OREGON

DEPARTMENT OF

ﬁ EDUCATION

Oregon achieves . . . together!

Zoom Participant Guide
Zoom is a cloud-based meeting tool which combines video conferencing, online meetings, and mobile
collaboration into one platform. Its dependable, high-quality and easy to use design have made it so
much easier for groups around the world to connect and collaborate.

Additional documentation is available via the Zoom online knowledge base:
https://support.zoom.us/home.

Note: You do not need to purchase a Zoom account to participate in a Zoom meeting.

What You Need To Get Started
e acomputer with internet connection
e an external or built-in microphone or a phone line for audio capabilities
e an external or built-in webcam for video capabilities

How to Launch Zoom and Participate in Your Meeting

When you're invited to participate in a Zoom meeting or training, you'll receive instructions via email for
how to join. If the meeting requires that you register in advance of joining, you will receive these
instructions as well. Below are two examples of invitation that you might receive.

Meetings Requiring Registration:

An email will arrive with a registration link. Click the link to complete the registration. Once registered,
you will receive a unique sign in link which you may use at the time of the meeting.

To Register for the Zoom Meeting, please click the registration link below.
When: Jan 13, 2021 02:00 PM Pacific Time (US and Canada)

Register in advance for this meeting:
https://www.zoomgov.com/meeting/register/vlIsf-iopz8pGkMN-Aul BdIHHGSShOSYK Q

After registering, you will receive a confirmation email containing information about joining the meeting.
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Meetings Not Requiring Registration

An email will arrive with a “Join” link. At the time of the meeting, you may either click on the link
provided, or go to the Zoom web site at http://zoom.us/ and click on “Join a Meeting” where you can

enter the 9 or 10-digit Meeting ID number (noted with the red arrow).

ODE CNP is inviting you to a scheduled ZoomGov meeting.

Topic: CNP Meeting
Time: Jan 6, 2021 07:30 AM Pacific Time (US and Canada)

!Icvin ZoomGov Meeting
https://www.zoomgov.com/j/1609616826?pwd=b0xKTmgvYXEzd DZkSWhiK2liUzhwUT03

Meeting ID: 160 961 6826 _

Passcode: 859286

One tap mobile
+16692545252,,1609616826# US (San lose)
+16692161590,,1609616826# US (San lose)

Dial by your location
+1 669 254 5252 US (San Jose)
+1 669 216 1590 US (San Jose)
+1551 285 1373 US
+1 646 828 7666 US (New York)
833 568 8864 US Toll-free
Meeting ID: 160 961 6826
Find your local number: https://www.zoomgov.com/u/auB26xmsw
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Joining a Meeting

At the time of the meeting, you will click the “Join ZoomGov Meeting” link and will receive the following
message and dialog box. Choose the Zoom Meeting option, check the box to remember your choice and
click on “Open Link”

Launch Application X

This link needs to be opened with an application.
Send to:

Click Open Zoom Meetings on the dialog shown by your browser

If you don't see a dialog, click Launch Meeting below. [ Zoom Meetings J

1 Choose other Application Choose...

Don't have Zoom Client installed? Download Now

Copyright ©2021 Zoom Video Communications, Inc. All rights reserved. | Remember my cheice for zoommtg Iir@n

vacy & Legal Policies
This can be changed in Firefox's preferences.
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Alternately, you may see a dialog box like this:

< QO B hotpsy/usO4web.zoom.us/j/5544931427pwd =ZFRMV1ovWFNh = @& .. button

zoom This site is trying to open Zoom.

hitps:/fusDdweb room.us wants to open this application.

Participants may be asked to wait until the host begins the meeting. Once the meeting has started, you
will see audio options like this:

@ Choose ONE of the audio conference options * Computer Audio Option:

Phone Call Computer Audio Call Me

Click the “Test Speaker and
Microphone Link” (indicated by
the red arrow) to ensure your

Join with Computer Audio computer audio devices are
Test Speaker and Microphone _ worklng correctly. Once you are
satisfied, you may click the “Join

with Computer Audio button”

(] Automatically join audio by computer when joining a meeting

) Choose ONE of the audio conference options *
Phone Call-in Option:
Phone Call Computer Audio Call Me
Choose this tab if you are dialing
in by phone. The dial in number,
Country/Regi i i » . - .
ountry/Region | United States of America Meeting ID and Participant ID (if
Dial  +1669 254 5252 applicable) will be listed. Follow

+1 669 216 1590
+1 646 828 7666
+1 551 285 1373 dialing the call in number.
833 568 8864 (Toll Free)

the instructions provided after

Meeting ID 160 7286 3835

Participant ID 496326



Call Me Option:
) Choose ONE of the audio conference options X

, Choose this tab and enter the
Phone Call Computer Audio Call Me
number you would like the Zoom

system to call. You may select the

“remember this number” box if
+1 ~ Enter your phone number . . .
you will be using this phone each
("] Remember the number on this computer time. Once entered, select the
“Call Me” button and the Zoom
Call Me system will call your phone and

patch you into the meeting audio.

Zoom Meeting Control Panel

The Zoom Meeting Controls v

The Zoom controls appear at the bottom of the Zoom window once the meeting begins. If you are sharing
your screen, the zoom controls appear at the top .
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Stop Video Irvite Participants  Share Screen Chat

1. Mute/Unmute your audio. You may also change your audio device but clicking the up arrow
next to the microphone.

2. Start/Stop your video. You can also select your video input and video feature by clicking the up

arrow next to the movie camera.

Invite more people to join (this may be disabled by the host)

View a list of the participants.

Share your screen (this may be disabled by the host)

Send a message to everyone or a single participant on using the chat feature

Record the meeting (this may be disabled by the host)
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Leave the meeting

Questions and Troubleshooting
For questions related to Zoom or to learn more about the platform, visit Zoom Help Center.



https://support.zoom.us/hc/en-us/articles/206175806
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