Tyndale Photography Club

USING ZOOM FOR MEETINGS

Using Zoom is very easy - all the hard work is done by the meeting host (who will be one
of the Club Committee members). All you have to do is open the program, enter the
meeting code which you will be sent together with the meeting password, and click (this is
called Method 2 below). Alternatively you can paste a code in the email into your browser
and a couple of clicks will take you straight to the meeting (this is called Method 1 below).
Either way it is really easy - If you can use Photoshop you can use Zoom!

If you do not yet have Zoom on your computer, paste this link into an empty browser
window:

https://zoom.us/download
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Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Download Version 5.1.1 (28546.0628)

Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Outlook installs a button on the Microsoft Outlook tool bar to enable
you to start or schedule a meeting with one-click.

Download Version 5.1.27830.0612

Add Zoom as an Add-in for Outlook on the web

Zoom Plugin for IBM Notes

The Zoom Plugin for IBM Notes installs a button on the IBM Notes meeting schedule
window to enable you to schedule a meeting with one click.

Download Version 4.7.52180.0404

Zoom Extension for Browsers

The Zoom Extension for Browsers allows you to start or schedule your Zoom meeting with a °
single click from your browser or within Google calendar.

Choose Zoom Client for Meetings, download it and install.



Before the meeting date you will be sent an email giving the Meeting Code and

Password together with a direct link to the meeting. The email will look something
like this

Topic: Tyndale Committee Zoom Meeting
Time: Jul 1, 2020 07:00 PM London

Join Zoom Meeting
https://lus04web.zoom us/j/78181217296?pwd=K3VqQRmpLSOFOTEVIUFVmMU)BzUjd1UT09

Meeting ID: 781 8121 7296
Password: 8qEShE

From the email there are two ways to join the meeting.

METHOD 1

Paste the long code from the email into an empty browser window. This will produce the
following screen:

When system dialog prompts, click Open link.

If you have Zoom Client installed, launch meeting. Otherwise, download and run Zoom.

Copyright ©2020 Zoom Video Communications. Inc. All rights reserved

Privacy & Legal Policies

You will see that this gives the option of installing Zoom Client and then proceeding to the
meeting. We recommend that you install Zoom Client beforehand in case any
installation delays or problems cause you to miss part of the meeting. If you have Zoom
Client installed, click “launch meeting” This will take you straight to the Start Meeting
page and the screen shown at the bottom of page 4.



Method 2

A few minutes before the scheduled start time, open Zoom as you would any other
program on your computer.

You will see this opening screen:
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Click on the Join button. This will bring up this box:

g
Join Meeting
Enter meeting 1D or personal link name v
Your Name
( David Brookes J

(] Do not connect to audio

() Turn off my video

Join | Cancel |




Enter the Meeting number. If you wish you can change the contents of the “Your Name”
box - this is the label which is shown under your personal window during the meeting.

Click Join. This box will then appear:

Enter meeting password

Meeting password

br

Join Meeting | Cancel |

Enter the Meeting Password and click on Join Meeting. If you are slightly early you will
see this box (it will be called “Tyndale Meeting” not “Family Zoom”!):
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) Please wait for the host to start this meeting.

This is a recurring meeting

Family Zoom

| Test Computer Audio [

That is all there is to do - when the meeting starts it will all appear as if by magic!



Settings

In the main Zoom window there is a settings icon (the little gear wheel near the top right
hand corner) Clicking on that will bring up this box:
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Audio =
[ Enter full screen automatically when starting or joining a meeting
B (7)) Automatically copy invite link once the meeting starts
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You won’t normally need to change anything here, but (if your room is as untidy as mine)
you may like to set a virtual background - this is me in the Pyrenees:
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You can use one of the supplied backgrounds or one of your own images (bear in mind,
though, that if you pick the tropical beach video background your hair will NOT sway in
time with the palm trees!).

More importantly you can click on the audio tab to check your microphone and speakers /
headphones before the meeting.

e

General
Video Speaker | Test Speaker | Same as System ¥
O Share Screen Volume: o o«
O Chat
{:’} Virtual Background Microphone [ Test Mic [ Microphone (Realtek USB2.0 MIC) v
Recording Input Level:
Profile Volume: o ® <)
@ Statictic Automatically adjust volume
Q Keyboard Shortcuts () Use separate audio device to play ringtone simultaneously
Accessibility Automatically join audio by computer when joining a meeting
() Mute my microphone when joining a meeting
Enable Stereo sound
(") Press and hold SPACE key to temporarily unmute yourself
(") sync buttons on headset
| Advanced |

That is all there is to it!

If you have any queries or problems, please contact Steven Stone, who is our Club Zoom
co-ordinator and general expert:

steven.stone4@btopenworld.com

David Brookes (in Dursley, not the Pyrenees!)



