How to Participate in l
Zoom Classes & Meetings

Especially NDEC Webinars & Online Tutoring

PRESENTED BY:
MAINE DIGITAL INCLUSION INITIATIVE




NDEC’s Online Classes Using Zoom

What you need 1o participate:

« A computer, fablet, or smartphone
connected to the infernet

e An emall address

* Interest in learning new skills!




Three ways you may get the link to l
the “YZoom Room” by email:

1) Calendar Invite — works well it you are used to
using an online calendar

2) Email instructions from the organization before
the class or meeting

3) Invite sent by emall af the time of the class



Calendar invite:
Click on link to the right of where:

ﬁ 0 i 0 E » 29 of many <

Invitation: Webinar: Using Cloud Library @ Thu Mar 19, 2020
2pm - 3pm (EDT) (marita@digitalequitycenter.org) inbox x

Bethany Leigh via google.com & Thu, Mar 19, 11:46 AM (3 days ago)  Y¥

—=r -

10 Me, Tt

| Mar Webinar: Using Cloud Library Agenda
1 9 View on Google Calendar Thu Mar 19, 2020

When  Thu Mar 19, 2020 2pm - 3pm (EDT) No earlier events

Where  https://zoom.us/j/5825808002 2pm Webinar: Using
Cloud Library

Thu '

The guest list is not available

No later events




Emaill invitation: Click on link below
“Join Zoom Meeting”

0 Bethany Leigh Thu, Mar 19, 12:38 PM (3 days ago)

to bcc: me

Thank you for signing up for Using Cloud Library. Please click on the link below (highlighted in blue) to join this webinar. If
have a microphone please also call one the phone numbers highlighted in yellow, and when prompted enter the ieeting

green below.
NDEC Classroom1 is inviting you to a scheduled Zoom meeting.

Topic: Webinar: Using Cloud Library
Time: Mar 19, 2020 02:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://zoom.us/j/5825808002




Before clicking on the link to go
INfo the Zoom room:

» Figure out If you are going to be able
to hear and speak over the computer
or if you will use a phone.

» Computer needs a microphone &
speakers (unmuted).

» If not sure, use phone the first time. You
will need the meeting ID in the invitation
for this.



Click on "Open Zoom Meetings”

Axiom Education & Training Cen: X Q Launch Meeting - Zoom X li Facebook

¢ C @ zoom.us/j/22225950107status=success pxd ﬁ :

: Apps Online Safety ¥ Google Calendar -... . Other bookmarks
Open Zoom Meetings?

Oom https://zoom.us wants to open this application. Support English +

Open Zoom Meetings

Launching...

Please click Open Zoom Meetings if you see the system dialog.

9:14 AM =
3/23/2020 22

L Type here to search i i



Before Zoom lets you info the meeting: l

»If you are on a computer, it will
require a small software download.
That is okay. Please do it.

»If you are on a smartphone or tablet,
you will need 1o download the free
/oom app.

» It will also ask for your name. Please
enter at least your first name.



Test your computer mic/speakers
For your first session, go iInfo Zoom before class starts

Axiom Education & Training Cen' X o Launch Meeting - Zoom X n Facebook X | + —

&« C @ zoom.us/j/22225950107status=success w @ :

i Apps Online Safety Google Calendar -... Constant Contact :... NDII MDII Google for Nonprof... » Other bookmarks

If you go in ea zoom
you will see the test
audio button.

" Please wait for the host to start this meeting.

This is a recurring meeting

National Digital Equity Center (2)'s Personal Meeting Room

If your computer
OUdiO doesn,-l- Work' Test Computer Audio
please use the -

phone number in
Th e iﬂVi'l'Cl TIO an Please click Open Zoom Meetings if you see the system dialog.

9:19 AM
=

~
~ ) 3%
o ) @ 3/23/2020 122




INn the Zoom room
You will see whoever Is speaking currently

oom Meeting ID: 207-259-5010

If YOUR camera is 'u
on you will See/ o’ ,/w -
yourself here -Ntlonal Digital E...

.

To get this boftom
menu to come up, \t .y

: - @
please point your —
mouse at the _
bottom of the
piCTUre Of -I-he -;ll-N:atio!al Digital Equity Center
person speaking O wm.

Stop Video

Pl

Q @

Record

n . 7:59 PM
@ «® cam O @ 3/17/2020 &



Using computer audio
If you can’t hear and/or they can't hear you

Check to make sure
your speaker on
your computer is

not muted. It wil r
have an x to the 5 —5
right if it is muted.
1 v e
—
Check to make sure s
the microphone is

n C.>-I- m U -I-e d ; -I-.h e .\ -,||-||-Natio!al Digital Equity Center
microphone in this 0 . wm .
picture is not —

muted.



If you still can't hear -
Switching to phone audio

& Zoom Meeting ID: 222-259-5010

Click on this up
arrow to get the
audio menu to
appear.

23 Enter Full Screen

Select a Microphone

v/ Microphone Array (Realtek High Definition Audio(SST))

Then check “switch
to phone audio”.
When you do that
will give you @
phone number and
a meeting ID to
enter the phone
audio.

Same as System

.
~ Selecta Speaker
~ V Speakers (Realtek High Definition Audio(SST))

Same as System

Test Speaker & Microphone...
Switch to Phone Audio...

eave Computer Audio

~ @ @
Chat ecord

are R
) : Z 8:42 AM
| P KX wo [ .4 A v Q) 3%
"= = 1 DT spe0 25

nvite



Sharing out your computer screen
For instructional webinars & online tutoring

Sharing your screen B —p
allows you to show |

everyone q — .Nétional Digital E...

document or o

website.

It allows an
instructor to look
over your virtual
shoulder.

alll National Digital Equity Center

I‘I r_. - ‘ .
X

Stop Video

Click here to share.

7:59 PM
>
' 3/17/2020 &



Before you share your screen:

»Share the whole screen rather than
just a particular program or browser
window.

» Before you share, close everything you
don’t want someone else to see such as
emalil, FaceBook, or games.

» The class instructor or meeting organizer
Is able to stop the share or you can.



A few more tips:

» Video - When participating with video on,
everyone can see what you are doing in
your room. If you are actually falking on the
Ehhqrne rather than listening, people will see

af.

» Audio - When you are not the speaker,
please mute your microphone. If you are
not muted, people can hear everything
iIncluding conversations you may be having
with other people.



DO YOU want your own Zoom
accounte — [t's free!

Axiom Education & Training Cen: X () Plans and Pricing - Zoom

GO 1O WWW.ZOOM.US [H Y
i 355 Apps Online Safety Google Calendar -... lzd Constant Contact:... NDII MDII Google for Nonprof... Other bookmarks
and click on Plans & © z
2 H REQUEST ADEMO 1.888.799.0125 RESOURCES ~ SUPPORT
(leilgle

2 OO l . SOLUTIONS v  PLANS & PRICING =~ CONTACT SALES SCHEDULE AMEETING  JOIN A MEETING HOST A MEETING ~

Th e B O SiC Fre e P | O n We have developed resources to help you through this challenging time. Click here to learn more.
limits groups o 40 £ & Business Enterprise

Personal Meeting Great for Small Teams Small & Med Businesses Large Enterprise-Ready

minUTeS Free $14.99/m0/host e $19.99/m0/host $19.99/mo/host e

* Minimum of 10 hosts * Minimum of 50 hosts

YOU need fo create Sen up, I Free Buy Now Contact aes
O n O C C O U n -I-, b U -I- Host up to 100 participants e All Basic features + All Pro features + All Business features +
L] L]
Unlimited 1 to 1 H Includes 100 participants Includes 300 participants Enterprise includes 5
yo U r p O r-I- I CI p O n TS e o7 meetnes Need more participants? Need more participants? participants m

v

d y -|_ d 40 mins limit on group meetings @ o ] Enterprise Plus inclu :
on 1 neeada one. : > .p 1T33AM
P Type here to search . AT TR 3/24/2020 %3



http://www.zoom.us/

Sign up for a webinar or futoring at l
www.digitalequitycenter.org/classes/

You can sign up for elther a group webinar or
individual online tutoring on a variety of topics.

I this is your first class/tutoring with NDEC, please
complete the enrollment registration form at
hitps://enroll.Digitalequitycenter.org



https://enroll.digitalequitycenter.org/

Maine Digital Inclusion Inifiative l

» For more Info:
» www.digitalequitycenter.org

» classes@digitalequitycenter.org
» 207-259-5010

@Copyr/'ght by the National Digital Equity Center


http://www.digitalequitycenter.org/

