STEP ONE - download the app or the desktop software. It is free!

https://zoom.us/signup
Or type zoom into the APP / PLAY STORE

REQUESTADEMO  +44 (20) 7039 8961 OR 0800
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Sign Up Free
N

Your work email address

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

Sign Up

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

or

G | Signinwith Google

f Sign in with Facebook

Already have an account? Sign in

STEP TWO - ONCE ZOOM IS INSTALLED OPEN IT AND SET UP YOUR
MEETING, USUALLY YOU MAKE A MEETING OR SCHEDULE ONE
THEN SHARE THE LINKTO YOUR TEAM WHO ALL HAVE DOWN-
LOADED AND INSTALLED ZOOM ALREADY.
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PERSONAL

I Upcoming Meetings Previous Meetings Personal Meeting Room W Get Training
Profile V _— Meeting Templates
Schedule a New Meeting
Webinars
Recordings
Meeting ID
Settings

The user does not have any upcoming meetings.

YT To schedule a new meeting click Schedule a Meeting.

> User Management
> Room Management

> Account Management

Save time by scheduling your meetings directly from your calendar.

n= Microsoft Outlook Plugin g Chrome Extension

Download Download

> Advanced

Attend Live Training
Video Tutorials

Knowledge Base

STEP TWO (ARRANGE A MEETING) - CLICK ON MEETINGS AND
SCHEDULE A MEETING, YOU CAN ALSO ADD THIS TO CHROME OR
OUTLOOK IF YOU WANT TO BE EVEN MORE COOL!

STEP TWO (START A MEETING NOW) - CLICK TOP RIGHT ON YOUR
DESKTOP TO HOST A MEETING IMMEDIATELY. THIS GIVES YOU A
MEETING ID AND YOU SHARE THIS WITH YOUR TEAM.
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Invite

Record

Disable participants annotation

STEP THREE (SHARE THE MEETING TO YOUR TEAM) CLICK ON THE
TOP RIGHT SELECT “MORE” THEN “INVITE"

@ Invite people to join meeting 980-960-695 X

Choose your email service to send invitation

o O O

Default Email Gmail Yahoo Mail

Copy URL | [ Copy Invitation Meeting Password: 787233

STEP FOUR CLICK ON EITHER EMAIL THE LINK OR COPY THE URL AND
PASTE IT TO YOUR FRIENDS. WE USE WHATS APP AND SEND TO THE GROUP.
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Join Audio i Manage Participants New Share Pause Share Annotate More =

B Stop Share 0284 mn

Stop Share (Alt+S)

STEP FIVE CLICK STOP SHARE TO END YOUR SESSION ONCE DONE.

RECOMMENDED HARDWARE:

YOU CAN DO ALLTHIS WITH ANY LAPTOP, JUST INSTALL THE SOFTWARE AND USE THE
ON-BOARD CAMERA AND MIC. BUT YOU CAN MAKE IT BETTER USING A HIGH END WEB-
CAM AND MIC. PURELY DOWN TO YOUR SETUP.
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