessions,” and “agenda sessions.”
Chance meetings or social gatherings are not covered by the
law since these are not official meetings, however, public
officials should not discuss public business at chance meetings
or social gatherings. In addition, Public Officers Law § 104
requires public bodies to notify the public of the time and
place of every meeting. The OML requires notice of every
meeting to be: 1. Conspicuously posted in one or more public
locations; 2. Given to the news media (television, radio and
newspaper); and 3. Conspicuously posted on the village’s
website, if it has the ability to do so. Moreover, Open Meetings
Law § 104(4) provides that if videoconferencing is used to
conduct the meeting, the notice of the meeting must indicate
that members of the public body will be participating via
videoconferencing technology. Additionally, the notice must
identify the locations from which the members will be
participating and state that the public has the right to attend
the meeting at any of the meeting locations. The OML does
NOT require public bodies to pay for an official advertisement
in a newspaper. Rather, the OML merely requires that the
news media be notified. NYCOM recommends that public
bodies fax or email meeting notices to the news media.




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

httDS :,/,/ZO om. US,/ zoom SOLUTIONS ~ JOINAMEETING ~ HOSTAMEETING v SIGN IN [ SIGN UP, IT'S FREE }

We have developed resources to help you through this challenging time. Click here to learn more. x

Click on “SIGN UP, IT’S FREE”

Zoom: A Leader in the 2019
Gartner Magic Quadrant for

Meeting Solutions

Read the Report

There are SEVERAL ways to get zoom oI HosT o
signed up with a Zoom account.

'Your work email address

The most common are: //
hd Enter your m—ema‘ll Zoom is protected by reCAPTCHA and the Privacy Policy and Terms of Service apply.

e e or an
activation link in your email

° Slgn ln Wlth an eXlStlng By signing up, | agree to the Privacy Policy and Terms of Service.
Google (Gmail) account or

e Sign in with your Facebook
aCCOllnt & | Signinwith Google

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

f Sign in with Facebook

Already have an account? Sign in.




Option 1: Google Account
To sign in with a Google account, G Signin with Google

you need to HAVE a Google

account or CREATE one prior to
trying to connect Zoom with your n
account.

Choose an account
All Google accounts that you have

will appear. You will need to to continue to Zoom
choose one of the listed accounts.

%@ Jane Doe
1 -,

Once you select the account, you y ’ .
~ janedoe@gmail.com

will be brought to Zoom’s main
page. Remember, if you sign up
with your Google account, you
should sign in with that same
account every time. @ Use another account

Jane Doe
janedoe@yahoo.com

To continue, Google will share your name, email address,
language preference, and profile picture with Zoom. Before
using this app, you can review Zoom's privacy policy and
terms of service.

Option 2: Facebook Account

If you select to sign up with
Facebook, you will be redirected to
Facebook to give permission to
Zoom to access your name, profile
picture, and email address. If you

agree to those terms, click zoom.us will receive:

“Continue as YOUR NAME”. If your name and profile picture and email address.
you do not agree to those terms,

click “Cancel”. [# Edit this

Cancel

& This doesn't let the app post to Facebook




Option 3: Zoom Account
Enter the email address that you

want to link with a Zoom account
and click “Sign Up.”

HOST -

zoom

Your work email address

janedoe@tughill.org

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

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

Go to your email inbox for that 200m JON  HOST =
specific eme.ul' addregs. If you do not e pp—
see the email immediately in your Click the confirmation link in that email to begin using Zoom.
mbox, check Spam and other S

i if you did not receive the email,
folders where automated emails Resend anather cril
might go.
Click on the “Activate Account” e s 6 o
button or the link below it. If you
can’t get either to open in a web .

) ! ‘eadef Sign In
browser, copy and paste the link o
mto URL space at the top of your
web browser. Hello

account please click the button below to verify your email address
Orpacta thic link jnto vour SLRASSL

https:/izoom.us/activate?code=RvE7Qzck2WeXzJ0KHIrC630QsgiXsX1vwzRKvOf06Ns.BQ
gAAAFXDYwgSgAn|QASYWxhaWShQHR1ZZhpbGwub3JnAQBKAAAWUWIOTEdaN2IUdGk
ybEdXTIJDVmtidwAAAAAAAAAAS&Tr=signup

You will be prompted again to
activate your account through
Google, Facebook, OR you can sign
up with a unique password.

Activate your Zoom Account
Choose the following sign in methods, and use your email address

janedoe@tughill.org to continue

Sign In With Google

Sign In With Facebook

Or

Sign Up with a Password




If you choose to create your own
password, it must have the
following characters:

8 minimum

at least 1 letter

at least 1 number

both upper and lower case
letters

Review the Privacy Policy and the

Terms of Service before continuing.

Click Continue when you are ready.

Welcome to Zoom

Hi, alaina@tughill.org. Your account has been successfully created. Please list your

name and create a password to continue.

Jane

Doe

Password must:

» Have at least 8 characters

+ Have at least 1 letter (3, b, c..)

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

+ Include both Upper case and Lower case characters

Password must NOT:

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

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




Your personal participant ID number and the

The Interface unique meeting ID number
© Zoom Participant ID: 50 Meeting ID: 123.456.7890) — O
L
. Talking:
option
IMeeting Topic: Jane Doe's  Personal Meeting Room | Descriptive information
about your meeting and
linvitation URL: https://usO4web.zoom.us/j/ 1234567890 Link to the meeting,
——> which can be shared by
Copy URL copying the URL
. . . > Your personal participant
IPartlapant ID: 50 ID number

o\

Join Audio Share Screen Invite Others

|

\l/Quick access in-meeting control icons: manage audio, share your screen with other participants, and invite
others

o vt o+ ! . O]

Join Audio Start Video Invite Manage Participants Share Screen Record

User in-meeting control bar, which allows the user to:

e Manage their audio options e Share your screen with participants
e Manage your video options e Open the chat bar

e Invite others to the meeting e Record the meeting

e Manage the participants ¢ End the meeting



Join a Meeting and Configuri

Your Device

You will be prompted to start your
first test meeting. To do so, click
“Start Meeting Now”.

Start your test meeting.

Excellent! Now it's time to start meeting

Your personal meeting url:

https:/usO4web.zoom.us/j/ 1234567890

Start Meeting Now

Save time by scheduling your meetings directly from your calendar.

e

Chrome Extension

Download

w7 Microsoft Outlook Plugin
] Download

When you begin a Zoom meeting,
the browser will ask you to open
Zoom Meetings in an application
separate from your browser. You
have a few options for running the
Zoom Meetings software:

1. Open in your browser, or

2. Open in a standalone

application,

Open Zoom Meetings?

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

Launching...

Please click Open Zoom Meetings if you see the system dialog.

If nothing prompts from browse ".l‘lwrk here In launch the meeting, :‘nEo-.m\md & run Zoom. I

Option 1: In Browser

To open in your browser, click
“Cancel” for Open Zoom Meetings
dialogue box. And click “click
here” and “start from your
browser”

If nothing prompts from browser, click here to launch the|meeting, or download &run Zoom

start from your browser

u cannot download or run the applicatio

Option 2: In Application
To download the standalone

application, click “download & run
Zoom” and save the file in your
Downloads folder or wherever you
typically save EXE files, 1.e. an
executable file that contains a
program capable of being run as a
program in the computer.

[ Rl Zoom _od2|8sofizku 756e8¢851ad80c80

Save as type: Application

Hide Folders

Cancel




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.

= Joom_od4218sofizk....exe

Your meeting will begin soon...

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

Computer Audio

¢_1

Join with Computer Audio

Test Speaker and Microphone

:l Automatically join audio by computer when joining a meeting

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.

) Choose ONE of the audio conference options

Phone Call

+1312 626 6799
+1929 205 6099
+1 346 248 7799
+1 669 900 6833
+1253 215 8782
+1 301715 8592

= - | Dial

232567890 |

50|

I Meeting ID:

IPar‘ticipant 1D:

Done

Computer Audio - Connected




Configuring Audio Select a Microphone
Make sure that your device has v/ Microphone (High Definition Audio Device)

built-in speakers and a microphone.
If not, another alternative 1is
connecting a set of headphones or Select a Speaker

earbuds. If you are working on a v Speakers (High Definition Audio Device)
desktop computer, you may need a
special headset that has a
mjcrophone attached. Test Speaker & Microphone...
Switch to Phone Audio...

Same as System

Same as System

Leave Computer Audio

Audio Settings...

In the up arrow next to “Mute/
Unmute/Join Audio,” you can
select the microphone and the (N

speaker you wish to have Join Audio
connected. You may also test your
speaker and microphones to make
sure they are working correctly.

Configuring Video SelectaCamera
As with audio, you may switch v HP HD Webcam [Fixed]

between video on and video off by
clicking the video icon. There are
additional options in the up arrow
to change camera. If you have a
green screen or advanced
technological device, you can add a
virtual background to cover up
your surroundings.

Video Settings...

Choose Virtual Background

Wit

Start Video

Stop Video

2 Invite people to join meeting 649-179-4642

Inviting People to Join the Meeting
There are Sevel‘al Ways tfo i]]Vite Choose your email service to send invitation

other people to a meeting. First,

you can have Zoom open up a draft

email message directly in your O e @
Gmail, Yahoo Mail, or other

default email account. In this petaultEmat e Yoo et
option, the body of the email will

automatically include the meeting

details, including URL and .
important ID numbers. Copy URL l“’”_i
You may copy the URL to share The invitation URL has been copied to Clipboard.

directly via a messaging, email, or
other platfonn' or copy the detailed The invitation Email has been copied to Clipboard. €———
body of an email invitation.




Manage Participants
As a host, or presenter, you have

access to tools for managing
participants in the meeting. For
mnstance, you can mute individual
participants or all participants.
Similarly, you can unmute all

participants. In the Mo > menu,
you will find options for muting
participants, immediately after they
join the meeting even if they chose
to connect their microphone. You
may allow or deny participants the
ability to unmute or rename
themselves. You may also lock a
meeting to keep others from
joining.

v Participants (1)

v

(Host, me) 8 A

Mute Al ] Junmute AlLj

v
v

Mute Participants on Entry

Allow Participants to Unmute Themselves
Allow Participants to Rename Themselves
Play Enter/Exit Chime

Lock Meeting

Chat

Participants may be given the
opportunity to chat to everyone in
the meeting or just to the hosts.

Type your message where it says
“Type message here...” You may
also want to share files or save the
chat.

From Me to Everyone:
Good morning.

Zoom Group Chat

I To:  Everyone v

|T§.'::u: message here...

O File

/

To open a file, you can open
Dropbox, Microsoft OneDrive,
Google Drive, and Box directly
using their respective icons, OR
you can upload a document directly
from your personal device under
“Your Computer.”

Your chat can be saved by clicking
on the “...” button and selecting
“Save Chat.” You can also limit
who participants can chat with: no
one, only the host(s), everyone
(publicly and privately).

22 Dropbox

/& Microsoft OneDrive
& Google Drive

box Box

[__] Your Computer

L

Save Chat

Participant Can Chat With:

v

No One

Host Only

Everyone Publicly

Everyone Publicly and Privately

10




Sharing Your Screen

One remarkable feature of Zoom is
the ability to share your screen.
While sharing your screen you
have possibilities ranging from
sharing what is on your screen to a
specific file or even a whiteboard
for writing. To access your options,
click on the green “Share Screen”
icon. You may allow only one
participant to share at a time OR
multiple participants to share
simultaneously.

v/ One participant can share at a time

Multiple participants can share simultaneously

Advanced Sharing Options...

Share Screen

In the advanced sharing options, © Advanced Sharing Options... X
you can select hOW many How many participants can share at the same time?
pamc1pants can share at the same © One participant can share at & time
til]le, WhO can share, a]]d WhO iS () Multiple participants can share simultaneously (dual monitors recommended)
allowed to share when someone
. - Wh share?
else is sharing. o can share
(O only Host © All Participants
See belowf or the dszerent mterface Who can start sharing when someone else is sharing?
descriptions for sharing screens. © Only Host () Al Perticipants
Basic
The steps for activating Screen, Whiteboard, or iPhone/iPad sharing are described in the
following pages.
O Select a window or an application that you want to share X
Basic Advanced Files
V4 o
Select recently
Whiteboard iPhone/iPad / opened documents

Documentl - Microsoft Word no.. |w“ Snipping

Zoom

Tool Zoom Cloud Meetings

:—“g Post Attendee - Zoom - Google C. ‘. o

I :\ Share computer soundl I:I Optimize Screen Sharing for Video Clip H Used when recording a video

Share the sounds from your computer along with the screen (note: this is different from your personal

audio/microphone)

B —
=
1

1




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,

00 1
-
Manage Participants  New Share

t i Spit  spit | Au
Left  Right Cells  Table
Merge cell size

% 1 ] G
[ |

Basic
'O seecta windom oran 3

=3 e @ o @)
and even record your screen sharing L= ' \
session.
Whiteboard © b o -

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.

v o @ o C

Text Draw Stamp Spotiight Eraser  Format  Undo Redo

4 vTest @

iPhone/iPad

In order to access the iPhone/iPad
screen mirroring function, you will
have to download a Zoom plugin.

) Share an iPhone/iPad screen X
e e e e S L S

A plugin is required to share an iPhone/iPad screen.

Installing...

12




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”.

oD TR '’ ] /s

Join Audio Stop Video Manage Participants ~ NewShare  Pause Share  Annotate More
® Stop Share

On your iPhone or iPad:

1. Connect to Wi-Fi network MySpectrumWiFi40-2G

2. Tap 1 Screen Mirroring

How to find it: swipe down from the top right corner of the screen
On i0S 11 or earlier, swipe up from the bottom of the screen

3. Choose Zoom-user

Don't see it? Restart your device

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

Tin

Screen Mirroring

L Zoom-user

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

(‘TJ)

3

ne

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

-

Zoom- .
EE S
Il

0 1
- V 4
Manage Participants New Share Pause Share Annotate More

W Stop Share I

13



Advanced

Q Select a window or an application that you want to share X

Besie Fes

«: .

Portion of Screen Q) Music or Computer Sound Only @ Content from 2nd Camera @)

ID Share computer sound "O Optimize Screen Sharing for Video Clip I

© zoom - o

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 h— Test Run of Zoom wit_. (=
will appear orange. 14001500 1 Sarsin22 i

tharh Meeting ID: 311-701-748
19

Schedule

| [ [

Music or Computer Sound Only B 7oom Participant ID: 29 Meeting

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.

If you own a second camera, such " il
as a webcam or Bluetooth camera, o

you can connect that camera to
show two images: your main
camera image and your second

camera’s image.

14



Files

c Select a window or an application that you want to share

Basic

Advanced

Dropbox

33 a

Microsoft OneDrive

- box

Google Drive Box

IO Share computer sound "D Optimize Screen Sharing for Video Clip I

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.

@ zoom.us/oauth/signin?_md=15851583203778client_id=k19WDD3IRH.. &

zoom

&
&-0

Google Drive is requesting access to your
Zoom account

Connect to Google Drive

| c——
| S — |

View current user's information

zoom

o

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.

~

G signin with Google

©

Choose an account Grant Zoom permission

1o continue to Zoom

See, edit, create, and delete

Alaina Mallette
amallette21@gmail.com

all of your Google Drive files

Alaina Mallette
amallette@nuwm.edu.ua Deny  Allow
0 @ containerzoom.us/launch/sim/gdrive/uEuoPcFsCICy6vnGQK-PUe... 3¢ ]

@ Once the private file was chosen, this file will be assigned a shared link. Please select the shared
scope for the file.

Visible throughout the organization Visible for all

Cance I Share screen

15




Recording P

In 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
square next to the pause icon.

Alt+R
Alt+C

Record on this Computer

Record to the Cloud

O

Record

© Zoom Meeting ID: 649-179-4642

® [

Pause and Stop Recording options
will also appear in the control bar
after you begin recording.

Pause/Stop Recording

Once you stop a recording, a
notification will appear that reads
“The recorded file will be converted
to mp4 when the meeting ends.”

The recorded file will be converted to mp4
when the meeting 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.

In that new or existing folder, you

will see “audio_only,” “playback,”
and “zoom 07 files.

© Browse For Folder X

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

I Desktop A
@ OneDrive
& user
v 9 This PC
D 3D Objects
B Desktop
v Documents

Archives

< >

Make New Folder ] [ (0] ¢ |

Cancel

”~

Name

@ audio_only
0] playback
@ zoom_0

16
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Home Page: Laptop and Computer
Accessing Zoom from Windows 10 is simple. You have several options, including:
Opening your Windows icon and searching for “Start Zoom” in the Zoom application

1.

2.
3.
4

Home
2 zoom

folder,

Open your Windows icon and type in zoom and click “Start Zoom,” or
Add a shortcut to your desktop and double-click it to open the application.

Voice Recorder
w
0B Weather

Windows Accessories

Windows Ease of Access

Windows PowerShell

¢ EEEN

Windows Security

Windows System

>

¢

Xbox Console Companion

n

Xbox Game Bar

Your Phone

B zom

W Start Zoom

Windows Administrative Tools

You can always open Zoom with an invitation in your browser.

Al Apps  Documents Email Web  More ¥

Best match

0 Start Zoom
App.

Search the web

Start Zoom
P z00m - See web results > App
Videos
M zoom_0 - in 2020-03-24 14.55.18 Alaina s =/ Open
Mallette's Personal Meeting Room
O quitZoom

Il z00m_0 - in Recorded Meeting >

v

Folders (4+)
Documents - This PC (1+)

Settings (6)

£ zoom

Home

v @ Q. Search

Chat Meetings Contacts

New Meeting ~

Join

16:21

Tuesday, March 24, 2020

Schedule

Share screen ~

No upcoming meetings today

18



Chat

© zoom - [m] X
A~ ~ = O
() . "l} & 1 Search ‘]
Home Chat Meetings Contacts
Start chatting by clicking a chat in the left panel.
Meetings
© Zoom - (] X
() = 0 8 Q. Search ‘;
Home Chat Meetings Contacts
_ Upcoming Recorded (+)
My Personal Meeting ID (PMI)
123-456-78¢
My Personal Meeting ID (PMI)
f@ Copy Invitation # Edit
Show Meeting Invitation
2 Zoom - m] b
A = o E . =
Home Chat Meetings Contacts - seerd ‘,
C Upcoming Recorded t
Test Run of Zoom with Matt
123-456-7890
My Personal Meeting ID (PMI) 14:00 - 1500 | NOW
Meeting ID: 311-701-748
Today
m f@ Copy Invitation # Edit X Delete
Test Run of Zoom with Matt
14:00-15:00
Show Meeting Invitation
Meeting ID: 311-701-748




Contacts

QZoom - = X
5
HE:ane (it Megi)ngs Cogcls 28 Sl @'\@y)
Directory Channels
My Groups
> Starred 0
> External 0
> Apps 0
> Cloud Contacts 0 '
Company Directory
> Company Contacts 10 :

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

k %k ok
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Home Screen: Smart Phone/Tablet

Slgn 1n, sign up,
or join a meeting
using the same
steps outlined in
the Sign Up for
Zoom section of
this manual.

The first tab of
the phone/tablet
Zoom interface
1s Meet & Chat.
In this interface
you can start a
new meeting,
join a meeting,
schedule a
meeting, or
share your
screen.

&

Start a Meeting

Start or join a video meeting on the go

Sign Up Sign In

Meet & Chat

Sear

New Meeting

0o Test Run of Zoom with Matt

)\
56 (you)
= y
A y
» O ©
Meet&Chat  Meetings  Contacts

+
.
.

| Start |

Input your sign
in information.

The second tab
1s Meetings
where you can
start a meeting,
send an
mvitation, or
edit information,
such as: meeting
password
requirements,
video and audio
options, & other
meeting options.

Cance!

Sign In

Forgot password?

OR, SIGN IN WITH

Q, sso

G Google

f Facebook

Start

Today

Meetings

Parsanal Maatina IN

Send Invitation

Test Run of Zoom with Matt

1111111

Q

Edit

| Start

Allow or Don’t
Allow Zoom to
send you
notifications,
including: alerts,
sounds, and icon
badges. You can
change these
settings in your
phone’s
configuration.

The third tab is
Contacts lists for
your groups and
company
contacts. You
may link your
phone’s contact
list to this list in
order to search
you phone’s
directory. You
may also add a
Zoom channel.

"Zoom" Would Like to
Send You Notlflcanons

Sear ontacts
My Groups
~ Starred

v External Contacts
° Connect Phone Contacts

Company Directory

> Company Contacts

s e

ontacts
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The last tab 1t
the Zoom
Settings tab
where you can
change other
meeting settings,
phone contacts
and requests,
chat options,
general options,
and information
about Zoom.
Your personal
Zoom profile
can also be
accessed in the
Settings tab.

LICENSEL

You will have to
allow Zoom to
access your
microphone if
you wish to
speak 1n the
meeting and be
heard.

This is a screen
shot of some of
the meeting

4 Meeting Settings

Auto-Connect to Audio ff

(] .
settmgs that y011 Always Mute My Microphone
may want to
Meetings e
change. ameeting
Contacts
Always Turn Off My Video
Chat Alwavs turn off my video when Iolning a moet
General Always Show Video Preview (/
Always show video preview dialog when joining a
Siri Shortcuts eeting
Auto-Copy Meeting Link
About
omatically copy invitation URL once the
Show Non-Video Participants (/‘
o aa tha
Your

“Zoom" Would Like to
Access the Microphone

For peaple to hear you during
meetings, Zoom needs access to

your microphone.

microphone can
be connected
either by audio
through your
internet
connection or
via a Dial In
option.

To hear others
please join audio

Call using Internet Audio
Dial in

Cancel

Meeting from
Your Phone or

Tablet

Retumn to the
first tab, “Meet
& Chat,” and
click “New
Meeting” or
“Join” to enter a
meeting. If you
have a scheduled
meeting, click
“Start” next to
that meeting in
the list.

New Meeting o Schedu Share € r

>

The Zoom
Meeting on
phone/tablet is
similar to the
computer/laptop
interface in that
you can mute/
unmate, activate/
deactivate your
video, share
content, manage
particpants, etc.

Meet & Chat

Test Run of Zoom with Matt

9 A

(you)

Start




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

Screen

Photos

iCloud Drive

Box

Dropbox

Google Drive

Microsoft OneDrive

Website URL

Bookmark

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

Cancel

Safe Driving Mode

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.

Close

oM

Chat

Participants (1)

laina Mallette (Host,me)

Invite

Mute All

]

Unmute All

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

Record to the Cloud

Chat
Meeting Settings
Minimize Meeting

Disconnect Audio

| Cancel |

* %k 3k
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Schedule a Meeting

) Schedule meeting X

Schedule Meeting

opic

Test Run of Zoom with Matt Name the meeting

Set the date, time, and
duration; if this is a recurring
Duration: 0 hour A4 30 minutes v meeting, check that box and
note how frequently the
meeting will occur.

v
—

Start: {wed march 25, 2020 | v | []1400

") Recurring meeting Time Zone: Eastern Time (US and Canad... v

) Either use an automatically generated
Generate Automatically () Personal Meeting ID 1234567890 —> ID or your personal meeting ID

Password To make your meeting more exclusive, you can require a
) Require meeting password —> mee.til.lg password and only provide that to your target
participants

Video

P . Decide whether or not the host and/or participants
Host @ on O off Participants: @ on () Off

will be able to enable their video

fAudio —>Audio can be accessed via telephone,
) Telephone () Computer Audio O Telephone and Computer Audio computer audio, or both depending
on what is most appropriate for your
Dial in from United States Edit participants
Calendar
—~ - You can save your meeting in a personal
Outlook (_) Google Calendar o Other Calendars

or work calendar, if you prefer

Advanced Options ~ . .
You can enable a waiting room for your participants

and allow them to join the meeting before you, the
Enable join before host host. You can mute participants if they enter after the
> meetings starts, or otherwise. You can limit who can

join by whether or not they have a Zoom account. If
() Only authenticated users can join: Sign in to Zoom this option is checked you might be excluding people
who do not have access to Zoom via the internet. You
can automatically record the meeting upon starting it,
O Locally () Inthe cloud either to be saved on the device or in the cloud. Lastly,
you can include an alternative host.

X Click Schedule and you will
/ be able to share the link and
-I | Cancel | meeting ID with
— participants.

I:\ Enable waiting room

IT_‘,I Mute participants on entry

Automatically record meeting

Alternative hosts:
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Once you have created a scheduled | @ Zoom - Schedule Meeting X
meeting, you will be able to share ; been scheduled
. . . . ‘our meeting has been scheduled.
the information with your intended
.. Click the button below to copy the invitation to clipboard.
participants. To do so, you can copy
the automated text and PaSte 1t is inviting you to a scheduled Zoom meeting.
the body of an email or in a
N opic: Test Run of Zoom with Matt
messaging platform. ime: Mar 25, 2020 02:00 PM Eastern Time (US and Canada)
oin Zoom Meeting
The invitation has been copied to Clipboard. hnps://usmwebzoom'us/jls] 1701748
A notification will confirm that the Meeting ID: 311701 742
mvitation text has been copied to
. . One tap mobile
your internal cllpboard. - 13126266799, 311701748% US (Chicago)
- 19292056099,311701748% US (New YorK)
Dial by your location
+1312 626 6799 US (Chicago)
+1929 205 6099 US (New York)
+1252 215 8782 US
+1301 7158592 US
+1 346 248 7799 US (Houston)
+1 669 900 6833 US (San Jose)
Open with default calendar (.ics)
Return to the Meetings tab and you | “*" , o
. . (s v Q, searct
will be able to start the meeting, Ko o e Conacs =
copy the mvitation again, edit - Uncoming  mecared ®
details about the meeting, or delete Test Run of Zoom with Matt
the meeting. sy ersonal Hexting 10 M) P
Meeting ID: 311-701-748
Today
m @ Copy Invitation # Edit X Delete]
Test Run of Zoom with Matt

14:00-1500
Meeting ID: 311-701-748

You can also start a meeting from
the Home screen. Find your
scheduled meeting and click
“Start.”

e P Q Search
Chat Meetings Comtacts

Test Run of Zoom wit... -

14:00 - 15:00 | NOW

Meeting IDx 311-701-748
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Polling during a Meeting
Make sure that your polling settings are activated prior to starting a poll.

Meeting Recording Telephone

Profile
Meetings ;
Schedule Meeting Polling ()
Webinars In Meeting (Basic) Add 'Polls' to the meeting controls. This allows the host to survey the
attendees. @)
Recordings

In Meeting (Advanced)

Note: Online (zoom.us) in Meetings = Upcoming Meetings
(Click on the meeting topic TITLE) = My Meetings = Manage

Email Notification

Account Profile

Other “TITLE”, you can add and edit polls.
Reports
Start Time = Topic You have created 1 poll for this meeting. Add
: Total
Today Polling Test Run Title Questions Anonymous
11:00 AM \
~ Poll 1:Test 2 questions No
“You have not created any poll yet. Add
>
Addapol & o | Start the Meeting and click on Polls in
Test ; ;
the control bar. Click Launch Polling.
ur favrite animal? e 1
b G &'
" (Only one Manage Participants Polls Share Screen
! e ——— ' answer
at Is your favorr e animal? Sauinel
! allowed)
/ < Launch Polling
>1. ‘What's your favesrite animal? (Multiple chokoe]
® Single Choice Multiple Choice @ o= © Polis _ o X
B o (Participants ,
Dog Test in Progress 0:47
may select all
cat answers that
Squirre| apply)
Koald ] [ Submit

Palling 1: Test d @ Polls — =] x

The host is the only
person who should

be managing the ;;:Uharsyaurlavmiuanimal? ) L Host
poll while the ' A | @vrons o x

participants are Host is sharing poll results . ..
adding their - . Participant

responses. Once the

poll has been Note: Poll reports can be found in your profile under

ended, the host will Reports »Usage Reports >Meeting.

see the poll results. Report Type » 03/26/2020
They can share the = - o Poll Report 11:00:00 AM
results with the = - >

participants or re- " no
launch the poll. | x| e |

2. What's your favorite animal? (Multiple choic

Cat

Polling Test Run

Generate
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Manage Your Account

If you return to zoom.us, you will find some additional tools for managing Zoom not present in

the Zoom application.

REQUESTADEMO  1.838.799.0125

RESOURCES v

SUPPORT

SCHEDULE A MEETING JOIN A MEETING

HOST AMEETING ) @Y\

Meetings
Webinars
Recordings
Settings
Personal Meeting ID t
Account Profile
https:fusO4web.zoom.us/j/6491794642
Reports noating
Yersonal L C
Attend Live Training
Video Tutorials Linked accounts: ‘
Knowledge Base
Jser Typ Licensed @
apa Meeting 300 @
PrOﬁ]e User Type
The Profile tab will allow you to Licensed @
review your Personal Meeting ID
number, account number, change Capacity
your email or password, among Meeting 300 @
other things. Review the list in case
you need to find out more about Language
your specific account. English
Meef]ngs Previous Meetings Personal Meeting Room Meeting Templates WM Get Training

The Meetings tab shows upcoming
meetings, previous meetings,

l;l pcoming Meetings

Schedule a New Meeting .

personal meetmg room meetmgsy Start Time = Togic Meeting 10
and meeting templates. Todar 311701748 (o
Webinars Webinars =

Zoom Video Webinars can only be
accessed with a Pro, Business, or
Edu paid plans. However, it
provides a large online platform for
up to 10,000 attendees.

What is Webinar?

« Zoom Video Webinars allow you to easily conduct large online events with video, audio and screen

sharing for up to 100 video participants and 10,000 attendees

« The features in Webinar are tailored for managing large audiences with branding, registration, host

controls, polls, question & answer, raise hand, chat, recording and reporting
« Monetize your webinars with our Paypal integration (via Zapier)

How is Webinar enabled?
« Webinar can be added to any paid plans such as Pro, Business or Edu
+ Go to your Webinar Add-On Plan, or contact your sales representative

How do | start?
« On the User Management page, admin can enable Webinars for certain users wi il w 1 “i“

Learn More
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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.

Recordings

Cloud Recordings] Local Recordings Settings

From| mm/dd/yyyy

All Status

Q

H To 03/25/2020 ]

Search by 1D -

I Delete Selected

Recordings

Cloud Recordings

Local Recordings Settings

versions are:

Local recordings are listed only for meetings that were

recorded while using a supported version of the client.
‘erify that your client has been upgraded to a supported

version before you start the meeting. The supported

Windows: Version 4.0.25513.0228 or later
Mac: Version 4.0.25513.0228 or later

Settings

You can change the settings for
meetings, recordings, and telephone
call-in options.

Schedule Meeting
In Meeting (Basic)
In Meeting (Advanced)
Email Notification

Other

Meeting I Recording Telephone

Schedule Meeting

Host video

Start meetings with host video on

Participants video

Start meetings with participant video on. Participants can change this
during the meeting.

Audio Type

Determine how participants can join the audio portion of the meeting.
When joining audio, you can let them choose to use their computer
microphone/speaker or use a telephone. You can also limit them to just
one of those audio types. If you have 3rd party audio enabled, you can
require that all participants follow the instructions you provide for
using non-Zoom audio.

O Telephone and Computer Audio
Telephone
Computer Audio

by
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Account Profile

Your account information, including
account type and name, will be
found in account profile. You can
unassociated and create your own
account, if you prefer.

Account Profile

Jasic Information

Account Number

Felicia Passino {felicia@

Business (Named Host)

Member

IH associate and create your own account

Reports

Usage reports can be made for
meetings, participants, and meeting
minutes for a time range. You can
also review meeting registration
reports and poll reports for meetings
here.

Usage Reports

Usage

Meeting

Other

When in doubt, check out live
trainings, video tutorials, and a
technical support in knowledge
base.

Attend Live Training
Video Tutorials

Knowledge Base

29




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

zoom Help Center SALES PLANS

JOIN A MEETING SUBMIT A REQUEST

Alaina Mallette

Note: We are experiencing longer wait times than normal due to increased demand. You can still view answers to frequently asked questions or

contact us but wait times may be longer than expected. Thank you for your patience.

Popular Topics

0 LB

Getting Started Audio, Video, Sharing
=%
Zoom Rooms H.323/SIP

One Minute Video Introductions  show All Videos

1 !
T T
T
|
||

- - -

Meetings & Webinars

%

Messaging

@

Zoom Phone

®)

Integration

®

Account & Admin

&

On-Premise
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