How to use Zoom for video conferencing?

You only need a Zoom account if you are hosting a meeting. The free account allows up to
100 attendees and 40 minutes per Zoom Meeting.

If you need to conduct a meeting longer than 40 minutes, you can request from your
respective department for a paid account.

Sign up a Zoom account

You only need a Zoom account if you are hosting a meeting.

Sign-up for a free Zoom account at https://zoom.us/signup

Note: For free account, you can only conduct a 40 minutes per Zoom Meeting
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2. After you signed up successfully, you will see the following Profile Page.
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Sign in using an existing Zoom account

1. Sign-in to an existing Zoom account at https://zoom.us/signin
Note: For free account, you can only conduct a 40 minutes per Zoom Meeting
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How to host a meeting?

1. Click on Host a Meeting

REQUEST ADEMO 888.799.966 RESOURCES « SUPPORT

SCHEDULE A MEETING JOIN A MEETING HOST A MEETING «
2. You will be prompted to download Zoom, follow the on-screen instruction to download
and install Zoom.
3. The Zoom client window will open upon successful installation.

4, For the audio conference options, click on the Join with Computer Audio button.
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Test Speaker and Microphone

(1) Automatically join audio by computer when joining a meeting

Click to invite participants
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9. Zoom setting bar (at the bottom of the screen
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¢ Invite Participants: Click on copy invitation

Type to filter

[ Copy URL ] [ Copy Invitation ] Meeting Password: 997077  Invite

Go to your email account and create a new email.

Paste (Cltr+V) the copied invitation (email address) to the newly created email.
Send to respective meeting participants

Join Zoom Meeting - Message (HTML)
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Join Zoom Meeting K
https://zoom.us/j/531449123?pwd=TmIUQTBGTDBzRzRmMTUQ1KOxw¥YmtBQT09

Meeting ID: 531 449 123
Password: 12345
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Manage Farticipants

¢ Manage Participants: You can choose to Mute / Unmute all

v Participants (1)

(Host, e, participant ID: 2408

&

Mute Al Unmute All More

¢ Manage Participants: You can click on More for other options

- a X
v Participants (1)

We... (Host, me, participant ID: 210092) (%

Mute Participants on Entry
V¥ Allow Participants to Unmute Themselves
¥ Allow Participants to Rename Themselves

Play Enter/Exit Chime

" Put Participants in Waiting Room on Entry
ute
Lock Meeting

Share Screen

e Share Screen: To share your screen, powerpoint, document or whiteboard
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Chat Record Reactions

e Chat
¢ Record

¢ End Meeting

Refer here for a more detailed userguide on using Zoom.

Note: Lecturers using Zoom for online teaching, please refer to Online Lessons Setup Kit in
iLearn for details.
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