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What is Zoom?


One of the ways we can meet during COVID-19 is on Zoom.


Zoom is an app that you can use to video chat with people online.


An app is a program that you download to your device.

A device is:

a computer or laptop

a smart phone

a tablet or iPad .
Zoom is a good way to meet up with lots of people online at the same time.


When you meet up on Zoom it is called a Zoom meeting.


When you chat on Zoom with other people you can:

see them

hear them. 


If people want to use Zoom they will invite you to a Zoom meeting.


You can use Zoom for things like:

meetings

talking with your friends

joining support groups

joining a class online to learn things.


To use Zoom your device will need to be connected to the internet.


The internet is a network where you can find or share information online.




You will need to have a good internet connection so sit close to your internet router.


An internet router is a box that sends Wireless Internet or WIFI around your house or office.

It lets you connect to the internet.


If you need help to connect to the internet you can ask for help from:

a friend

a family member

your support worker.





Using Zoom on a computer or laptop


Can we see if Photo symbols has images of:

WEBCAM (the image I have used is not free use I don’t think)
COMPUTER SPEAKERS
HEADSET WITH MICROPHONE
OR JUST MICROPHONE

To use Zoom on a computer you need:

a webcam

a speaker

a microphone.


Most laptops have all these things built into them.
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If you are using a desktop computer you may have to connect these things.S
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Before you can use Zoom you will need to download it to your computer or laptop.


It is free to download.
How to download Zoom



Open your internet browser.


An internet browser is a program you can use on your computer to get the internet.


You might have more than one browser on your computer like:

Internet Explorer

Safari

Chrome

Firefox

Microsoft Edge.


At the top of your browser there is a line for you to type a website address into.


This is called the address bar.


Type zoom.us/download into the address bar.


This takes you to the Zoom Download Center.


Click on the Download button under Zoom Client for Meetings.


Zoom Cloud Meetings is the name of the Zoom app.



When it has finished downloading you will see a small button that says Zoominstaller at the bottom left of your screen.


Click on Zoominstaller.


A security box may come up.


Click Run.


A box will come up that says Initialize.


This means that Zoom is getting set up.


Wait for it to finish.


When it is finished Zoom will open up.


This means that you now have Zoom on your computer.


How to join a Zoom meeting



To attend a Zoom meeting someone has set up you will need to be invited to join.


You can join a Zoom meeting in 2 ways:

with a special code called a Meeting ID

with a link sent to you by email or messenger.


A link is an address to a website on the internet.


The 1st way to get to the meeting is by typing in the Meeting ID.
If you are using a Meeting ID you will need to open the Zoom app on your computer.


When the Zoom app opens click 
Join a Meeting.


Type in the Meeting ID that was sent to you.


Type in your name so people know who you are.


Click join.


Sometimes you will get asked for a passcode.


[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\png.png]If your meeting has a passcode it will be in the same message with the Meeting ID.


[image: วิธีการติดตั้ง/วิธีการใช้ Zoom – Rittiyawannalai School]Passcodes are used to keep the meeting private for only people who were invited.


Type in the passcode then click join meeting.
[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\links.png]

[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\cursor-emoji-332x512-w4s6w8kt.png]The 2nd way to get to the meeting is by clicking the link in the message you were sent. 
[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\chrome frame.png]

This will take you to a page that will start the meeting.

[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\open zoom.png]
If a box comes up click Open Zoom Meetings.


[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Zoom-Connecting.png]This will start the Zoom app on your computer.


If the box does not come up then click the blue button that says Launch Meeting.


[image: ]If you are having trouble getting the app to start up from here it might be because:

the app is not downloaded

the app is not installed.
[image: ]

You can get to the download page by clicking the link under at the bottom of the page.

[image: ]
If you are still having trouble you can choose to Join from Your Browser.
[image: ]
If you are using your browser a page will come up for you to sign in to the meeting.
[image: ]

Type your name into the box. 

[image: ]


Next to the sign in there will be a box that shows you what your camera is recording.


[image: ]
Click Got It.

[image: ]

Click Join. 




This will start up Zoom inside your Internet Browser.
[image: ]A warning dialog box might pop up asking if Zoom can use your microphone or camera. 
[image: ]

Click Allow.


[image: Allow participants to join before host – Zoom Help Center]Once you are in Zoom you will need to wait for the meeting host to start the meeting. 


The meeting host is the person who is running the meeting.
[image: Best Zoom Audio Settings for Getting Audio Quality [2 Ways]]

Click Join with Computer Audio so people can hear you.


You will now be in the Zoom Meeting.


[image: ]If people can not hear you click Join Audio.

[image: ]
If people can not see you click Start Video.


[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Zoom Meeting.png]Make sure you are facing your camera so you can be seen by the other people in the Zoom meeting.


It is important to keep safe on the internet.PLACEHOLDER

I was unable to find any images in the Dropbox that fit with Keeping Safe on the Internet



Make sure you only join a Zoom meeting if:

it is with someone you know

it is a class or group you have signed up to.


How to use Zoom

[image: Zoom Product Updates: New Security Toolbar Icon for Hosts, Meeting ID No  Longer Displayed - Zoom Blog]
When you are in a Zoom meeting there are lots of different buttons on the screen. 

[image: ]
[image: ]Some of the most important controls in a Zoom meeting will:

turn your microphone off
[image: https://assets.zoom.us/images/en-us/desktop/generic/in-meeting/video-layout-active-speaker.png]
[image: Changing your video layouts – Zoom Help Center]turn your video off

switch views.

[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\chair chairperson speaker microphone meeting.png][image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Computer Laptop (1).png]
It is a good idea to keep your microphone off during the meeting unless you are talking.
[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\listen hear (1).png][image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Computer Laptop (1).png]

This makes it easier for everybody to hear the person who is talking.
[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\noise noisy people loud overload.jpg]It can be distracting when there is lots of noise happening all at once.


[image: ]When your microphone is turned off it is called Mute.

[image: ]
When you click the microphone button it will turn the microphone off.

[image: ]
When you are on Mute the microphone button will have a red line through it.


[image: ]When you want to speak you can turn the microphone back on by clicking the microphone button again.


[image: ]In a Zoom meeting you can turn off your webcam so people in the meeting cannot see you.

[image: ]
To turn off your webcam click the camera button.


[image: ]When your webcam is off there will be a red line through the camera button.


[image: ]When you want to turn your webcam back on click the camera button again.

[image: https://assets.zoom.us/images/en-us/desktop/generic/in-meeting/video-layout-active-speaker.png]
[image: Changing your video layouts – Zoom Help Center]You can switch views in a Zoom meeting to see people in different ways on your screen.



[image: ]You can switch your view to:

[image: ]the Active Speaker

a Gallery view.
[image: https://assets.zoom.us/images/en-us/desktop/generic/in-meeting/video-layout-active-speaker.png]

[image: Changing your video layouts – Zoom Help Center]You can switch views as many times as you like in a Zoom meeting.

[image: https://assets.zoom.us/images/en-us/desktop/generic/in-meeting/video-layout-active-speaker.png]
When you switch to Active Speaker the person who is speaking will take up most of the space on your screen.


[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\training-involved.jpg]Active Speaker is good if you are in class or a course when you want to focus on the teacher or facilitator.


[image: ]Switch to Active Speaker by clicking on the View button in the top right corner.

[image: Changing your video layouts – Zoom Help Center]
When you switch to Gallery View you will see small videos of all the people who are in the meeting.

[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Zoom Meeting.png]
Gallery View is good if you are in a meeting where you want to see everybody who is taking part.

[image: https://assets.zoom.us/images/en-us/desktop/generic/in-meeting/video-layout-change.png]
Switch to Gallery View by clicking on the View button in the top right corner.





If you have trouble finding the buttons you can ask for help from:

a friend

a family member

your support worker.

[image: Zoom: Turn Off a Participant&#39;s Video | Information Technology | University  of Pittsburgh]
The meeting host can turn your video or sound off from their computer if you are having trouble doing it yourself. 


[image: ]Zoom is mainly a video meeting app but you can also use:

[image: ]text chat

reactions. 


[image: https://assets.zoom.us/images/en-us/desktop/generic/chat/chat-thread-with-replies-and-reactions.png]You can use chat to send messages to people in a Zoom meeting.


People can send messages to you too.

[image: ]
To use chat click on the word bubble button.


[image: How to Chat in Zoom Meeting? - Myplace Support - University of Strathclyde  Wiki]Select the participant you want to send your message to.


A participant is someone in the meeting.


When you have finished typing your message hit enter or return.



[image: Facilitating Student Participation on Zoom – CTE Resources]You can send messages to:

everyone in the meeting

privately to just one other person directly. 


Direct messages are useful if you need help from a meeting assistant who is also in the Zoom meeting.

[image: ]
You can also send reactions in a Zoom meeting.
[image: Zoom adds new emoji, a vanishing pen and more features to your video calls  - CNET]

Reactions are images that show how you feel about something that has been said in the meeting.

[image: Meet Android Oreo&#39;s all-new emoji | TechCrunch]
They are like the emojis on your phone. 

[image: ]To choose a reaction click on the smiley face button.
[image: ]

Click on one of the emojis to send your reaction.

[image: How to Raise a Hand In Zoom]
Another useful tool in the reactions is the raise hand reaction.
[image: C:\Users\Dan.LAPTOP-7634NFR4\AppData\Local\Microsoft\Windows\INetCache\Content.Word\answer know raise hand.png]

This is like raising your hand when you are meeting in person.


It lets the host know that you want to speak next.


[image: How to Raise a Hand In Zoom]When you have spoken you can turn off the raise hand by clicking the smiley face button then choosing lower hand. 
[image: ]You can leave the Zoom meeting by clicking the leave button in the bottom right corner.

[image: ]
Then click leave meeting.


[image: Easy Read logo.]This information has been translated into Easy Read by the Make It Easy service of People First New Zealand Inc. Ngā Tāngata Tuatahi.


[image: People First logo.]The ideas in this document are not the ideas of People First New Zealand Inc. Ngā Tāngata Tuatahi.

[image: Change logo.
Change is the name of the organisation.]		
Make It Easy uses images from:
[image: Photosymbols logo.]
Changepeople.org

Photosymbols.com
[image: Sam Corliss logo.]
Sam Corliss


[image: ]All images in this Easy Read document are subject to copyright rules and cannot be used without permission.
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