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Getting Started on the PC and MAC*

Click on the topic you want to view.

Download the Desktop App

Download the iOS or Android App

Desktop App Home Screen

Home Screen Drop Down Menu

Home Screen: Upcoming Meetings

Home Screen: Recorded Meetings

Home Screen: Contacts

Home Screen: Chats

Home Screen: Settings

Settings: Audio Options

Settings: Videos Options

Mac® is a registered trademark of Apple, Inc.

Settings: General for PC Only

Settings: General for Mac Only

Settings: Feedback

Settings: Recording

Settings: Account
Settings: Statistics

Statistics: Overall

Statistics: Audio

Statistics: Video

Statistics: Screen Sharing

Statistics: Warning

Meeting Options

Meeting Options: Audio Options --
Mute or Unmute Audio

Meeting Options: Audio Options—

Computer Audio Tab

Meeting Options: Audio Options —
Call Me

Meeting Options: Audio Options —
Join by Phone Tab

Meeting Options: Video

Meeting Options: Invite

Meeting Options: Manage Partici-
pants
Meeting Options: Share Screen

Meeting Options: Chat

Meeting Options: Record

Meeting Options: End Meeting

Meeting Options: Full Screen
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Download the Desktop App

1. Sign In to your Zoom account. JOIN A MEETI@ HOST A MEETING ~ “ SIGN OUT

2. Click Host a Meeting and you are prompted to download the Zoom .

App. Launch Application ﬁ

This link needs to be ocpened with an application.

3. Click OK and the App downloads and the Zoom desktop meeting app ceng
end to:

opens.

Alternatively, you can click on the download footer link at https://

zoom.us or directly from https://zoom.us/support/download Choose an Application

[7] Remember my choice for zoommtg links.

e [

ZOOM Cloud Meetings or=—

Download the 10S or Android App

e ForiOS§, visit the Apple App Store and search "zoom". Click to
download.

Z00M Cloud Meetings

zoom.us - May 31,2015 - ® Everyone

Business

e For Android, visit Google Play and search "zoom". Click Install.

Add to Wishlist

*hhh (26432)

8+1 +2574 Recommend this on Google


https://zoom.us
https://zoom.us
https://zoom.us/support/download
http://itunes.apple.com/us/app/zoom.us-cloud-video-meetings/id546505307
https://play.google.com/store/apps/details?id=us.zoom.videomeetings
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Desktop App Home Screen

& ZOOM - Pro Account _@i_lgw
1. View in Settings the settings for your Zoom meetings. This includes
Audio, Video, General (Application, Content Sharing, and Instant Mes- o Jack Thompson @~ o settings

sage), Feedback, Recording, Account Type (Basic, Pro, etc.), and Statis-
tics (Overall, Audio, Video, and Screen Sharing). See Home Screen: Set-
tings for more details.

2. Click Start without video to start a meeting sharing your "desktop" or
"application".

28

Start without video Start with video

3. Click Start with video to start a video meeting.
4. Click Schedule to set up a future meeting. i

5. Click Join to join a meeting that has already started .

Schedule Join

Home Screen Drop-Down Menu

Q) ZOOM - Pro ;'3\1:cc.u.--n:I
From the Home Screen drop-down menu, you can: I — —
Jack Thompsen :I '::ﬁ' LF pettings
e Set your availability to Available or Busy. @ Available
® Busy
e Change your account picture. Change My Picture
Check for Updates...
e Check for updates to Zoom. P
Help

. Switch Account
e Get help using Zoom. witch Accoun
Log Out

Exit
. 4
Start without video Start with video

e Switch to another Zoom account

e Log out or exit Zoom.
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When you click the Meetings icon, you can: B oo Pro fecou: W — 3

1. View Upcoming or meetings you have Recorded. @|o (@

Personal Meeting ID (PMI)

567-457-7727(@)

2. View your Personal Meeting ID (PMI).

3. Select whether you always want to use your Personal Meeting Identi-
fier (PMI) for instant meetings on the current computer. Always use PMI for instant meetings on this computer 9

| Start || Edit || Schedule - | i

4. For Recurring Meetings, you can:
Recurring - Jack Thompson's Zoom Meeting

. Meeting IC: 232 944 538
e Start the meeting

e Edit the meeting settings. Fri, Jun 26, 2015 07:00 PM ta 08:00 PM
Topic Jack Thompson's Zoom Meeting
. . Meeting IC: 422 513 540
e Schedule the meeting in Outlook or Google Calendar, or, copy | I ! I |
. . . . . . Start Edit Delet Coy
the meeting invitation to send via email or message. === L on 6

5. For Scheduled Meetings, you can: |
e Start the meeting
o Edit the meeting settings.

e Delete the meeting.

e Copy the meeting invitation.

Home Screen: Recorded Meetings

When you click Recorded meetings, you can: "g ZOOM - Pro Account E=NE)

e Play the recording with both video and audio. |

Topic: Jack Thompson's Zoom Meeting
Thu, Jun 15, 2015 01:51 PM

Record Path: Ch\Users\Jack\Documents'Zoom'201506-15 13.51.1...

e Play Audio plays the audio part of the meeting. It will not play the

video if there is any for the meeting. | Play || PlayAudio || Open || Delete |
Topic: Jack Thompson's Zoom Meeting
e Open will bring you to the folder that contains all your meeting re- | ™u, 1un 18, 2015 12:43 P
cordings. Record Path: Ch\Users\Jack\Documents'\Zoom'2015-06-15 12.43.1...

| Play || PlayAudio || Open || Delete |

¢ Delete will delete the recorded meeting.
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O ZOOM - Pro Accountiil. IEEG_—_— v = s

o ©
/0

When you click the Contacts icon, you can do the following:

1. Search for a name in your list of Contacts. - Favorites 9
2. Click the + plus sign to add other contacts by email or to copy an invi- Right-click a contact to add to Favorites.
tation to a contact. S e o/

3. Classify your contacts as Favorites. Right-click a contact name from
your contact list and add the name to your favorites.

4. View your list of Contacts.
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Home Screen: Chats

When you click the Chats icon, you can start a new chat or start or estab-

lish a new group chat.

Start a Chat

1. Click New Chat at the top of the window. The chat window opens.

2. Search or select the contact you want to chat with and begin your

chat.

Start a New Group Chat

3. Click New Group at the top of the window. New Group chat window

@ New Chat

QSEarch

© 200M-Pr o s
=+, New Group 9

opens. I
4. Enter a unique Group Name for the New Group.
L|
5. Select or search for contacts for the group chat. |
6. Click Create Group when you have finished adding the contacts you
want to your New Group. You can also add or remove contacts from a
group at any time. You can now begin the group chat.
© New Chat pp— - M" Q@ New Group " E:;_I
Q search Chat Wi ! Group Name:  Jack Thompson's Group Chat @ Group Members !
@ = iy Mobile [] @ Jason Crowley Maobile [J @ Jason Crowley obile J
Desktop @

< -

Q search
Q Jack Thompson
@ Jason Crowley Mobile [J

6

|I Create Group Cancel
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When you click the Settings icon, the Settings screen opens. On the Set-
tings screen, you can Jack Thompson

[ B ﬁ- Settings

1. Test your computer Audio.
2. Select your Video source and select settings for video.

3. Select General settings for the Zoom application, content sharing, and
instant messaging.

Provide Feedback to Zoom on the Zoom application.
Select a location to save your meeting Recordings.

— ¥

View or make changes to your Zoom Account.

N o v &

View Statistics on the following items:

— CPUand memory usage. Start without video Start with video
e Audio

e Video

e Screen Sharing

PC Mac

© Settings ; ; - - =) Audio

@
() Audio Test Computer Audio o @ w E -

¢ Video General Audio Video Feedback Record Account Statistics

Click Test Speaker to make sure you can hear others

&% General
E Feedback Test Speaker Speakers (Sound Blaster X-Fi Xtreme Audio) = Speaker
[*] Recording Vol [ i X
Test Speaker Built-in Qutput (Internal Speakers)
Pro Account 1]
isti Click Test Speaker to make sure you can hear others
Statistics m Microphone (Webcam C160) - | p u |
U
Volume [—— l Ou‘tput Level: | I I I il I I I I i |
v Automatically adjust microphone Output Volume:
Microphone

~'| Automatically join audie by computer when joining a meeting

| Always mute microphone when joining meeting Please speak to your microphone. If you can not see the volume
indicator blinking, select a different mic.

Select Mic  Built-in Microphone (Internal Microphone)

Input Level: | I I ] I ] I I I I |

Input Volume:

Automatically adjust microphone settings
Automatically join audio by computer when joining a meeting

Always mute microphone when joining meeting
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Settings: Audio Options

The Audio settings allow you to test your computer speakers and micro-
phone. This also includes all microphones connected to the computer
through a USB port.

1. Click the down arrow to select the computer speakers you want to use
from the drop-down menu.

Use the sound bar to adjust the volume.

2. Test Speaker: Click the Test Speaker button to hear the piano sound. |

3. Click the down arrow to select the computer microphone that you
want to use from the drop-down menu.

4. Test Mic: Click the Test Mic button to test a microphone on or con-
nected to your computer. Use the sound bar to adjust the volume.
This button is not on the Mac.

ing. This will use your computer’s speakers and microphone for the
meeting.

5. Check to Automatically join audio by computer when joining a meet- |

6. Check to Always mute microphone when joining meeting.

-
Q) Settings @
 — —
() Audio Test Computer Audio
B Video
&% General
EI Feedback Test Speaker ‘ Speakers (Sound Blaster X-Fi Xtreme Audio) - o
[®] Recording Volume ] '
Pro Account
P ¥
Statistics e Microphene (Webcam C160) - 9
Volume [] I
+'| Automatically adjust microphone
+ Automatically join audic by computer when joining a meeting
~| Always mute microphone when joining meeting 6
Mac
]
B| kg

General Audio Video Feedback Record Account Statistics

Speaker

Test Speaker Built-in Output (Internal Speakers) E 0

| Click Test Speaker to make sure you can hear others |

Output Level:
Qutput Volume:

Microphone

Please speak to your microphone. If you can not see the volume
indicator blinking, select a different mic.

Select Mic = Built-in Microphone (Internal Microphone) E 9

Input Level:

Input Volume:
Automatically adjust microphone settings
Automatically join audio by computer when joining a meeting

Always mute microphone when joining meeting




200m

Settings: Video Options

The Video settings allow you to make the following settings for video:

1. Select video source for Zoom video meeting.

2. Select or deselect the following video options:

Check to Enable mirror effect for my video.

Check to Always show name on video window.

Check to Always turn off video when joining meeting.

Check to Hide Non-video participants.

Check to Capture 720p by default.

PC

O Settings i .. S S—

() Audio Video
¢ Video
&% General
& Feedback
[2] Recording
EX Pro Account
Statistics
v Enable mirror effect for my video
v| Always show name on video window
9 Always turn off video when joining meeting
Hide Non-Video Participants
Capture 720p by default
If you do not see any video, please try these steps:
» Make sure that your webcam is plugged in and turned on.
« Check the video selection above to use the correct webcam.
« Ensure that your webcam is not being used by another application.
» Connect your webcam to a different USB port.
« Restart your computer.
If the issue still persists, please visit our Support Center.
o Video

SO =g ey =

General Audio Video Feedback Record Account Statistics

Camera: FaceTime HD Camera (Built-in)

Enable mirror effect for my video

Always show name on video window

9 Always turn off video when joining meeting

Hide Non-Video Participants
~ Capture 720p by default
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Settings: General for PC Only

The General settings allow you to select Application, Content Shar-
ing and Instant Message settings :

1. For Application, you can select the following settings:

Start Zoom when | start Windows which loads the Zoom
application whenever you start Windows.

Minimize window to Notification area. This minimizes
the Zoom window to the Notification area in the lower
right hand corner of Windows.

Automatically copy Invitation URL to Clipboard after
meeting starts. This makes the URL available for you to
paste.

Confirm with me when | leave a meeting. This will allow
you to confirm you are leaving and even assign another
host.

2. For Content Sharing, you can select the following settings:

Enter full screen mode automatically when starting
video.

Enter full screen mode automatically when viewing the
shared screen. Whenever you or a meeting participant
shares a screen, you screen will automatically go into full
screen mode.

Fit to window automatically when viewing the shared
screen.

Enable dual stream for dual monitor. If you have a "Dual
monitor" setup at conference room, office or room, please
make sure that you have your monitors/HDTV connected via
HDMI cables (preferred) or VGA cables. You will need to access
your computer display settings. Go to Control panel—
Appearance and Personalization—Display—screen resolu-
tion. Then select Extend these displays.

Turn off Windows 7 Aero mode in screen sharing. This frees
up processing power on your computer.

3. For Instant Message, you can select the following settings:

Play sound when | receive a chat message.

Show Floating notification when | receive a chat mes-
sage.

Show offline contacts.

Show my status as Offline after | am inactive for XX min-

utes. Select the number of minutes from the drop-down
menu.

&) Settings - — — -
A .
() Audio General
W Video
Application
B
@ L= Start Zoom when I start Windows
=) Feedback
Minirize window to Motification Area
[*] Recording
Automatically copy Invitation URL to Clipboard after meeting starts
EE Pro Account
Statistics | Confirm with me when I leave a meeting

Content Sharing

Enter full screen mode autornatically when starting video
| Enter full screen mode automnatically when viewing the shared screen
| Fit to window automatically when viewing the shared screen 9
Enable dual stream for dual menitor
~'| Turn off Windows 7 Aero mode in screen sharing

Instant Message

~  Play sound when I receive a chat message
~"|  Show floating notification when I receive a chat message 9
Show offline contacts

~'| Show my status as Offline when Iam inactive for 5 T minutes
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Mac

General

The General settings allow you to select Application, Content Shar-

ing and Instant Message settings : ®
Wl B B

1. For Meeting Option, you can select the following settings:

Enter full screen mode automatically when viewing the
shared screen. Whenever you or a meeting participant
shares a screen, you screen will automatically go into full
screen mode. You will need to access your computer display
settings.

Enter full screen mode automatically when starting
video.

Fit to window automatically when viewing the shared
screen.

Enable dual stream for dual monitor. If you have a "Dual
monitor" setup at conference room, office or room, please
make sure that you have your monitors/HDTV connected via
HDMI cables (preferred) or VGA cables. Go to the Apple
menu, choose System Preferences, go to the View menu,
choose Displays, click the Arrangement tab, and enable Mirror
Displays in the bottom left-corner.

Automatically copy Invitation URL to Clipboard after

meeting starts. This makes the URL available for you to
paste.

Confirm with me when | leave a meeting. This will allow
you to confirm you are leaving and even assign another
host.

2. For Instant Message, you can select the following settings:

Show offline contacts.
Play sound when | receive a chat message.

Show Floating notification when | receive a chat mes-
sage.

Bounce application icon when | receive a chat message.
Select either Continuously or Once.

Show my status as Offline after | am inactive for XX min-
utes. Select the number of minutes from the drop-down
menu.

| General Audio Video Feedback Record Account Statistics

Meeting Option o

Enter full screen mode automatically when viewing the shared screen
Enter full screen mode automatically when starting video

Fit to window automatically when viewing the shared screen
Enable dual stream for dual monitor
Automatically copy Invitation URL to Clipboard after meeting starts

Confirm with me when | leave a meeting

Instant Message 9

Show offline contacts
Play sound when | receive a chat message

Show floating notification when | receive a chat message
Bounce application icon when | receive a chat message

Change my status to Offline when | am inactive for 5

b4 minutes

Continuously [
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Settings: Feedback

The Feedback setting allows you to type in feedback to Zoom. After typing

your feedback, click Send Feedback.

PC Mac
© Settings - e ] o Feedback
() Audio Feedback A lj - o | ﬁ
) 2

= Video [5] B4 U 2=
& General Fortechnical support, please visit Support. General Audio Video Feedback Record Account Statistics
hd We also welcome your ideas, requests or comments, Please enter your feedback here:
5 Feedback For technical support, please visit Support.
[ Recordi While we won't respond to your comments directly, we will use the information you

ecordin ur et sources .

9 provide to improve our support resources. We also welcome your ideas, requests or comments about Zoom.

Pro Account

Statistics

I Send Feedback

Please enter your feedback here:

Send Feedback

Settings: Recording

. . © Settings ; - ——— ==X
The Recording setting lets you select where and when to save Zoom ,
. . () Audio Recording PC
meeting recordings. = Video
o General Store my recordings at:
© Feedback ChUsers\Jack\Documents\Zoom o Open
1. Click Change File Location to change the location where you want eechac 158 GB remaining.
. . Recordi
to store the Zoom meeting recordings. The Browse for Folder o " Choose a location for recorded files when meeting ends g
Pro Account N

screen opens.

e Browse and select an existing folder, or

Statistics

e Click Make New Folder to create a new folder to select. '® O

2. Click to Choose a location for recorded files when meeting ends.
This option allows you to choose the location to save the meeting
file each time you save a meeting. When this option is not se-
lected, the recording is saved to a default location.

Record

General Audio Video Feedback Record Account Statistics

Store my recordings at:
& /Users/jackthompson/Documents/Zoom o a

446.28 GB remaining

Open Recordings in Finder

Choose a location for recorded files when meeting ends 9
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Settings: Account

The Account setting displays the current account you have for Zoom. If
you want to change your subscription plan, click the Change Subscription
Plan button. The Zoom website opens to the Plan Selection page.

Settings: Statistics

|

el 0 ===
O Aud Account i
- Vid
& General Jack Thompson
Feedback —
- [ Change Subscription Plan
[=] Recording

Pro Account

Statistics

/ Mac
| @ — : — Account
w8 = .

General Audio Video Feedback Record Account Statistics

Jack Thompson

Work Email

I Change Subscription Plan I

The Statistics settings allows you to view statistics for your Zoom applica-
tion. It is useful in troubleshooting issues you may be having with your
Zoom conferences. The settings displayed include:

e Overall statistics for CPU, Memory, Bandwidth, Network Type and
Proxy setting.

e Audio statistics for Frequency, Latency, Jitter, and Packet Loss.

e Video statistics for Latency, Jitter, Packet Loss, Resolution, and Frame
Per Second.

e Screen Sharing statistics for Latency, Jitter, Packet Loss, Resolution

and Frame Per Second.

o Settings - .—— —-— .,; _—_ ——__ @
() Audio m Audio Video Screen Sharing
™ Video
&% General CPU 21GHz Cores:d Memory 7.3% GB
P Feedback Zoom 0% Zoom 69 MB PC
[2] Recording Overall 12% Overall 53568
N Pro Account -
Statistics
Bandwidth
i
Network Type
Proxy
@ Statistics
f — £
- EI @ =)
General Audio Video Feedback Record Account Statistics
W Audio  Video  Screen Sharing
CPU 2.7 GHz 4-core Memory 16 GB
Zoom 0.0% Zoom 111 MB
)
Overall 1.0% Overall 1.5GB
' —
Bandwidth
Network Type

Proxy
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Statistics: Overall

The Overall Statistics displayed include:

The speed of the Central Processing Unit (CPU) of your computer.
The number of CPU cores your computer contains.
The amount of Memory available on your computer.

The amount of CPU and Memory used by the Zoom application
and by your computer overall.

The Bandwidth shows the send and receive rate you are experi-
encing during the call. Higher bandwidth numbers usually indi-

cate a stronger connection.

The Network Type identifies if you are using a WiFi, LAN or other
network.

Proxy identifies your network’s proxy settings.

tatistics: Audio

e -

() Audio m

© Settings

W Video
o General
& Feedback

[=] Recording

i Pro Account

Statistics

Mac

. e—

Audio

Video Screen Sharil

3]

CPU 31GHz Cores: 4 Memory 795 GB PC
Zoom 0% Zoom 69 MB
Overall 12% Overall 5.35GB
-
Bandwidth b
Network Type
Proxy
¢} Statistics
N o W =
' WQ H B .
General Audio Video Feedback Record Account Statistics
W Audio  Video  Screen Sharing
CPU 2.7 GHz 4-core Memory 16 GB
Zoom 0.0% Zoom 111 MB
i
Overall 1.0% Overall 1.5GB
' —
Bandwidth
Network Type
Proxy

The Audio statistics show the following information for both Send
and Receive:

Frequency — A frequency is the sampling frequency which is the
number of samples per second in a sound. Usual values for sam-
pling frequency is 44100 Hz (CD quality) or 22050 Hz (speech). The
higher the frequency the better the audio quality.

Latency — The delay between packet being sent and received. For
example the time between you speaking and the other user re-
ceiving the audio on their end.

Jitter — The variation in the time between packets arriving,
caused by network congestion, timing drift, or route changes.

Packet Loss — The total amount of data that fails to reach the fi-
nal destination.

Q) Settings - -_ _..— ..; —_ .-—_ - @
() Audio Overall “ Video Screen Sharing
B Video Ttem name Send Rec
o
o Genera e — PC
=) Feedback
Latenc
[2] Recording
Jitter
b Pro Account
Packet loss - Avg(Max)
1l
([ ] Statistics
= —) = = B = )
) @8 B o
, 2 e - W
f General Audio Video Feedback Record Account Statistics
Overall m Video Screen Sharing
Item Name Send Receive
Frequency 0 khz
Latency 0ms 0ms
Jitter 0ms 0ms
Mac
Packet Loss - Avg(Max) 0.0% (0.0%) 0.0% (0.0%)
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The Video statistics show the following information for both Send (1S seringe "™ WV ] -
. . () Audio Overall Audio Video Screen Sharing
and Receive: ™ Video Ttem name Send Receive
&% General — - .
. . [ Feedback - i i Pc
e Latency — The delay between packet being sent and received. (5] Recording
. ) Packet loss - Avg(Max)
For example the time between you speaking and the other user pre account S
.. . . Statistics

receiving the audio on their end. e it
e Jitter — The variation in the time between packets arriving,

caused by network congestion, timing drift, or route changes.

N J Statistics
=l eI —

e Packet Loss — The total amount of data that fails to reach the Gial \A—dJ H Fe@ﬂ FEd Aﬁt R

final destination.

Overall  Audio m Screen Sharing

e Resolution — The number of pixels in each dimension that can S send Hecene

be displayed. Higher usually means higher quality. e

Jitter

Packet Loss - Avg(Max)

e Frames Per Second —Frequency (rate) at which an imaging device dis-
plays consecutive images called frames. Mac

Resolution

Frame Per Second

Statistics: Screen Sharing

The Screen Sharing statistics show the following information for (S sein 9= W Y . =

() Audio Overall Audio Video Screen Sharing
5 Receive

Send (when sharing a screen with others) and Receive (when viewing | . ...

another shared screen): ; Geners! Tarerc : - PC
Feedback e . .
. . . . [2] Recording Jpe ket | g(M.
Note: Depending on whether on your sharing your screen or viewing bro Accourt
a shared screen, either the Send or Receive will be blank. swtisties e Secons

e Latency — The delay between packet being sent and received. For
example the time between you speaking and the other user re-

ceiving the audio on their end. \ 0 Statistics
=0 o W =,
. o . y @b 8B & B
e Jitter — The variation in the time between packets arriving, e A e e ke e Aceau I
caused by network congestion, timing drift, or route changes. Overall | Audio, | Vidso

Item Name Send Receive

e Packet Loss — The total amount of data that fails to reach the fi-
nal destination.

Latency

Jitter

Packet Loss - Avg(Max)

e Resolution — The number of pixels in each dimension that can be dis-
played. Higher usually means higher quality. Mac

Resolution

Frame Per Second

e Frames Per Second —Frequency (rate) at which an imaging device dis-
plays consecutive images called frames.
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Statistics: Warnings

The statistic pages provide two types of warnings:

) Audio
1. Red indicates that there most likely will be quality issues, as seen || = video

in the packet loss of audio seen here. o° General
= Feedback
2. Orange indicates that there may be some quality issues as shown | [ Recording
here with packet loss in audio. Pro Account
Statistics

Itern name
Frequency
Latency
Jitter

Packet loss - Avg(Mazx)

Send
32 KHz
A5 ms
22 ms

12.0% (30.0%)

o

Screen Sharing

Receive

24 KHz

444 ms

1

Gms

0.0% (0.0%)

Overall

Q Settings L
O Audio -=. Video Screen Sharing Overall
= Video Item name Send Receive

el
0% General Frequency 32 KHz 24 KHz
Feedback
= Latency 506 ms 441 ms
[®] Recording
Jitter 14 ms Ims
Pro Account
Packet loss - Avg(Max) 19.4% (25.4 0.0% (0.0%)

Statistics
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Statistics: Warnings (continued)

3. The statistic page displays a red ! exclamation point indicating
there is an issue with a tab you currently are not on

O

B AL D %

Audio
Yideo
General
Feedback
Recording
Pro Account

Statistics

[tem name
Latency
Jitter
Packet loss - Avg(Max)
Resolution

Frame Per Second

Screen Sharing

Send

H7 ms

7ms

6.6% (12.8%)
480x270

12 fps

Receive

414 ms

27 ms

9.5% (15.6%)
320180

4fps

Overall
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Meeting Options

Once you have started or joined a meeting, you can perform the following
actions from the menu bar located at the bottom of the meeting window Microphone

(move your mouse to toggle): Digital Audio (5/PDIF) (Sound Blaster X-Fi Xtreme Audio)

v Microphone (Webcam C160)
You can:

Speaker

1. Mute and Unmute your audio and select Audio options. Digital Audio (5/PDIF) (Sound Blaster X-Fi Xtreme Audio)

. . . Sreakeve [eamd Blacher X-F Xireme Aud
2. Access the Microphone and Speaker options by clicking the up arrow R ey ' treme Audiol

next to Mute. This allows you to change your computer’s microphone Audio Options...
and speaker choices. You can also access the Audio Settings. See Meet-
ing Options: Audio Options.

Camera{Alt+N to switch)
v Logitech Webcam C160
Hauppauge WinTV B85 Video Capture

3. Stop and Start the video portion of the meeting.

4. Access the Video options by clicking the up arrow next to Video. This
allows you to change your computer’s video input. You can also access

the Video Settings. See Settings: Video. RS oot Captwing Eter

5. Invite more people to join by email, instant messaging or a Room Sys- Video Settings...
tem.

6. Manage Participants, including mute/unmute, lock screen share so
only the host can screen share, play enter/exit chime for participants,
and lock the meeting.

Ao 4

Mute Stop Video Invite Manage Participants Share Screen

© Zoom Meeting ID: 480-204-250 Participant ID: 17

7. Share Screen lets you share your screen with meeting
participants.

8. Chat lets you start a private or group chat.

9. Record lets you start recording the video and audio of
the meeting. If you are already recording, you can stop
recording by clicking the Stop Recording button in the
upper left hand corner of the screen.

10. End Meeting lets you end or leave the meeting.

11. Click Enter Full Screen in the upper right hand corner to
use full screen mode.
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Meeting Options: Audio Options — Mute or Unmute Audio

Click the microphone icon to mute or unmute your meeting audio.

. Unmuted . Muted

Meeting Options: Audio Options — Computer Audio Tab

When you click Audio Options you can access the following options by
clicking either the Join by Phone or Computer Audio tabs.

When you click the Computer Audio tab, you can:
1. Leave Audio or Join Audio in the meeting you are attending.

2. Click Test Mic & Speaker to test the your computer speaker(s) or mi-
crophone and adjust the volume.

3. If you have a Zoom Pro account, there will be a third tab for the Call
Me feature, see Meeting Options: Audio Options — Call Me.

.
&) To hear athers, please join audic I

Join by Phone

] Leave Audio

Test Mic & Speaker

v | Automatically join audio by computer when joining a meeting

Computer Audio - Connected

i “
) To hear others, please join audic X
Join by Phone Join by Computer
Test Mic & Speaker
+  Automatically join audio by computer when joining a migeting
[ Q) Settings —
) Audio Test Computer Audio
W Video
Click Test Speaker to make sure you can hear others
&% General
EI Feedback Speakers (Sound Blaster X-Fi Xtreme Audia)
[2] Recording Volume ]

Pro Account

Statistics Microphone (Webcam C160)

Volume

~'| Automatically adjust microphone

~| Automatically join audio by computer when joining a meeting

| Always mute microphone when joining meeting
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If you have subscribed to the Call Me feature, Call Me will be
listed as one of the Computer Audio tabs. To use this option:

1. During a meeting, click the up arrow next to Mute and
click Audio Options.

2. Select the Call Me tab to enter your phone device's num-
ber. Select your country code from the drop-down menu.

3. Enter the phone number.

4. Click call Me.

F Ut ® @

Mute Stop Video Invite Manage Participants Share Screen Record

Microphone
Digital Audio (5/PDIF) (Sound Blaster X-Fi Xtreme Audio)
v Microphone (Webcam C160)

Speaker

Digital Audio (5/PDIF) (Sound Blaster X-Fi Xtreme Audio)
v Speakers (Sound Blaster X-Fi Xtreme Audio)

‘800 Audio Conference 9
e Dial In Computer Audio - Connected

B 41 w 6505757699 9

Refhember the number on this computer

«» O

v

B +1 ¥ 6505757699

=5 S & Canada +1

£t5 United Kingdom +44
B Australia +61
[ 0 France +33
Germany +49
i= Sweden +46
== Netherlands +31
-0 Mexico +52
® Japan +81
@ China +86

= India +91
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Meeting Options: Audio Options — Join by Phone Tab

When you click Audio Options you can access the following audio options  ["& 7, jear others please join audio _ x|
by clicking either the Join by Phone or Computer Audio tabs.

Computer Audio - Connected

When you click the Join by Phone tab, you can: Already joined by telephone? Press #17# on your phone.
1. Select the flag drop-down to find your country. o : ~  Dial: +1408 638 0968 g
+1 646 558 8656
2. Dial the number listed for your country. Meeting ID: 480 204 250 9
. . ParticipantID: 17
3. Enter the meeting ID as seen on the screen when you receive the

prompt on your phone.

4. Enter the participant ID as seen on the screen when you receive the
prompt on your phone.

Note: If you decided to Join via telephone after Joining via computer,
please select Audio Options and Leave Computer Audio. Then
enter #Participant ID#. Otherwise you may hear audio feedback or
echo in the meeting.

5. If you have a Zoom Pro account, there will be a third tab for the Call
Me feature, see Meeting Options: Audio Options — Call Me.

Meeting Options: Video

Video On Video Off

E 0o E

1. Click the Video camera icon to turn on or off video for a meeting.
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Invite lets you invite people to a meeting. o

Q) Invite people to join meeting 480-204-250

2. Click Invite by Email to invite people to a meeting using Outlook, S B ‘1
Gmail or Yahoo Mail. Click to Copy URL or Copy Invitation to include in

the email.
Choose your email service to send invitation 9
3. Click Invite by IM to invite people using instant messaging. Type in the

person’s name and select the person. Click to Copy URL or Copy Invi- O @ e
tation to include in the email. Click Invite to send the invitation.

Default Email Gmail Yahoo Mail

1. Click Invite. The Invite people to join meeting screen opens.

4. Click Invite by a Room System. Select Dial In to an H.323 /SIP Room
System using a Meeting ID or a Pairing Code to invite people to a
meeting.

Copy URL Copy Invitation

5. Click Invite by a Room System. Select Call Out to use an H.323/SIP

. . . © Invite people to join mesting 480-204-250 L X J
room system to invite people to a meeting. Enter an IP address or il
E.164 number. Select H.323. or SIP and then click Call. | Invie by Emall Tte 2Room System |
Type and select a person 9
Copy URL Copy Invitation Invite

-
Invite by Email ‘ Invite by IM Invite a Room System Invite by Email | Invite by IM Invite a Room System

Dial In Call Out Dial In Call Qut

- —~
@ Invite people to join meeting 480-204-250

Call a H.323/SIP Room System 1.  From your H323/SIP Room System
Dial: 162.255.37.11 (US West) Or

. B 162.255.36.11 (US East)
IP address or E.164 number v
6 2. Enter MeetingiD: 480 204 250
) H323 s e
Invite

Call

Or Enter the pairing code below

Copy URL Copy Invitation

Copy URL Copy Invitation




Meeting Options: Manage Participants

When you click Manage Participants, the Participants screen 1[_
appears. On this screen, you can: Manage Participants

1. Mute All meeting participants. o 9 9 9

2. Unmute All meeting participants.

i . i Mute All Unmute All Lock Screen Share More »
3. By selecting Lock Screen Share, all participants in a meet-

ing will not be able to share a screen. The host will still be Jack Thampsen (host, me, participant 1D : 17) * 3 m

able to share a screen. Select Unlock Screen Share to al-
low all participants to share a screen.

4. Click More to select the following:

e Mute on Entry will mute audio when participant
join the meeting.

e Play Enter/Exit Chime will play a chime whenever
a person enters or exits a meeting. O Participants (1

« Lock Meeting will not allow any new participants ——— s ey

tO jOin the meeting' Jack Thompson (host, me, participant 1D : 45) 6 Mute Rename

5. Scroll over a meeting participant’s name to Mute or Un-
mute the participant.

6. Scroll over a meeting participant’s name to Rename the
screen name of the participant. Click Rename, type in the
new name and click OK.

e = —

Play Enter/Exit Chime

Lock Meeting

) Rename @

Enter a new screen name:

Jack Thompsen

«» -




200Mm

1. When you click Share Screen, a screen opens where you can select the
window or application that you want to share.

2. Select, if needed, one of the following options:

e Share computer sound when screen sharing

e Optimize for full screen video clip

3. Click Share Screen.

Whiteboard iPhone/iPad

|

) i & e

Zoom-PC and MAC Setup Q5... MNetwork and Sharing Center_ MNetwork and Sharing Center_ audio options per user.png - p...

] = =ia ‘o-
Tt e . a3 T P
a

e

= X Show all windows...
—

ik o o e e
[CerT) Al -
L = = 4

Adobe Photoshop TS5 Extended 1 Reminder ZO0OM - Pro Account 9

Share computer sound Optimize for full screen video clip g
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Meeting Options: Chat

1.

2.

Click Chat to send a group chat to a selected Group.
Select a Group from the left side of the screen.

Type in a message and press Enter. The message is sent to all mem-
bers in the selected Group.

If you want to keep the chat, click Save Chat. The message is saved in
the meeting folder on your computer.

To view the chat, click Show in Folder or browse to the folder.

.
Q) Zoom Group Chat

o @

Sendto: All (Public to all participants '::. SaveChat.:ﬁ'

from Jack Thompson to All 07:29 PM
Ithink we are making progress today.

®

Chat saved. Show in Folder

Sendto: All (Public to all participants Save Chat
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To record or stop recording a meeting audio and video (if selected), do the
following:

Record Stop Recording

1. Click Record to begin recording. Zoom will record the meeting’s audio
and video (if selected).

2. Click Stop Recording to end all audio and video recording of the meet-
ing. The recording will not be saved until you end the meeting.

Meeting Options: End Meeting

To end a meeting: 0 -

1. Click End Meeting. The End Meeting and Leave Meeting screen ap-
pears.

2. Click the I'd like to give feedback to Zoom if you want to provide feed-
back on the conference call you just hosted or attended.

3. Select End Meeting for All to end a meeting for which you are a host.

4. Click Leave Meeting if you want to leave a meeting you joined.

5. Click Cancel if you decide you do not want to end or ¢ Enter Full Screen *
leave the meeting.
() End Meeting or Leave Me:

To keep this meeting running, please assign a Host before you click
Leave Meeting.

I'd like to give feedback to Zoom g

9 End Meeting for All Leave Meeting Cancel

Meeting Options: Full Screen
1. If you want to view the meeting in full screen, click Enter Full Screen in TR
) ) é% Enter Full Screen 9 ax Ext Full Screen
the upper right corner of the Zoom meeting.

2. To exit full screen mode, click Exit Full Screen and your meeting win-
dow returns to its original size.





