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Join Audio (- —
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Getting Started ompv——
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° Please mute.
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° Raise hand with reactions.
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° Please use chat for questions.
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User Training
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Agenda

Logging In
Zoom Desktop Application

Hosting Meetings (Controls)
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Download Center

Dueribnadd for [T Adesis ~

Zoom Desktop Client
Prapres. beerangs, Chat, Wieteboand sl s boe yous’ deshiop
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Microsoft Outlook Add-in

The Tesaen ackein far Outhonk on the web installs on the Micreaolt Dutiook side har 10 el pou B2 510 or sthadubs & rseting

vl e Jhch,

o, et Tro Plugin bor Micseriolt Outlool Merion 511043

Zoom Extension for Browsers

9 itoAll zoom

Zoom Desktop Client

Download & Install

° Please go to zoom.us/download.
° Locate Zoom Desktop Client.
° Click Download.

° Install the Zoom package.
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200m
Join & Mesting
Sign In
]
Zo0om -
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Zoom Desktop Client

Sign In

Click Sign In.

Sign in via email, SSO, Apple, Google, or Facebook.
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Searct s
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00

Now Mosting Join

e ‘
Schedude Share Screen
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{internal} Expedia E...

. B

=]

out|

Zoom Desktop Client

Jucob LECURRIE
jacTt@roomus = i

¥  Set 3 personal nob

9 Remobe

Home Screen

L Satings ]

" Ayaelpbia
o Buway

& Do Mot Disturt 1 ° Start a New Meeting.

Forward Calls =] . .
° Join a meeting.
kiy Profile
Try Top Foatunes ° Schedule a meeting.
Hilg ¥

=

Chek for Updutes ] ° Share Screen to display on a nearby screen.

Swilch 16 Porirgt Wiew :
Suritch Actou e  View a list of today’s upcoming meetings.

Sign Out
° Click your Profile Picture to open Settings, Check for

Updates, and more.
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3 Search xs
@

| Video

G Background & Effects
Recording

e Profile

O Statistics

0 Feoadback

O Keyboard Shortcuts

Accessibiity

9 itoAll zoom

Settings

Use dual monitors

Enter full screen when starting or joining a meeting
8 Atways show meeting controls (D

Copy invite link when starting a meeting
B Ask me to contirm when | leave a meeting

Show my meeting duration
8 Add Zoomn 1o macOS menu bar

Stop my video and audio when my display is off or screen saver begins
B show "Pair with Room” feature on home screen navigation bar
a Remind me 5 8 minutes before my upcoming meetings
B show user profile icon next to in-meeting chat messages
Zoom Updates

8 Automatically keep Zoom desktop chent up to date

Update Channel Stow v | ®
Theme
N -
E o S e Mlae S ctbme P attle o

Zoom Desktop Client
!

General Settings

° Click the Gearicon to open the Settings window.
° Edit your settings as needed.

° Scroll to the bottom of the settings to bring up View More
Settings, this will take you to additional settings in the web
portal.
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General

Audio

) share screen
Phane

0 o

@ zoom avos

G Background & Effects
Rocording

9 Profile

0 Statistics

©) Feeavack

o Keyboard Shortcuts

Accossibility

9 itoAll zoom

Camera

Loghech BRIO ~)
("] oOriginatratio @@ HO @ Mirror my video
My Video
@ Touch up my appearance *

@ Adjustfor low ight | Aute  ~ |

When my video is off:

S ¥

Zoom Desktop Client
!

Video Preferences

° Select your desired Camera to use for your video.

° Edit your video settings as needed.
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[ Settings

Zoom Desktop Client

General Speaker

Test Speaker Same as System v

Video \l/

Output Volume: “ <) .
O share sereen o | Audio Preferences
Use separate audio device to play ringtone simultaneously
G Phone
Microphone
OCM Test M MacBook Pro M MacBook Pro M
est Mic MacBook Pro Microphone (MacBook Pro Microphone) v . .
' sazasioc s Ao adeislod wiac s ool e  Select your desired Speaker & Microphone to use for your
@ Zoom Apps .
Input Level: audio.
D Background & Effects Input Volume: o o)
° Edit your audio settings as needed.
Recording Automatically adjust microphone volume
G Profile Suppress background noise Learn More
Auto
O Statistics Low (faint background sound)
O N Medum (computer fan, pen taps)
Feedback

© High (typing, dog barks)
O Keyboard Shortcuts
Music and Professional Audio

ﬂ Accessibility Show in-meeting option to enable "Original Sound™ &)

Binntanae

16

9 itoAll zoom



General

B Background & Effects

O Recording
B Profile

D Statistics
0 Feedback

O Keyboard Shortcuts

a Accossiblity

9 itoAll zoom

Virtual Backgrounds  Video Filters  Avatars

-

I have a greon screen D @ Mirror my video

W
-

Studio Effects

Zoom Desktop Client
!

Virtual Background & Filters

° Click + to add a new image or video background.

° Select a Video Filter or Avatar.
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Zoom Desktop Client

Meetings

° See a list of Upcoming meetings.

° View a history of your Recorded meetings.
° Schedule a meeting by clicking +.

° Copy Invitation to your PMI.

° Edit your PMI settings.

° Join from a Room if you are in or near aZoom Room.

9 itoAll zoom

» 1 KF
Upcoming Recorded
447,
Ivmryora
Taday

{internal} EBC Planning
C5 Enablement Sync = APAC

"l

Tammsr

Fucwrring

{Internal} Expedia EBC Planning

il « 00 P

" B- Chat

EED | corrineen

Show Maeling silatan

# Dt

M Duleta

Joen from & Room
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Hosting a Zoom Meeting
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Controls Per Role

i

Host

@)

582

Co-Host

e

Participant

21
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Connect to Audio ;- e —

(2] Choose ONE of the audio conference options

Computer Audio Phone Call Computer Audio Call Me

° Click Join with Computer Audio.

Test Speaker and Microphone

Automatically join audio by computer when joining a meeting

9)itoAll zoom 2
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Hosting a Zoom Meeting

Personal Meeting Room

Meeting Information
447 402

Jacodb (You)

° The Green shield will reveal your meeting information, such
https://success.zoom.us/|/44740241647 . .
pwd=a2Z2UEFnTIhmV3BGT2Z50TIjUFgydz09 » as meeting name and join link.

Enabled

2 itoAll zoom »



Hosting a Zoom Meeting

d 2\«

o
g

e
> |

. Y : o ~ Speaker i
& \ . - Video Views - Speaker

Gallery

Immersive

Fullscreen ° No matter what your role in the meeting, you can choose

your view.

ce
° With Speaker view enabled, Zoom will recognize the speaker

and put them in a larger title.

l

26
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Hosting a Zoom Meeting

airs Whewtveg
Y B, .-
Speaker =

Video Views - Gallery

+ Gallery i

Immersive i

° Reorder participants in gallery view by clicking and dragging
participant windows.

Fullscreen

° With Gallery view enabled, everyone will be in the same sized
tile.

27
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Hosting a Zoom Meeting

[ N ] e W rm e

Speaker

Video Views - Immersive

Gallery

-

2. Immersive

Fullscreen ° Recreate the feel of your classroom, conference room or
choose from several other scene options, by placing video
participants onto a single virtual background.

9 itoAll zoom %
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Connect to Audio

Audio / Video Settings

° Along with turning your camera and microphone on
and off, you can also adjust your audio and video
settings by clicking /.

2) 1toAll ZOOM

Select a Microphone

ft Teams Audio (Microsoft Teams Audio Device)

Test Speaker & Microphone...

F s Wlemlary
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Connect to Audio

L ] L] Fades miewiveg

.
/‘\

-
“~

Audio / Video Settings N

Select a Camera [OXH to switch)

° Click A to change your camera, background, filter,

and access your settings. I p

9)itoAll zoom .
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Hide Pro

Allow participants to:

2) 1toAll ZOOM

F s Wlemlary

Security

Security Options

° The security button allows you to remove or grant
permissions for all of your attendees.
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Waiting Room

Admit Notification

° With waiting room enabled, the host will see a
notification when someone enters the waiting
room, with the option to Admit them to the
meeting.

2) 1toAll ZOOM

F s Wlemlary
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Waiting Room

o LK Purticipants [7]

g Beam {3}~
M M At B (G 1)
Participants Menu B
AALady 14 ey
Dgwen Srhafer [Gaest]
in whe ssting (&)
- " = R= L Wl e
° See who is in your waiting room. g HlCe S e, mal
g Jeddi Bty | Co-Parst)

° Admit or remove participants. @) wogen e iguesn
° Message the waiting room.

° See who is in your meeting.

gt A8 et 10 kbt Window
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Waiting Room
Global Controls

° Click More to bring up the global controls, these
settings affect all participants in the meeting.

2) 1toAll ZOOM

o O Purticipants [7]

Wiasting Beam {3} -
Aichen B (Gl
Bin Gy
Do Srhafer |Gaast]

I the kesting (4}

;. EhiTad Bt fHal, e

'5 Jeddi Rarrddry [Co-Past)

@ Logan Brunn (Juest

e A Fitog
& Fobert Firsgeraid

Mgerget 10 Lhaarting Window

Ask All to Unmute
+ Mute Participants upon Entry
" Allow Participants to Unmute Themsehas
+ Play Sound When Someone Joins/Leaves
" Allow Participants to Rename Themselves
Lock Meeting

+ Enable Waiting Room
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Waiting Room

Additional Controls

° Hover over a participant’s name to find the More
button.

° Now you can manage that participant directly.

2) 1toAll ZOOM

; iyl Both (Haat, il

Qe
© oo

@ Durwrs St (Dassil]

@- Lo Bty (nrd]

M Poben Fitsgersa

@) weria ity

Spatiight Video

Make Hoss

Make Co-Host

Assign to type Closed Caption
Allow Record

Renama

Put in Waaiting Rloom

Ry
Report
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Chat

In Meeting Chat

° Send a chat To everyone or an individual.

° File: Attach a file from OneDrive, Google Drive, Box
or your computer.

° Click ... for chat settings, share chat messages or
save the chat.

2) 1toAll ZOOM

Hitllg Everyonia!

Hello Everyone!

ha o Everyana

R ...

Hallg Everyona!

F s Wlemlary

fag

Share Chat Messages

Mo one
Haost and co-hosts
Eweryone

' Eweryone and anyone directly

Merge to Mesating Window
40
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Share Screen

F s Wlemlary

L B |

. = Basic
- ’ ° Share sound.

° Optimize for video clip.

$owme |
A

B : ° Share to breakout rooms.

- ole Chvome - Zoom Chat M ° Create a new Whiteboard.

° Share a specific Desktop / Application.

° Share from your Phone or Tablet.
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Share Screen

F s Wlemlar

. o -
E . « i Advanced
PR E— S PR——
e ° Put yourself in front of your presentation with Slides as
Virtual Background.

° Share a Portion of Screen.
° Share Computer Audio.
° Share a Video.

o B L) e b brakzad e = o Share Content from 2nd Camera.

43
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F s Wlemlar

LFLES A

Share b0 bresioss resma

Share Screen

Files

° Share files from:

+

+

Dropbox

Microsoft OneDrive
Google Drive

Box

Microsoft SharePoint

44



Share Screen

Share Screen Control Menu

° When sharing your screen, only you will be able to see the
screen control menu box.

° Click the More menu option to bring up additional settings.

9 itoAll zoom ®



Share Screen

Annotation Tools

#' Spotlight ° Annotation tools, allow you to add Text, Drawings, &

— Stamps that will display to everyone on the meeting.

# Vanishing Pen [HEW

° Spotlight allows you to call attention to your mouse.

° Arrow will allow you to put an arrow on the screen to
point items.

° Vanishing Pen allows you to draw on the screen and it
will disappear after a few seconds.

2 itoAll zoom “°



Share Screen

an e F s Wlemlary

Slide Control

° Slide Control allows the host to select participants who will
be able to control movements between slides during a
presentation.

47
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Record

Recording a Meeting

° During a meeting click Record to record the
meeting.

° Choose to Record on this Computer or Record to
the Cloud.

9 itoAll zoom

49



Record

Recording a Meeting

° Cloud icon = cloud recording.
° Circleicon = local recording.

° Click Pause/Stop Recording to pause or stop the
recording.

9 itoAll zoom
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Reactions

In Meeting Reactions

° If you have a question during the meeting click the Raise
Hand button, a hand will display in your screen, and your
screen will display first/at the top of everyone’s screen.

° Click ~ to bring up Recognize hand gestures, when enabled
the camera will pick up your hand gestures and display them

as emojis.

+ Example: if you raise your hand, the raise hand emoji
will display on your screen.

52
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Polling

L ] L Fades miewiveg

Frfprergy Sheet ey

‘ Training Meeting

Launch Poll

L D wow linenh the raining on Poding™

° Click Polling.
° Click v to select a specific poll.
° Click + Create to create a new poll.

° Once the desired poll has been selected, click
Launch.
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Show Captions

Closed Captioning

A participant has enabled Closed Captioning £ Who can see this transcript?

° To enable closed captioning click Show Captions.

° Click A to bring additional capabilities like View Full Transcript
& Subtitle Settings.

il contrali

Sl U MAnL CpLROreT
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Add Interpreters

Assign Interpreters

° To assign an interpreter they must be already in the
meeting for you to search by name.

2) 1toAll ZOOM
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Add Interpreters

Participant View

° A participant is able to mute the original audio and
listen only to the interpretation.

2) 1toAll ZOOM
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Translated
Captions

9 itoAll zoom

Translate Captions

Add-on* that translates captions within a Zoom Meeting from
the source language into your language of choice (inclusivity).

11 Languages

Automated Translated Captions will be able to translate into 11
different languages.

No Need for a Translator

Enable global workforces to be able to communicate in their
native language without use of a translator.
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Subrcription Cerer
R prding Maragemen

Phearey Dialebey Contacti

Phasrat SiAtem Wtegration

©| Meeting | Recording

Trarlates captons

Chinese [Sempited) Be

Duteh

Englady

French

Sparish

Uz anian

i trarslation Lingwages

Audio Conferencing Zoom Phone

Engish
English
Garman, Ranslan, Korean, Porteguese, Uks
Engish
Englsh
Erginh
Enghsh
Englsh
Englah

rginh

Engsh

Zoom Chat

.

>

9 itoAll zoom

Web Portal Settings

Translated Captions

° Automated Captions need to be enabled to turn on Translated
Captions.

° To turn on Translated Captions, go to:
+ Account Management and select Account Settings.
+ Under the Meetings tab, click In Meeting (Advanced).

+ Find Translated Captions and enable the toggle.
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Translated Captions

Enabling Translated Captions

° To enable translated captioning click Show Captions.

° Click ~ to bring additional capabilities select the Translate to
language.

9)itoAll zoom 63
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Breakout Rooms

an e F s Wlemlary

Breakout Rooms

In Meeting: Host View

Create + : breakout room

0 Asxsign sulomatically

. inchsde co-host(s) 1o breakout w
e  Select how many breakout rooms you would like to e sl

Asgign manualy
create.

Liet participants chacss room

° Choose how participants will be assigned to each
room:

+ Assign automatically

+ Assign manually

+ Let participants choose room

° Click Create to open up the final step of launching
breakout rooms.

9)itoAll zoom *



Breakout Rooms

an e F s Wlemlary
e ——

s Peprame * Dwlete Rcom

* Delete Room

In Meeting: Host View

° See a list of rooms and assigned participants to each

Aloww participants b choots ream

room.

B Ascw participants & eeturn b B min session ot any Bee

Mutamatically move sl Eakgned Sartitpants ints Braakeut rooma

° Rename or Delete Room.
B seso choss besadooadt rocems after | 1§ || mirasten
B okl freh wheints i Birved b s

° Assign new participants to a room.

ﬂ Comailiiowm ailey Citriarn Dbl (ieem

i 1 ] RaCTEn
° Click the Gearicon to open up settings. ST o

Pecreate AS Room

° Recreate breakout rooms.

° Click Open All Rooms to send participants to their
breakout rooms.
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Breakout Rooms

= BE— |

& @ Breskout Regma - in Prog @ Breakout Recans - In Progress (0S03:51)

R 1 e Todm Npbssil - Rerama ¥ Dt m \
Tesn Sourthesd 7 Berars W (i Dwlete Tosm Soastfweat?

In Meeting: Host View .

° Breakout rooms no longer need to be closed in
order to rename or add/remove breakout rooms
while they are open and in use.

° When rooms are open you can click Rename to

change the room name.

° Click Add Room to create a new breakout room.

° To delete a room click Delete and select Yes.

67
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Breakout Rooms

an e F s Wlemlary

rq. L
[ ] & Brsshoun Eoxeva - B Progieas (00004 840

o = |

B £ : :
[ ] §  Brsabout Ao - o Frogree (20 04 T

Roam (]
D

In Meeting: Host View

|

7
,

———

° Hosts can Broadcast Messages to All breakout
rooms.

° Click Breakout Rooms.
° Select Broadcast Messages to All.
° Type your message and click Broadcast.

° The message will be sent to all breakout rooms for
all participants to see.

68
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Breakout Rooms

In Meeting: Host View

Share screen to all breakout rooms

. * Your soreen will ke shaned inthe main session and in sl Breskoe® rooms
° Hosts can share their screen to all breakout rooms.

* Yo video and susdo will not be shared with Broakoat Rooms

* Seneens thal olhers ang sharing in the rooess will B stopged

Dttt e This i Cancel m

° Select Share Screen.
° Check the box for Share to breakout rooms.

° If you need to share your computer audio as well
select Share sound.

° Select which screen to share.

° Click Share to share your screen to all breakout
rooms.

° On the pop up window select Share.

69
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Breakout Rooms

In Meeting: Participant View

L] Breakout Rooms

Thie hast is inviting you 1o join Breakout Room: ' : J
Rogm 2

° When the host creates breakout rooms, and does NOT select
Automatically move all participants into breakout rooms
then participants will see this popup window.

° Click Join Breakout Room to be placed in the breakout room.

71
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Breakout Rooms

e e F s Wlemlary

In Meeting: Participant View

& Breakout Rooms

Broakout Rooms will close in S8 seconds ° Participants can click Ask for Help to invite the host to this

You will be returned 1o the main Session automatcally

breakout room for assistance.

° With a timer set, rooms will close automatically.

° With a countdown set, notifications will appear and

countdown the seconds until the rooms auto close.
Leave Meeting

Leave Breakout Room ° When you click Leave Room you can choose to Leave
Breakout Room (putting you back in the meeting) or Leave

Laave Room

Meeting.

72
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Hosting a Zoom Meeting

End Meeting

° End Meeting for All.

° Assign a new host and Leave Meeting.

74
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it

Zoom Extension for Browsers

The Deanery Entevnsann for Browiors slows i 0o 5l oF situwdube v Toeem meeering with o dieghe clih frem you beowies or
withie Googhe chlbnelar

B chrome Web Stome D Firefou Add-ons

Zoom Mobile Apps

Staet, jedn anel schodube meeting: tend proup text, imapes and puiheto-talk messiges on mobils devioes

Zoom Rooms for Conference Room

lnstall the Zooe Rooms [Mac] soplication 1o tetep your conferencs room for ang-bouch miting sned caltndar integration,

Controllers for Zoom Rooms

Inatall the Controlier woftwary o the Pad, Androld o Windown Tablst vied to conttrall Joom Foom mewting in your confererss

2) 1toAll ZOOM

a

Eee  Zoom Mobile App

Android & iOS

° Please go to zoom.us/download.
° Locate Zoom Mobile Apps.

° Select the desired operating system.
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App Store Preview

Scroenshots snowe was

One app 1or mootings
phone, and chat

9 itoAll ZOOM

Ths 200 i avadabie 0nfy N INe ALo S50re e IPRone 300 Pad

ZOOM Cloud Meetings
Meet Kappy

Zoom Video Communications, inc

h':uvl.“hm
aned s gusity

Zoom Mobile App

° On an iPhone oriPad, open the App Store.
° Search Zoom Cloud Meetings.
° Click Get.

° The Zoom Mobile App will begin downloading.
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Zoom Mobile App

Android

ZOOM Cloud Meetings

° Click Install, or on your Android device open the Play Store.
° Search Zoom Cloud Meetings.

° Click Install.

° The Zoom Mobile App will begin downloading.

Deveoloper contact

3 More by zoomus

Chvoer
$1 \ .. .
n Zoom for intune
About thisapp ‘3e
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Sign In

9 itoAll ZOOM

Start & Meeting

Sign in options

Sign In with Facebsck

SSO login

e InwAth S50
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Join a Meeting
l

Join any meeting by Start or schedule Start, schedule or
typing the ID meetings with PMI join meetings
12284 w T - maz il F .
a8 Moot & Chat €4

447 402

Start meetings
you’re hosting

80
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In Meeting Settings
l

1. Security

| MRy il T - [ = ) il T -

® Zoom e it ® Zuam - L=

Jagob ke ou's Personal

Meeting Roam
g Smoe ool s e
2 3 4 e
Lo a I

9 1toAll ZOOM

2. Share Content

-

-.-.ll -

3. Participants

4. More Settings

81
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In Meeting Settings
l

1. Security 2. Chat 3. Meeting Settings 4. Background & Effects
-2 B
Security 1 w
Rt o the Clioman ﬂ
Polli H‘j:
Chat 2 i |
S GBS =)
Wpating Sattingn 3 ]
Bathprounds & ENects 4 'E‘
Wetatehoaw iy NIW '-_'-
Fogum Moy (E-
Liwerinogan b Wi Tobse =
.,.p.-.--.r-lu-\.:
=] = 0 " w
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Main Navigation Bar

!

Meet & Chat Meetings Contacts Settings

w FT- " T-.

11280
s

AR Hestory

447 402
Send invitation : My Contacts

Sarred
Prone Contacty

+ Exiernad Contacts

All Contacts

Tooem Rogires
Full Body fitness with Parsgon Bod » Acosuniing

Ak uiration s Ctfion birdagarmant

A [ nganpenng
Siri Shoetcuts
Scan QR Code
Berarad D Avout

s Relears WMaragemsant

* Bafaneds SeTVCES
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Settings
l

Display name
Department
Sign out

Contact settings

Phone settings

9 itoAll ZOOM

12:329

Wl T -

Whiteboard

Meeting settings

Chat settings

General settings
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Whiteboard
!
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Whiteboard

Business Review Yo

Business Review Te

(O

W T -

09
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Thank you
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