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System Requirements
[bookmark: _Toc527015564]PC, Mac, Linux:
An internet connection – broadband wired or wireless (3G or 4G/LTE)
Speakers and a microphone – built-in or USB plug-in or wireless Bluetooth
A webcam or HD webcam - built-in or USB plug-in
Or, a HD cam or HD camcorder with video capture card
[bookmark: _Toc527015565]iOS and Android:
An Internet connection – WiFi (a/g/n/ac) or wireless (3G or 4G/LTE)
(Optional) Bluetooth wireless speakers and microphone


[bookmark: _Toc527015566]Getting Started
[bookmark: _Toc527015567]PC, Mac, Linux:
Sign up Free for Zoom Instructions:
Go to https://zoom.us. 
Enter your work email and click Sign Up Free.
Confirm the email you want to use and click Sign Up. A message appears informing you a confirmation email has been sent to the email address you entered.
Open your email. Click the link: Click here to activate your account. The Activate your Account page appears.
Enter your name and a password. The password strength is displayed to the right of the password you entered. 
Click Activate to activate your Zoom account. 
Click Go to update your profile.

Already have an account, how to sign in:
Go to https://zoom.us. 
Click Sign In. 
Enter Zoom account account name and password and click Sign In OR click the link for Google or Facebook and sign in with your social network account. 
If you do not have a Zoom account, then follow instructions listed above under “Sign up Free for Zoom Instructions.”

Download the Desktop App:
Sign In to your Zoom account.
Click Host a Meeting and you are prompted to download the Zoom App. 
Click OK and the App downloads and the Zoom desktop meeting app opens.
Alternatively, you can click on the download footer link at https:// zoom.us or directly from https://zoom.us/support/download


[bookmark: _Toc527015568]Android
You can download Zoom for Android by searching for "Zoom Meetings" in Google Play.  It will direct you to https://play.google.com/store/apps/details?id=us.zoom.videomeetings.
Open the Zoom app. Here, you can choose to Sign In or Join a Meeting as outined in the “Getting Started” portion of this guide.


[bookmark: _Toc527015569]iOS
You can download the Zoom app from the Apple AppStore or search "Zoom" on Safari. It will direct you to http://itunes.apple.com/us/app/zoom.us-cloud-video-meetings/id546505307.
Open the Zoom app.  Here you can choose to Sign In or Join a Meeting as outlined in the Getting Started portion of this guide.
Once the Zoom app is open, you can choose to Sign In or Join a Meeting.

[bookmark: _Toc527015570]Join a Meeting
Selecting “Join a Meeting” will prompt you to enter the Meeting Id of the meeting you are trying to join.
Enter Meeting Id and you will enter the meeting.

[bookmark: _Toc527015571]Schedule or Host a Meeting
Selecting “Schedule or Host a Meeting” will prompt you to either schedule a new meeting or check your upcoming scheduled meetings.  You can also start an instant meeting here.
Selecting “Schedule Meeting” will prompt you to enter the meeting details, such as the topic and time.  
After this is complete, you will be prompted to send out the meeting invitation.  
Selecting “Upcoming Meetings” will allow you to view and start meetings you have already scheduled.  

[bookmark: _Toc527015572]Meeting Settings
Selecting “Settings” will then launch the Settings menu.  
Once inside Settings, select “Meetings”.  
Meeting settings will give the user the ability to do the following three functions.  Select the options that best suits your needs.
automatically connect audio to the meeting
always mute your microphone when joining a meeting
always turning off video when joining a video

[bookmark: _Toc527015573]Audio Settings
The Audio settings allow you to test your computer speakers and microphone. This also includes all microphones connected to the computer through a USB port. 
Click the down arrow to select the computer speakers you want to use from the drop-down menu.
Test Speaker: Click the Test Speaker button to hear the piano sound. Use the sound bar to adjust the volume. 
Click the down arrow to select the computer microphone that you want to use from the drop-down menu. 
Test Mic: Click the Test Mic button to test a microphone on or connected to your computer. Use the sound bar to adjust the volume. This button is not on the Mac. 
Check to Automatically join audio by computer when joining a meeting. This will use your computer’s speakers and microphone for the meeting. 
Check to Always mute microphone when joining meeting.

[bookmark: _Toc527015574]Video Settings
The Video settings allow you to make the following settings for video: 
Select video source for Zoom video meeting. 
Select or deselect the following video options based on your preference: 
Check to Enable mirror effect for my video. 
Check to Always show name on video window. 
Check to Always turn off video when joining meeting. 
Check to Hide Non-video participants. 
Check to Capture 720p by default.

[bookmark: _Toc527015575]General Settings for PC Only
The General settings allow you to select Application, Content Sharing and Instant Message settings : 
For Application, you can select the following settings: 
Start Zoom when I start Windows which loads the Zoom application whenever you start Windows. 
Minimize window to Notification area. This minimizes the Zoom window to the Notification area in the lower right hand corner of Windows. 
Automatically copy Invitation URL to Clipboard after meeting starts. This makes the URL available for you to paste. 
Confirm with me when I leave a meeting. This will allow you to confirm you are leaving and even assign another host. 
For Content Sharing, you can select the following settings: 
Enter full screen mode automatically when starting video. 
Enter full screen mode automatically when viewing the shared screen. Whenever you or a meeting participant shares a screen, you screen will automatically go into full screen mode. 
Fit to window automatically when viewing the shared screen. 
Enable dual stream for dual monitor. If you have a "Dual monitor" setup at conference room, office or room, please make sure that you have your monitors/HDTV connected via HDMI cables (preferred) or VGA cables. You will need to access your computer display settings. Go to Control panel — Appearance and Personalization —Display —screen resolution. Then select Extend these displays. 
Turn off Windows 7 Aero mode in screen sharing. This frees up processing power on your computer. 
For Instant Message, you can select the following settings: 
Play sound when I receive a chat message. 
Show Floating notification when I receive a chat message. 
Show offline contacts. 
Show my status as Offline after I am inactive for XX minutes. Select the number of minutes from the drop-down menu.

[bookmark: _Toc527015576]General Settings for Mac Only
The General settings allow you to select Application, Content Sharing and Instant Message settings : 
For Meeting Option, you can select the following settings based on your preferences: 
Enter full screen mode automatically when viewing the shared screen. Whenever you or a meeting participant shares a screen, you screen will automatically go into full screen mode. You will need to access your computer display settings. 
Enter full screen mode automatically when starting video. 
Fit to window automatically when viewing the shared screen. 
Enable dual stream for dual monitor. If you have a "Dual monitor" setup at conference room, office or room, please make sure that you have your monitors/HDTV connected via HDMI cables (preferred) or VGA cables. Go to the Apple menu, choose System Preferences, go to the View menu, choose Displays, click the Arrangement tab, and enable Mirror Displays in the bottom left-corner. 
Automatically copy Invitation URL to Clipboard after meeting starts. This makes the URL available for you to paste. 
Confirm with me when I leave a meeting. This will allow you to confirm you are leaving and even assign another host. 
For Instant Message, you can select the following settings based on your preferences:
Show offline contacts. 
Play sound when I receive a chat message. 
Show Floating notification when I receive a chat message. 
Bounce application icon when I receive a chat message. Select either Continuously or Once. 
Show my status as Offline after I am inactive for XX minutes. Select the number of minutes from the drop-down menu.

[bookmark: _Toc527015577]Recording Meetings
Local Recording setting lets you select where and when to save Zoom meeting recordings to your local PC. 
Click Change File Location to change the location where you want to store the Zoom meeting recordings. The Browse for Folder screen opens. 
Browse and select an existing folder, or 
Click Make New Folder to create a new folder to select. 
Click to Choose a location for recorded files when meeting ends. This option allows you to choose the location to save the meeting file each time you save a meeting. When this option is not selected, the recording is saved to a default location.

[bookmark: _Toc527015578]Meeting Options
Once you have started or joined a meeting, you can perform the following actions from the menu bar located at the bottom of the meeting window (move your mouse to toggle):  
You can: 
Mute and Unmute your audio and select Audio options. 
Access the Microphone and Speaker options by clicking the up arrow next to Mute. This allows you to change your computer’s microphone and speaker choices. You can also access the Audio Settings. See Meeting Options: Audio Options. 
Stop and Start the video portion of the meeting. 
Access the Video options by clicking the up arrow next to Video. This allows you to change your computer’s video input. You can also access the Video Settings. See Settings: Video. 
Invite more people to join by email, instant messaging or a Room System. 
Manage Participants, including mute/unmute, lock screen share so only the host can screen share, play enter/exit chime for participants, and lock the meeting. 
Share Screen lets you share your screen with meeting participants. 
Chat lets you start a private or group chat. 
Record lets you start recording the video and audio of the meeting. If you are already recording, you can stop recording by clicking the Stop Recording button in the upper left hand corner of the screen. 
End Meeting lets you end or leave the meeting. 
Click Enter Full Screen in the upper right hand corner to use full screen mode. 

[bookmark: _Toc527015579]Audio Options
When you click Audio Options you can access the following options by clicking either the Join by Phone or Computer Audio tabs.  When you click the Computer Audio tab, you can: 
Leave Audio or Join Audio in the meeting you are attending. 
Click Test Mic & Speaker to test the your computer speaker(s) or microphone and adjust the volume.  
If you have a Zoom Pro account, there will be a third tab for the Call Me feature, see Meeting Options: Audio Options — Call Me. 

[bookmark: _Toc527015580]Video Options	
Click the Video camera icon to turn on or off video for a meeting.


[bookmark: _Toc527015581]Manage Participants
When you click Manage Participants, the Participants screen appears. On this screen, you can: 
Mute All meeting participants. 
Unmute All meeting participants. 
By selecting Lock Screen Share, all participants in a meeting will not be able to share a screen.  The host will still be able to share a screen. Select Unlock Screen Share to allow all participants to share a screen. 
Click More to select the following: 
Mute on Entry will mute audio when participant join the meeting. 
Play Enter/Exit Chime will play a chime whenever a person enters or exits a meeting. 
Lock Meeting will not allow any new participants to join the meeting. 
Scroll over a meeting participant’s name to Mute or Unmute the participant. 
Scroll over a meeting participant’s name to Rename the screen name of the participant. Click Rename, type in the new name and click OK. 

[bookmark: _Toc527015582]Share Screen
When you click Share Screen, a screen opens where you can select the window or application that you want to share. 
Select, if needed, one of the following options: 
Share computer sound when screen sharing 
Optimize for full screen video clip 
Click Share Screen.

[bookmark: _Toc527015583]Chat
Click Chat to send a group chat to a selected Group. 
Select a Group from the left side of the screen. 
Type in a message and press Enter. The message is sent to all members in the selected Group. 
If you want to keep the chat, click Save Chat. The message is saved in the meeting folder on your computer.  
To view the chat, click Show in Folder or browse to the folder.

[bookmark: _Toc527015584]Record a Meeting
To record or stop recording a meeting audio and video (if selected), do the following: 
Click Record to begin recording. Zoom will record the meeting’s audio and video (if selected). 
Click Stop Recording to end all audio and video recording of the meeting. The recording will not be saved until you end the meeting.


[bookmark: _Toc527015585]End a Meeting
To end a meeting: 
Click End Meeting. The End Meeting and Leave Meeting screen appears. 
Click the I’d like to give feedback to Zoom if you want to provide feedback on the conference call you just hosted or attended. 
Select End Meeting for All to end a meeting for which you are a host. 
Click Leave Meeting if you want to leave a meeting you joined. 
Click Cancel if you decide you do not want to end or leave the meeting.

[bookmark: _Toc527015586]Full Screen Mode for Meeting
If you want to view the meeting in full screen, click Enter Full Screen in the upper right corner of the Zoom meeting.  
To exit full screen mode, click Exit Full Screen and your meeting window returns to its original size.

[bookmark: _Toc527015587]Accessibility Features
Zoom has four vendor-specific accessibility features:
Closed Captioning: Participants may type captions for what is said verbally during the meeting. Enabled under Profile Settings at https://zoom.us/signin
Closed Caption REST API to allow 3rd party closed captioning service providers to integrate with Zoom video conferencing and webinar
Keyboard Shortcuts for easy navigation of Zoom features
Resizeable text and user interfaces on Windows via support of high DPI Aware: End users may use system DPI scale settings rather than screen resolution to change the size of displayed text and user interfaces

[bookmark: _Toc527015588]Captioning 
The link listed in Step “1” (above) provides the details on how to set up and use Closed captioning.  The below links talk specifically on how to enable/setup recording capabilities for users within the Zoom web amin portal.  

Zoom-Local-Recording
Zoom-Cloud-Recording


The Closed-Captioning-with-REST-API link provides information on what is required to allow 3rd party closed captioning services.  Any realtime captioning service of choice should work with a little bit of development.


[bookmark: _Toc527015589]Video File Storage/Archival
You can share your local or cloud recordings with others by uploading it to third-party cloud storage such as Dropbox or Box, a content/learning management system, or a video sharing site such as Youtube or Vimeo.

Save the video to your computer
From your computer
Copy/download the recorded video to your computer. Before you upload the video to YouTube, make any edits that you would like, and then make sure that it is converted into a proper format. There are a wide variety of programs and websites that can convert video for free. YouTube accepts the following formats:

.AVI (Audio Video Interleaved)
.3GPP (3rd Generation Partnership Project)
.MOV (QuickTime Movie)
.MP4 (Motion Picture Experts Group Part 14)
.MPEG or .MPG (Motion Picture Experts Group)
.FLV (Adobe Flash)
.M4V (h.264)
.WMV (Windows Media Video)
.WEBM (HTML5)

Sharing video via YouTube:

Sign into YouTube
Log in to your account. Each account has its own channel attached to it. Sign in to the account that is associated with the channel that you want to upload the video to.

Click the Upload button
Click the Upload button on the top of the homepage. It is located to the right of the Search bar. Then click "Upload video" in the menu that appears.

Select a video file
Choose a video file. Click the “Select files to upload” button to open a file browser. Find the file or files that you want to add. You can also drag and drop videos into the square in the web browser window.

Click Open
Click the Open button. If your account is unverified, you are limited to 15-minute uploads. You can upload longer videos by verifying your account via text message. You can find the verification link in the Upload page.
You can upload directly from your webcam instead of uploading a pre-existing video. You can preview the recording before you upload.
Once you open the file, the video will begin uploading automatically. You will be taken to a page where you can enter the information for the video.

Enter a title and description
Enter the details. Required information includes the title of the video, the description of the video, and any tags that you want to add.
Adding a description to your video will allow for others to learn more information about it, which will display at the bottom of the video. To help your video stand out, add a unique description and don’t just copy the title into the description box.
Tags allow other YouTube users to see your video by linking common words associated with your video (e.g. Dancing Elephants has a tag of "elephants," "dancing," and "funny"). Other videos with similar tags will often be seen together in the "Recommended videos" sidebar.
Annotations allow you to add notes or pauses to the video that you may have forgotten to put in. These can allow the viewer to see additional information about your channel, for example, without having to read the description.

Adjust additional settings
Choose Privacy settings. Public videos can be searched for and viewed by anyone. Unlisted videos are only accessible to people who know the video link. Private videos are unlisted and can only be viewed by viewers that you designate. These users need to have a Google account to access the video.

Share
Share your video if you want. You can share your video on Google+, Facebook or Twitter, or you could send your friends the video link. Check the box next to each service that you want to share with.

Monitize
Choose to monetize your video. Click the Monetization tab and check the Monetize box to place ads on your video.

Advanced Settings
Adjust any advanced settings. Click the Advanced tab and review the options. You can choose to disable the comments, disable video responses, change rights ownership, choose to notify your subscribers, and more.

Thumbnail
Choose a thumbnail photo for the video to let other YouTube users see a quick overview image of what they should expect to see in your video. YouTube finds locations where the filming stopped for several seconds and takes a quick snapshot and allows you to use these clipped images for your videos. This is mandatory, but YouTube helps you out by selecting the very first clip at near the beginning of the video. Click a new clip's image to change its thumbnail.

Save
Hit Save. Your title, description, etc. will be saved when your video has completed uploading. When the bar fills, you have posted a video on YouTube. Once your video has been uploaded, you can embed it on your website or share it online.


[bookmark: _Toc527015590]Additional Helpful Links:
Watch the Getting Started Videos
Join our Weekly Zoom Meetings and Webinar training
Join a test meeting
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