Zoom Meeting Jumpstart Guide

Overview
This job-aid provides information on how to get started with Zoom video conferencing software to
create, join, record, end, and manage meetings.

Sign in to Zoom
e Navigate to https://cpp.zoom.us/
e C(Clickon Sign In

JOINAMEETING  HOSTAMEETING ~ SIGN UP, IT'S FREE

e Use your Bronco name and password to sign in

BroncoName

Password

Forgot Password? Don'thave an account?

Create a Zoom Meeting
e |nstantly create a meeting by clicking on Meetings
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Settings
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https://cpp.zoom.us/

e And then click on Schedule a New Meeting

e Enter the meetings information including name, date & time, duration, time zone

e In the video settings area, be sure to select the radio on button’s for both the Host and
Participant to enable the use of video/webcam options.

Video Host ® on off
Participant & On off

e (Click Save

Start a Zoom Meeting

e From the Meetings area, locate the meeting you are ready to start
e Click Start

You have a few options for audio when joining the meeting and can choose to join the meeting with by
using a phone or a computer.

(&) Choose ONE of the audio conference options *

"

Dial: +1 669 900 6833
+1 646 558 8656

Meeting ID: 458 093 054

Participant ID: 39

Done

Audio and Video Settings

After you have selected and connected you preferred audio option, you can easily mute your audio or
turn off your webcam by clicking on the microphone or camera option from the menu on the bottom of
the screen.
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Invite Manage Participants Share Screen Chat Record Breakout Rooms

When you have muted or turned off your video or audio, you will notice a red line on these icons

AN

Unmute Start Video



You can find and adjust additional audio options from the pop-out menus

Select a Microphone

v Microphone (HD Webcam C525)
Line {Dell AC511 USB SoundBar)
Microphone Array (Realtek Audio)

Same as System

Select a Speaker
DELL P2317H (Intel(R) Display Audio)
Speakers / Headphones (Realtek Audio)

Speakers (Dell AC511 USB SoundBar)

Same as System

Leave Computer Audig

Audio Options... {’
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Unmute

Start Video

Meeting Invitations

Select a Camera (Alt+N to switch)
v HD Webcam C525

Integrated Webcam

Video Settings.

Choose a Virtual Background
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Locate a meeting’s invitation details from the Meetings area by clicking on the Topic hyperlink for the

meeting you want to see the details of.

Personal Meeting Room
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o Next, click on the on the Copy the invitation hyperlink
e  From the pop-up, click the Copy Meeting Invitation button
e Paste the meeting details into your communication to invite others.

Copy Meeting Invitation

Meeting Invitation

Amos Hammar is inviting you to a scheduled Zoom meeting.

Topic: Training Session
Time: Mar 18, 2020 12:00 PM Pacific Time (US and Canada)

Join Zoom Meeting
https:/cpp.zoom.us/j/969463382

Meeting ID: 969 463 382

One tap mobile
+16699006833,969463382# US (San Jose)
+16465588656,,969463382% US (New York)

Dial by your location
+1 669 900 6833 US (San Jose)
+1 646 558 B&56 US (New York)
Meeting ID: 969 463 382
Find your local number: https://cpp.zoom.us/u/awx5TSg4Q

Copy Meeting Invitation Cancel




Recording Meeting
Press the record button from the bottom menu when you are ready to record your meeting
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Sharing Your Screen
When you are ready to share your screen with your attendees, click the Share Screen button from the
bottom meu
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Stop Video Invite Manage Participants Share Screen Chat Record Breakout Rooms

Next, you will see the option to select which screen or window to share with your attendees, select the
option which best meets the needs of your meeting.
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Desktop 1 Desktop 2 Whiteboard iPhone/iPad
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Select a Camera
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Ending the Meeting
Press the End Meeting button from the bottom menu when you are ready to end the meeting.
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After you end the meeting, Zoom will automatically prepare and save the video recording in you
documents area in a folder called Zoom.
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