[bookmark: _GoBack]Zoom Video Meetings Instructions

Step 1 - Firstly, download Zoom to your device as follows:

-i-phone/pad; Type in Zoom Mobile in the app store, search and select the Zoom Cloud Meeting (as per the picture below).
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	-For Android Phones/tablets; type Zoom Mobile into the play store, search and select Zoom 	Cloud Meetings (as per the picture below). 
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	-For Laptop/PC desktops type the following into your web-browser:	https://zoom.us/meetings  - You will need a webcam facility for this to work on a laptop/PC.
Step 2 – Sign In
· Open the app/webpage and choose the sign up link, then complete the fields.  You will then be sent an email to verify the set-up so please activate this on your email (remember to check spam or junk folder as the email may sometimes go into one of these folders). 
· You will next be prompted to create a password.


Step 3 – Creating a Meeting 
· Sign into your Zoom account.
· You will then have the following options to select:
-New Meeting (may say ‘Host a Meeting)’
-Schedule a Meeting
-Join a Meeting

New Meeting
As the host if you select a new meeting, this means you are arranging the meeting straight away at that time.  Once you click on the ‘New Meeting’ link, you will then be able to add participants.
	Please remember to ensure you have selected video on (unless you just want a conference 	call meeting and not video).

You will see a pin number ID code at the top of the screen, this is then used to activate share screen (as per step 4 on page 3).  

Schedule a Meeting
This is where you can schedule a meeting in advance.  By doing so will then generate a pin number ID to send to participants in order for them to join the meeting at the scheduled date and time.  
	Please remember to ensure you have selected video on (unless you just want a conference 	call meeting and not video).

Join a Meeting
If a meeting has been scheduled in advance, you will have been provided with a pin number or link name details.  These details are then typed into the ‘Meeting ID’ field when you select the ‘Join a Meeting’ link. 
	Please remember to ensure you have selected video on (unless you are just joining a 	conference call and not a video call meeting).


N.B. IF YOU ARE THE HOST YOU WILL NEED TO ENSURE YOU HAVE TELEPHONE NUMBERS AND EMAIL ADDRESSES STORED IN YOUR CONTACTS FOR BEING ABLE TO ADD PARTICIPATES TO JOIN THE MEETING.



Step 4 – Share Screen
Once you have a Meeting ID pin code, you will be able to select the ‘Share Screen’ option to create a meeting room view of participants (as per the picture below).
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How to Join a Meeting
· Click on the link you will have received in an email meeting invitation.  Download Zoom if not already done so by following Steps 1-3 on pages 1 and 2.
· If the host has not already started the meeting when you join, you may see a message that says ‘The host hasn’t started the meeting’.
· Once the host starts the meeting, a zoom window will appear where you can then click the join button.  If you wish to mute at any point during the meeting you can do so by clicking the microphone icon button at the bottom left of your screen.   
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