How To Join Zoom



Open Zoom Via Web Browser or App

1. Via Web Browser 1. ViaApp
https://zoom.us download from this link

https://zoom.us/support/download

REQUESTADEMO  1.888.7¢ SUPPORT
— [=] =
2 OOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES JOIN AMEETING HOST A MEETING ~ SIGN IN m ] = © @ O Seaech
Home Chat Meotings  Contacts
X

We have developed resources to help you through this challenging time. Click here to learn more.

In this together.
Keeping you securely )
connected wherever you .

Zoom @

eeeeeeee

dre.

Sign up for Free Helpful Resources




Join Meeting From Browser

REQUESTADEMO  1888799.9666 ~ RESOURCES v  SUPPORT

HOSTAMEETING v SIGN UP, IT'S FREE

zZo0m

SOLUTIONS v PLANS&PRICING ~ CONTACT SALES

In this together.

Keeping you securely
connected wherever you
are.

2
Sign up for Free Helpful Resources

Note :

You can 'sign in' with your Google or Facebook account. If you dont have
account, you must 'sign up' first (Picture 1).

Or you can join meeting directly without sign in (Picture 2)

Join a Meeting

Your Name

Your Name

enter your name
accordingly:

WG - NAME - COUNTRY ™~

reCAPTCHA

I'm not a robot

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

picture 1

zo0m

SOLUTIONS +  PLANS&PRICING ~ CONTACT SALES JOIN A MEETING

Sign In

Email Address

Email Address

Password

Password

apply.

Stay signed in

or

Forgot?

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

New to Zoom? Sign Up Free

HOSTAMEETING v SIGNIN

sign up here

REQUESTADEMO 18887999666  RESOURCES v  SUPPORT

picture 2

REQUESTADEMO ~ 1888.799.9666  RESOURCES v  SUPPORT

HOSTAMEETING v SIGNIN SIGN UP, IT'S FREE
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SOLUTIONS PLANS&PRICING ~ CONTACT SALES JOIN A MEETING

Join a Meeting

enter meeting ID
and click “join” and
enter password
then click “Join
Meeting”

[ Meeting ID or Pefsonal Link Name ]

© Enter meeting password

Enter meeting password

[Meet\'ng password ]

Join a meeting from an H.323/SIP room system

A

Join Meeting Cancel




Join Meeting From App

Picture 1.

Picture 3.

) Zoom Cloud Meetings

/Sign In \

) Q

[Enter your email

Sign In with SSO

[Enter' your password Forgof?j or ‘ C] Sign In with Google
Keep me signed in Sign In [ f Sign In with Facebook
¢ BaCk
Picture 2.
Q zoom %
[, ] = © 2 Q
Hom:q Chat Meeting: Contact: ol b @

4:42

17 October 2020

New Meeting ~

Schedule

Share screen -~

No upcoming meetings today

click this icon to join
meeting

© zoom = -
|
[, ] [o=] ®© = &
iz Chat Mestmgs  contarts EL e {5
<
© zoom
Join Meeting
862 351 9363 ~
Your Name
[Tom Cruise ]
() Do not connect to audio
=5 () Turn off my video
19 S
Schedule
P i \L
icture 4.
| @ zoon - > |
|
h 2 © o gy S
Home Chat Meetings Contacts
<

Schedule

) Enter meeting password

Enter meeting password

[(Meetmg password ] ]

[ iy ) ()

NOTE

Picture 1 : Sign in with your
email. If you dont have
account you can sign up
first

Picture 2 : Join Meeting
Picture 3 : enter your
Meeting ID and Your Name
accordingly

(WG - NAME - COUNTRY)
Picture 4 : Enter passcode
and click “Join Meeting”



/o0m Interface

if you want to talk click
this icon to unmute or
mute if you're not
talking

) Zoom Meeting

Click this icon if you
want to show
yorself , especially
when you are
talking

\!A P ~

Mute Start Video

Mr.

click this icon to view
all participant in this
meeting

% at

Security Participants

O) ©

Record Reactions

click this icon if
you want chat

click this icon if you have
slide presentation or
something you want to
share with others

= X

L3 Enter Full Screen

click this icon if you
want to end or
leave this meeting




Join Breakout Room

Picture 1

& Zoom Meeting

The host is inviting you to join Breakout Room
Grade 1

Picture 2

%

Joining Breakout Rooms...
Grade 1

It might take a few moments.

Click “Join” to enter
Breakout Room

Note :

You will be invited by the Host to Join Breakout
Room

Click “Join” to Join breakout Room (Picture 1)
Wait a few moments until you are in (Picture 2)




Leave Breakout Room and Back To Main Room

Tom Cruise

Tom Cruise

Click “Leave Room” to Click “Leave Breakout Room”

return to the main room

Attention!
Dont click “Leave Meeting” because you will be out of
the meeting

Returning to Main Session
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Zoom Client Meeting

1.

2.

Introduction

Zoom Client Meeting is a Video Conference software designed to allow users to
meet and hold meetings flexibly via Tablet, Laptop, Endpoint and Mobile Phone with
a cloud base system.

Controlled by the Host as the meeting moderator, the Zoom client meeting host can
use the meeting ID, copy invitation URL, e-mail, active directory / registered with the
same domain, to invite participants to join the meeting (both scheduled and
unscheduled).

Equipped with 49 concurrent screens, zoom client meeting makes the meeting
atmosphere live. Screen sharing features, annotations, record meetings, breakout
rooms, camera control, chat and live streaming make meetings better, more effective
and efficient.

Download Software Zoom Client for PC
You can download the zoom application via a browser, the steps are as following:
1.1 Open web browser (for example : Mozilla Firefox, Google Chrome).

1.2 Type the url of the zoom portal at the address bar : https://zoom.us
1.3 Press enter and the login page will look like the following:

© Video Conferencing, Web Cor' X = 4
<« C ( & zoom.us/home?zcid=2478 * &
ZOONT SOLUTIONS - PLANS&PRICING  CONTACT SALES JOIN AMEETING HOST A MEETING ~  SIGN IN SIGN UP, IT'S FREE

You're doing big things

The #1 video communications solution is here to help

User Guide for Zoom Client Meeting
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1.4 Select in the section below by clicking “Download” then click “Meeting
Client”, the login page will be the following:

About Download Support Language

Zoom Blog Test Zoom English ~

C rs
Currency

US Dollars § ~

® in v o f§

Privacy & Legal Policies | About Ads | Cookie Preferences

1.5 Choose “Zoom Client for Meetings”, after downloading cick “Run (for
Windows OS)” to activate the application on your laptop.

w &

C () & zoom.us/download#client 4meeting

REQUESTADEMO 18887990125  RESOURCES v  SUPPORT

4
Zool l l SOLUTIONS ~  PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING  JOINAMEETING ~ HOST A MEETING ~ h SIGN OUT

Download for IT Admin ~

Download Center

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 ersion 4.3.59242.031

Z200Mm

Join a Meeting

[ Sign In

Version: 4.3.5 (59242.0310)

User Guide for Zoom Client Meeting _
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3. Sign In to Aplication on PC
1.6 Click the following Zoom icon on your desktip screen.

1.7 Click “Sign In”

200m

Join a Meeting

( Sign In

Version: 4.3.5 (59242.0310)

1.8 Please enter your “email and password” and click “Sign In” or click the link
to enter SSO (Single Sign On) Google or Facebook and sign in by e-mail and
password.

Slgn ln Sign Up Free

xxx@company.com

V| Keep me signed in m

< Back

or

Sign In with SSO

Sign In with Google

Sign In with Facebook

User Guide for Zoom Client Meeting



200m

1.9 If you do’'t have Zoom account, then click “Sign Up”

SIQn In Sign Up Free
xxx@company.com Q Sign In with SSO
[000"0 Forgot? ] or C Sign In with Google

V| Keep me signed in m f Sign In with Facebook

< Back

User Guide for Zoom Client Meeting _
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4. Sign In to Zoom Portal

1.10 Type the url of zoom portal at the address bar : https://zoom.us

© Video Conferencing, Web Con' X +

< C {d @& zoom.ushome?zcid=2478

ZOONT SOLUTIONS - PLANS&PRICING  CONTACT SALES

You're doing big things

The #1 video communications solution is here to help

Enter your work emall

JOIN A MEETING HOST A MEETING ~ SIGN IN

* 8

1.11 Click “Sign In”

© Video Conferencing, Web Cor' X 4

< C (¥ & zoom.us/home?zcid=2478

ZOONT) SOLUTIONS - PLANS&PRICING  CONTACT SALES

You're doing big things

The #1 video communications solution is here to help

Enter your work email

w &

User Guide for Zoom Client Meeting
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1.12 Type your “email and password” then click “Sign In” or click the link to enter
the SSO (Single Sign On) Google or Facebook and sign in with your e-mail
and password.

= @
« Signln - Zoom x W+
|

< X {} @ https//zoom.us/signin - a w O & :

REQUESTADEMO 138

zool n SOLUTIONS ~  PLANS &PRICING  CONTACT SALES JOINAMEETING  HOSTAMEETING ~  SIGNIN SIGN UP, IT'S FREE

Sign In

Pas
Forgot password? @ Staysigned in

Or, sign in with Google or Facebook

New to Zoom? Sign Up Free

1.13 If you do not have a zoom account, click “Sign Up”

© Sign Up Free - Zoom x W+
|

&« C () & https//zoom.us/signup aQa x O @ :

REQUEST ADEMO

ZOONT\ soiiviss msumione  conmersis PSS N <. . 7s ce

Sign Up Free

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

Or, sign up with Google or Facebook

Already have an account? Sign in.

User Guide for Zoom Client Meeting _
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5. Sign Up Zoom Account

1.14 Enter your email address, click “Sign Up”

&«

© Sign Up Free - Zoom
|

c O

zoom

x W+

@ https://zoom.us/signup

SOLUTIONS ~

PLANS & PRICING

CONTACT SALES JOINAMEETING  HOST A MEETING +

Sign Up Free

Sign Up

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

Or, sign up with Google or Facebook

Already have an account? Sign in.

SIGN IN SIGN UP, IT'S FREE

1.15 After clicking “Sign Up” and your email has been listed, click “Confirm”.

© Sign Up Free - Zoom

&

oo

C {d @ https//zoom.us/signup

Welcome! Please confirm your email below to get started.

xxx@gmail.com Edit

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

ol

User Guide for Zoom Client Meeting




200m

1.16 Confirm your account by clicking on the link sent to the email you registered.

&

X Y @ hitps//zoom.us/emailsent?entry=si

zo0m

Video Conferencing, Web Confe: X W'
9

SOLUTIONS ~

PLANS & PRICING

CONTACT SALES

JOINAMEETING  HOST A MEETING +

We've sent an email to xxx@gmail.com.
Click the confirmation link in that email to begin using Zoom.

+/ Imnotarobot

@

™

SIGN IN SIGN UP, IT'S FREE

il

Q

PV VY Oe*

M Gmail

—'— Compose

Inbox
Statred
Snoozed
Important
Sent

Drafts

Q. Search mall

&

[

Z00m

Hedo

Congrats on signing up for Zoom! In order to activate your account please cick the
bution below to verify your email address:

Activate Account

If the button above doesn't work paste this into your browser,

Nitps://zoom. us/activate 2code= KIwY Ty VBATAKP3JD 12WekmbStqbDCIXXIAQCAms
AP2g BOYAAAFODXSKBWANQAGAGSYMgzQGAYWISLMNVDQEAZAAAFKVIWA
1QIBIUNIYCZIRAZSYG2IPWKEAAAAAAAASII=SIgNUD

For acorional help, visit our Support Center

Happy Zooming!

Tof1

<

User Guide for Zoom Client Meeting

10




200m

1.17

Enter your name and password, then click “Continue”

JOINAMEETING  HOSTAMEETING »  SIGNIN

Z00M  sownows-

Welcome to Zoom

+i, hnr283@gmail.com, Yo

SIGN UP, TS FREE

1.18 Click “Start Meeting Now” to start the meeting

3 TestMeeting

Start your test meeting.

Star or schedule your Zoom meetings directly from your browser. Click below
to downioad.

Chrome Extension  Firefox Add-on Microsoft Outiook Plugin

User Guide for Zoom Client Meeting
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6. Update Zoom Account Profile

1.19 Type this url https://zoom.us at the address bar, you can set: profile picture,

personal meeting ID, personal link, Sign-in Email, Time Zone, Language,
Sign-in Password, and Host Key.

Crarge
Admin
Accoure Na asra

Personal Meeting D

611-199-1987

hapsOkaymeach z0omus/)S 111921987

Use ?is 1D for instant mestings

Personal Link

heps Feaye ach 200omus’'myadiroso

Sign-n Emal

bondanads@k ayreach.com

Uniked accounts

User Type
Pro @

Capaoty
Meeting 10 e

TimeZone

(GMT+700) jakart

Language

Engi=h

Sign-n Passward

Host Key

CELLR TRy ShoWw

Signedn Device

SignMe Owt From All Devwces ©

Edr

Edr

User Guide for Zoom Client Meeting
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7. The visualization of Zoom Client Application on PC and Mobile
Phone

1.20 Click “New Meeting” to start the meeting. You can start the meeting either by
activating your video or not activating your video.

1.21 Click “Join” if you want to join the meeting

1.22 Click “Schedule” to set the schedule of your meeting

1.23 Click “Share Screen” to share items without join the meeting

[ 2N f O O @ Q search w
Home Chat Meetings  Contacts

o]

09.40

Thursday, March 21
oin

New Meeting ~ J

oo
19 No upcoming meetings today

Schedule Share Screen

o
@ Q Search u

o

New Meeting v Join

Schedule Share Screen

O} @

2 A
g U

Home Meetings Contacts

User Guide for Zoom Client Meeting
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8. The visualization of Zoom Client in the main screen (Home)

1.24 Click “Start with Video”, this feature allows you to start a meeting with a
video and be seen by other participants.

Py -0 0) @ = 2
v = = Q Search
Home Chat Meetings  Contacts

e
Thursday, March 21
New Meeting Join
@ start with video
s No upcoming meetings today
19 577-957-7978 >
Schedule Share Screen

g & ! ull Lil ~ O (OX == S

Unmute Stop Video Invite Manage Participants Polling Share Chat Record Breakout Rooms More

User Guide for Zoom Client Meeting
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1.25 Un-Check “Start with video”, this feature allows you to start a meeting without
a video and cannot be seen by other participants.

@ @ o ®
Home Cha Meetings Contacts
Thursday, March 21
k!
New Meeting + Join
() start with video

2 No upcoming meetings today

19 577-957-7978 >
Schedule Share Screen

Q. Ssearch

]

e

Meeting Topic:
Host Name:

Invitation URL:

Participant ID:

Join Audio

s

Vil A

Start Video

B

Invite

xl.l

Mute

Manage Participants

Zoom Megtjng ID: 677-957-7978

Hans Christian's Personal Meeting Room
Hans Christian

https://kayreach.zoom.us/j/5779577978

Copy URL

£y

@

Invite Others

@.

Record

ull T IPN

Polling Share Breakout Rooms

More

User Guide for Zoom Client Meeting
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1.26 Click “Join”, this feature allows you to join meetings that are already running

by inputting the meeting ID first.

Ea— n o ® @

Home Chat Meetings Contacts

09.40

Thursday, March 21

New Meeting ~ Join

Schedule Share Screen

v ! ¢
19 No upcoming meetings today

Q Ssearch

Join a Meeting

( Meeting ID or Personal Link Name ~ 1

list history

Hans Christian

(O) Don't connect to audio

() Turn off my video

Cancel

User Guide for Zoom Client Meeting
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1.27 Click “Schedule”, this feature allows you to schedule meetings that are

integrated with Outlook, Google Calendar,

“AdvanceOptions” for other settings.

and other calendars. Click

Advanced Options v

= ~ — °
0@ ) - O 8 Q Search h
Home Chat Meetings Contacts
o]
09.40
Thursday, March 21
New Meeting ~ Join
28 No upcoming meetings today
19
Schedule Share Screen
VIBW Wuay 3 UpLUIIIY TNEEUNYS (1)
Topic
Schedule a Meeting IT Department Meeting
Topic Date
IT Department Meeting 21/03/2019 ~ 130 >~ to 21/03/2019 ¥~  12.00 ~
Date Time Zone
(GMT+07:00) Jakarta ~
21/03/2019 ~ 11.30 ~ to  21/03/2019 ~ 12.00 v
() Recurring meeting
Time Zone
(GMT+07:00) Jakarta - Video
Host @ on O off Participants @ on () off
() Recurring meeting
Audio
Video (O Telephone @ Computer Audio () Telephone and Computer Audio
Host o on ':::‘ oft Participants o On '::)' off
Options
Audio () Require meeting password

() Telephone @ Computer Audio () Telephone and Computer Audio

Options

O Require meeting password

o Mute participants on entry

(O) Use Personal Meeting ID 577-957-7978

(O) Record the meeting automatically
Alternative Hosts:

Example:john@company.com;peter@school.edu

Calendar

O ical

~

() Other Calendars

Cancel Schedule

~

() Google Calendar

Advanced Options A

Calendar
O ical

(O Google Calendar (O Other Calendars

Cancel

User Guide for Zoom Client Meeting
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1.28 Click “Share screen”. This feature allows you to upload or share content

during a meeting without having to join the meeting. Simply by entering the
sharing key or meeting ID, then you can share content with participants who
have joined with the wireless sharing method.

- fA ()] © (2] Q Search b

Home Chat Meetings Contacts

o

09.40

Thursday, March 21

New Meeting ~ Join

¢V No upcoming meetings today

Schedule Share Screen

100ay’s UPCOMINgG meetngs (1)

Share Screen

Cancel

User Guide for Zoom Client Meeting



200m

9.

The visualisation of Zoom Client — Chat

1.29 Click tab “Chat”, through this feature you can communicate with other
participants in the group or personally.

oo e ] L ®© @ Q Search @'
Home Chat Meetings Contacts
Jump to... Hans Christian (you) ®
STARRED
% Starred A
® Hans Christian (you)
RECENT + 2
= 57
. KTech
Frendy Lukito
»
Heribertus S
Hizkia Patasik e
This is your personal space
Prucut Bondan Adi Roso . ' ..
Collect ideas, draft messages, or save files and links.
@
Google Calendar Notificati..
(] Screenshot v~ [ File ®

1.30 You can also send files via the “File” icon located at the bottom and you can
select the file or document you want to send.

= = =
L - g Q search @

Home Chat Meetings  Contacts
Jump to RS &85 v = " Documents — iCloud & Q ®

Favorites
STARRED
@ Recents
"B A Applications
0 Downloads
® Hang
iCloud
RECENT - .
& iCloud Drive

KTec Desktop

Locations
B Hans B
Remote Disc

Tags

Media

ﬂ Music

Cancel

User Guide for Zoom Client Meeting
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10. The visualisation of Zoom Client — Meetings

Click tab “Meetings”, through this feature you can: see the meeting schedule,
copy meeting invitations, edit meetings and delete meetings, copy the
invitation url, to join by sip endpoint and to join by H323 endpoint.

) & [ @ Q search -
- - Home Chat Meetings Contacts S5 bEGe @
Upcoming Recorded )
577-957-7978 IT Department Meeting

My Personal Meeting ID (PMI)

12:30 PM - 01:00 PM

Today Host: Hans Christian

T Department Meetin Meeting ID: 950-100-609

12:30 PM - 01:00 PM &3> > 2

Host: Hans Christian i Copy Invitation 14 Edit 2% et

Meeting ID: 950-100-609

Hide Meeting Invitation

Hans Christian is inviting you to a scheduled Zoom meeting

Topic: IT Department Meeting
Time: Mar 21, 2019 12:30 PM Jakarta

Join Zoom Meeting
https://kayreach.zoom.us/}/950100609

Join by SIP
950100609@zoomcrc.com

Join by H.323
162.255.37.11 (US West)
162.255.36.11 (US East)
221.122.88.195 (China)
115.114.131.7 (India)
213.19.144.110 (EMEA)
202.177.207.158 (Australia)

User Guide for Zoom Client Meeting
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11. The visualisation of Zoom Client — Contacts

Click tab “Contacts”, in this menu you can see a list of active and inactive
contacts, group contacts, zoom rooms or contacts with the same company
domain.

® o ® e oy ]
Home Chat Meetings Contacts
Directory Channels )
~  Starred 0
~  Apps 1
Bl Google Calendar Notification robot
~ External Contacts 6
-
65 - I
Ha
Un | ]
O
(e )
Le
View contact info by clicking a contaet in the left panel
o0 Ni
&b T+
@~
> Zoom Rooms 3
] &) ®© 8 Q Search @
Home Chat Meetings Contacts
Directory Channels
Add a Contact Add Contacts and Create or Join a Channel
v Starred
v Apps Create a Channel

: Google Calendar N¢  Join a Channel

v External Contacts Add an App

@& - i
S b
G - P

View contact info by clicking a contact in the left panel.

N
-

(-]
A
-

> Zoom Rooms

User Guide for Zoom Client Meeting
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12. Fitur Zoom Client Meeting
12.1 Invite

Click “invite”; this allow you to invite friends or other participants to join the
meeting. Invite participants can be done by inviting via contacts, zoom
room, room system,e-mail, copy url, copy invitation.

ene® Zoom Meeting ID: 577-957-7978 |

Meeting Topic: Hans Christian's Personal Meeting Room

Host Name: Hans Christian

Invitation URL: https://kayreach.zoom.us/j/ 5779577978
Copy URL

Participant ID: 16

.
] e

Join Audio Share Invite Others

5 ~ Wl A 2 A uli OX -

Unmute Start Video Invite Manage Participants Polling Record Breakout Rooms More

® Invite people to join meeting 5779577978
Zoom Rooms Room System Email

@
¢
&

Copy URL Copy Invitation Invite

User Guide for Zoom Client Meeting
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12.2 Invite by Contacts

Click tab “Invite by Contacts”; this allows you to invite participants (same
company domain) to join the virtual meeting room. You can invite multiple
contacts at the same time.

@ ; Invite people to join meeting 5779577978
Zoom Rooms Room System Email

> 9 9

Copy URL Copy Invitation Invite

@ Jnvite people to join meeting 6779677978

Zoom Rooms Room System Email

X Frendy Lukito % Hizkia Patasik % Prucut Bondan Adi Roso

@
¢

Copy URL Copy Invitation m
User Guide for Zoom Client Meeting
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12.3 Invite by Zoom Rooms

Click tab “Zoom Rooms”; this allows you to invite participants via the
registered zoom room. Of course you must have a Zoom Room license.

® Invite people to join meeting 5779577978

Contacts Room System Email

@ Kayreach Digital Sighage
(]

ﬁ Kayreach System’s Room
*

Copy URL Copy Invitation Invite

User Guide for Zoom Client Meeting
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12.4 Invite by Room System

Click tab “Room System”; this allows you to invite participants to have
Endpoint SIP/H323.

To be able to connect to Zoom Cloud via Endpoint H323, you can make
calls to multiple IP Public Zoom available in some countries ending with
symbol (##), then you can input the meeting ID ending with symbols (###)
and input the host key (ex: 209.9.211.110##5779577978###123456).

To join via SIP Endpoint, you can make a call by inputting the meeting ID
ending with symbol (...) the input the host keyending with this symbol (@)
then input @zoomcrc.com (ex: 5779577978...123456@zoomcrc.com)

Contacts

Copy URL

Zoom Rooms Room System Email

Dial In Call Out

« Dial In from a H.323/SIP Room System

Dial:  162.255.37.11 (US West) v
Enter Meeting ID: 577 957 7978 162.255.37.11 (US West)
162.255.36.11 (US East)
221.122.88.195 (China)
115.114.131.7 (India)
213.19.144.110 (EMEA)
202.177.207.158 (Australia)
209.9.211.110 (Hong Kong)
64.211.144.160 (Brazil)
69.174.57.160 (Canada)

¢ Or Enter the pairing code below

Copy Invitation

User Guide for Zoom Client Meeting
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Z00m

Enter Zoom Meeting ID

Using your remote control to enter numbers

° Backspace e Join

Or go to https://zoom.us/meeting, click “Pairing” and enter code:

KR LG F

Contacts

Copy URL

Invite people to join meeting 5779577978

Zoom Rooms Room System

Dial In Call Out

Call a H.323/SIP Room System

OH.323 sIp

Call

Copy Invitation

Email

User Guide for Zoom Client Meeting
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12.5 Invite by E-mail

Click tab “Email”: this allows you to invite other participants to join a
meeting by using “Default Email”,“Gmail”, and “Yahoo Mail”.

Click “Default Email”: you will be directed to the Microsoft Outlook
template as follows:

T ————— —
v
] ¢ v

- -

Click “Gmail”: you will be directed to the Gmail template as follows:

. . 5

User Guide for Zoom Client Meeting
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Click “Yahoo Mail”’: you will be directed to the Gmail template as follows:

N T
WO =T

12.6 Manage Participants
Click “Manage Participants” allows you to control participants in

terms of:
a. Show or hide participant videos
b. Giving names to participants with the aim of facilitating the
allocation of meeting participants
c. Mute or turn on participant audio
d. Lock the meeting while it's in progress
e. Turn off notifications when other participants join
f.  Allowing participants to mute their own microphone
[ Zoum Maeting 1 5779577978 T e e e e —e = b e e R~ O 2|
_—
© Participants (1) L ), g
Q reminpiostme wih ‘
Meeting Topic: Admin's Personal Meeting Room
Host: Admin
Invitation URL:
(The imvitation URL has been copeed to the clipbosed)
v x *
| A Jeis———

Piay entes/exit chirme

Join Audio. Share lvite Others. Lock meeting

Merge 10 mesting window
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12.7 Share

Clicking "Share" allows you to share content while the meeting is in
progress, in this feature there are also annotations that can be used to
mark the content being shared during the presentation.

[ =]

@ Select a window or an application that you want ‘toshar_ L J

Basic Advanced

Admin

N
K]

Screen 2 Whiteboard iPhone/iPad

8
|
1{]
!
i
|

My Meetings - Zoom - G...‘. Zoom Client Meeting St... «w_ﬂ‘ Zoom - Pro Account Q Zoom Meeting Admin G.., W‘!

| | Share computersound | | Optimize for full screen video clip

Zoom Cloud Meeting

User Guide for Zoom Client Meeting



200m

12.8 Chat

Click “Chat” allows you to be able to interact via chat both with fellow
meeting participants and hosts.

IO Zoom Meetony 10 S77-95757578

—
e =
Meeting Topic: Admin's Personal Meeting Room
Host: Admin
Invitation URL:
(The imvitation UFL has been copied to the cipbeard)

Merge 1) meener) windom

s I ——- Aitow attendees 15 Ot with
Ol e AR e v
» v Everen
Share.

12.9 Record

Clicking “Record” allows you to record the current meeting. Recorded
storage can be downloaded in the cloud or local storage on your PC. The
capacity for Cloud Recording is 1 Gb / user, which is around 1 hour of
recording in .mp4 format, while the local recording capacity depends on
how much capacity your PC has.

Mecting Topic Admin's Personal Meeting Room
Host: 2

Invitation URL:

> 2 e

Joun Audio Share levwite Others
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12.10 Breakout Room

Clicking “Breakout Room” allows you to open a sub-meeting room while
the main meeting is in progress. The maximum available sub-meeting

rooms are 25 concurrent sub-meeting rooms (breakout rooms).

© Zoom Meeting ID: 577-957:7978)

000626 @i Speaker Vie

8agus Pratama

p 9
~ W . ul i ® e =
polls are Chat

Record  Breakout Rooms

Eof Breakout Rooms -InProgress NS i@l

Join

Stop Video

~ Breakout Room 1
@ BagusPratama

® Hans Hutauruk

Assign 2 participantsinto 1 . Rooms:

e Automatically Manually

2 participants per room

~ Create Rooms

Broadcast a message to all ~
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12.11 More

CliCk “More (...)” you will find features for live streaming from
Facebook. To end the meeting session, you can choose this menu
“End Meeting”, to leave the meething you can choose “End Meeting
— Leave Meeting”

o BT

Meeting Topic:
Host: Admin

Ademin's Personal Meeting Room

Invitation URL:

(e invitasen URL has Boen copeed 10 The Chpboard

&
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13. Settings

On the green icon next to the name, you will find several settings menu,

including:

a. Available, if you can be invited to a meeting

b. Do not disturb, if you are busy (time will be adjusted)

c. Away, if you can not be invited to a meeting

d. Add a Personal Note, if you want to add a note to your account (under
the profile name), and remove personal note if you want to delete it

e. Change My Picture, if you want to change the profile picture. It will
automatically be directly connected to the zoom web portal

f.  Check for Updates, if you want to update the app

g. Help, will automatically be connected to the zoom web portal

h. Switch Account, if you want to change zoom account

i. Log Out, if you want to leave the meeting

j-  Exit, if you want to exit the application

e — e Bl
© Zoom - Pro Account @Iﬂgi
° Admin o~ L} Settings
} | @ Available
1 hour © Away
2 hours Add a Personal Note
Ahgurs Change My Picture
8 hours F
Check for Updates...
Set the time period 3
m Srure e Help deo

Switch Account

Log Cut

Join Schedule

/I\

Share screen
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In the “Settings” menu you can find settings that can be made before the meeting
starts. In the “Settings” menu you can set general settings, audio, video, virtual
background, recording, additional features, statistics, accessibility and instant

messaging.
Setti PAY
.o—em"gs @ Zoom - Pro Account o|[E] %
" General General
N\ Audio o Admin o~ £} Settings
~— Application
W Video

[l Virtual Background
@ Recording
& Advanced Features
-\~ Statistics
T Accessibility
a

Instant Messaging

D Start Zoom when I start Windows

[ | Silently start Zoom when I start Windows

E‘ When closed, minimize window to the notification area instead of the task
bar

|v| Automatically copy Invitation URL to Clipboard after meeting starts
E‘ Cenfirm with me when I leave a meeting

@ Show my connected time

[Z] Remind me ‘ 5 "r W‘ minutes before my upcoming meetings

— Content Sharing
Use dual monitors

Enter full screen automatically when starting or joining a meeting

Enter full screen automatically when viewing screen shared by others
Maximize Zoom window automatically when viewing screen shared by others
Scale to fit my Zoom window when viewing screen shared by others

Turn off Windows 7 Aero mode in screen sharing

Enable the remote control of all applications

Share Zoom windows in desktop sharing

O DRRN DN AR

Side-by-side Mode

|v] Limit your screen shareto | 10 frames-per-second

Enable Advanced Features

Start with video

Join

/l\

Share screen

Start without video

Schedule
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--- THE END ---
Created by : FRL
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