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WHAT IS Z00M?

Z0OOM is The University of Trinidad and Tobago’s (UTT) official video conferencing platform for unified communication
needs. It amalgamates cloud video conferencing, simple online meetings, group messaging, and a software-defined conference
room solution into one easy-to-use platform. ZOOM allows faculty, students, and staff at the University to connect in real
time. It can be used from any computer, laptop, tablet, or phone, and it works on PC, Mac, Android and iOS devices from any

location. Use your UTT email address to sign up and get started with ZOOM!

You can connect to [almost] everything, [almost] everywhere, from [almost] any device.
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WHAT MAKES Z00M DIFFERENT?

Z0OO0M is self-serve and it allows Z0O0M is geared for the virtual Z0OOM is best known for its:

you to: space: o

Sign up for a ZOOM account
YOURSELF!

Video breakout rooms;

Screen share documents;

Small footprint; small installer
file, low PC resource utilisation;

Ease of use;

e Host a ZOOM meeting or class Group messaging; * Reliability;
YOURSELF! ® Annotation and co-annotation; e Robustness;
* Schedule a ZOOM meeting or *  White boarding; * High flexibility.
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class YOURSELF!
Record your ZOOM meeting or
class YOURSELF!

Raise hand;
Photos and video clips;

iPhone/ iPad screen share with
10OS mirror.
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GETTING STARTED
ZOOM HOW TOs
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HOW TO - SIGN UP FOR AUTT Z00M ACCOUNT

1. Open an internet browser and type https://utt.zoom.us in the URL bar.

2. Enter your UTT email address and click the orange

“Sign Up, It’s Free” button.

ur work email

3. Alternatively, you can click on the blue “Sign Up, It's

Free” button on the top right hand corner of the page.

JOIN A MEETING HOST A MEETING ~ SIGN IN SIGN UP, IT'S FREE
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4. Confirm your email by clicking the blue “Sign

Up” button in the notification window.

Welcome! Please confirm your email below to get started.

mediasite@utt.edu.tt

By signing up, | agree to Terms of Service

Sign Up Cancel

5. A notification will appear informing you that a

confirmation email has been sent to your UTT email.

We hawve sent a confirmation email to mediasite@utt.edu.tt.
Click the confirmation link in the email to activate your account.
Didn't receive the email? Check if it is in your spam folder.
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6. Final confirmation will occur once you validate your email address. Go to your UTT email and open the email sent by

Z0OOM and click the “Activate Account” button. Alternatively, you can paste the link into your browser.

Zoom account activation

« Zoom [no-reply@zoom.us] @ @ & Actons

To: mediasite

Thursday, April 21, 2016 9:40 AM

Z200m .

Hello mediasite @ utt. edu.tt,

Congrats on signing up for Zoom! In order to activate your account please click the button below to verify your email address:

https /iutt. zoom. us

lactivate?code=AEkvkveyv2qOyad GyvEVMzT4MEAzvQ5HoSBréGalUmys. BQUAAAFUOQ11GQANQAUbWVKkaWFzaXRIQHYOdC5IZHUuUdHOBAGQAABZS TFM1d1dmNINaT282U0dBMG5pMEB&fr=m

If the button above doesn't work, paste this into your browser:

For additional help, visit our Support Center .
Happy Zooming!

009

Copyright 2016 Zoom Video Communications, Inc. All rights reserved.

Our mailing address is:
55 Almaden Boulavard, Bth Floor, San Jose, CA 85113
+1.888.799.9666
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7. Enter your name and password. The password strength
is displayed to the right of the password you entered. 8. You're done! Fill in your personal information and have

productive meetings and class sessions without leaving

your home or office.

Welcome to Zoom

Hi.: shelly.carrington@uttedutt Youraccount has been successfully

activated. Please set your name and password to continue. S U Cce SS

First Name Hi mediasite@utt.edu.tt

Congratulations! Your password was set successfully.

Last Name
Here are some resources to help you get started:
Password
* Getting Started Guide
Confirm Password * Support Center

* Webinars and Events

The password requirements for ZOOM accounts are:

e Must be at least six (6) characters; “

e Cannot contain only one (1) character (i.e., "111111" or

Click GO to update your profile.

"aaaaaa");

e Cannot contain consecutive characters (i.e., "123456" or
"abcdef").
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HOW TO - DOWNLOAD THE Z00M SOFTWARE

Before you can use ZOOM for your meetings or class sessions, you must install the ZOOM software or applications for your
device(s). It's quick and easy!

1. Click on the download footer link at https://utt.zoom.us to access ZOOM’s Download Center.

About Download Sales Support

Zoom Blog Meetings Client 1.888.799.0125 Account
Customers Browser Extension Contact Sales Support Center
Our Team Outlook Plug-in Plans & Pricing Live Training
Why Zoom Lync Plug-in Request a Demo Feedback
Features iPhone/iPad App Webinars and Events Contact Us
Careers Android App Test Zoom
Integrations & Partners

Resources

Press

2. In the Download Center, under Zoom Client for Meetings, click the “Download” button.

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first
Zoom meeting, and is also available for manual download here.

Download Version 4.0.29656.0413
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3. Alternatively, you can click on the following link to download the software: https://zoom.us/support/download.

Downloading the ZO OM Mobile Application/ App

® You can download the ZOOM app for mobile devices directly from https://zoom.us/support/download.

We're now downloading Zoom ...

Your download should automatically start within seconds.
If it doesn't, restart the download

Zoom is available on Mobile and Tablet.

For iOS devices, visit the Apple ’ For Android devices, visit Google

Download in » Download in
Store and search for “ZOOM”. g . App Store Google Play Play and search for “ZOOM”.

¢ Alternatively, you can download the apps in ZOOM’s Download Center via the following link:
https://zoom.us/download.

Zoom Mobile Apps

Start, join and schedule meetings; send group text, images and push-to-talk messages
on mobile devices.

(555) 555-5555 Text me the link

Available on:

Download in
App Store
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Downloading the ZO OM Outlook Plugin

1. Go to hittps://zoom.us/download.

2. Download the ZOOM Microsoft Outlook Plugin from the Download Center.

Zoom Plug-in for Microsoft Outlook

The Zoom Plug-in for Outlook installs a button on the Microsoft Outlook tool bar to
enable you to start or schedule a meeting with one-click.

Download Version 4.0.33354.05

3. Run the MSI file and follow the install wizard to complete the installation. Restart Outlook before using the Plugin.

ﬁ' Zoom Outlook Plugin - x ‘ﬁ - ; ﬁ Zoom Outlook Plugin -

Select Installation Folder

Welcome to the Zoom Outlook Plugin Setup Confirm Installation

Wizard

=,

(=

o

o s
The installer will guide you through the steps required to install Zoom Outlook Plugin on your The installer will install Zoom Outlook. Plugin to the following folder. The installer iz ready ta install Zoom Outlook Plugin on your computer.
computer.
Toinstall in this folder, click "Mest. To install to a different folder, enter it below or click "Browse". Click "MNext" to start the installation.
Folder:
C:\Program Files [#B61\Zoom\Zoom Dutlock. Plugin' Browse...
Disk Cost...

WARMIMG: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distibution of this program, or any portion of it, may result in severe civi
or criminal penalties, and will be prozecuted ta the maximum extent pogsible under the law

Cancel < Back Cancel < Back Cancel < Back
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HOW TO - UPDATE ZOOM

Z0OOM provides a pop-up notification when there is a new update within twenty-four (24) hours of logging in. In order to

access the new and updated features, it is necessary to update to the latest version of ZOOM.

1. Once you have logged into the ZOOM app, click on the down arrow icon adjacent to the profile photo and name.

2. In the drop down list, select the “Check for Updates”

option.

Q) Zoom - Pro Account

Start with video

loin

e Shelly Carrington ® ~ £} Settings

® Available
S Busy
Add a Perscnal Note

Change My Picture

Check for Updates...

Help

Switch Account
Log Cut
Exit

Schedule

3. The pop up window will indicate if you have the latest

version. If not, ZOOM will be updated.

Q About

Zoom is up to date,

Z200Mm

Version: 4.0.29656.0413

Copyright ©2012-2017 Zoom Video Communications, Inc.

All rights reserved.

05/26/2017
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4. Users can also manually download the latest version by:

® Accessing the download center and clicking on the “Download” footer link at https:/zoom.us.

5. Users can also access the latest version of ZOOM directly from:

e https://zoom.us/download.

About

Zoom Blog
Customers
Our Team
Why Zoom
Features
Careers

Integrations & Partners

Resources
Press

Download

Meetings Client
Browser Extension
Outlook Plug-in
Lync Plug-in
iPhone/iPad App
Android App

e https://zoom.us/support/download.

e https://zoom.us/download?2.
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Sales

1.888.799.0125
Contact Sales

Plans & Pricing
Request a Demo
Webinars and Events

Support

Account
Support Center
Live Training
Feedback
Contact Us
Test Zoom
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HOW TO - SCHEDULE A ZOOM MEETING

Z0OOM offers multiple options to schedule a meeting. Users can schedule a meeting using the following steps.
Scheduling from the ZO OM Application/ App

1. Signin to your account from the ZOOM desktop app. 2. Enter your UTT ZOOM login credentials.

@ ZOOM Cloud Meetings - x & ZOOM Cloud Meetings - X

Z200m

Slgﬂ In (or Sign Up ) Qr
Jane.doe@utt.edu.tt Sign In with S50

Sign In Sign In with Google

Remember me m

Forgot your password? Sign In with Facebook

= (B A
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3. Click on the “Schedule” icon to add your meeting

information.

4. Set-up your future ZOOM meeting by including all the

necessary information in the schedule window.

a Zoom - Pro Account

@ Shelly Carrington &~

LF Settings

Start with video

Jain

Share screen

Start without video

Schedule

ds

Q Schedule a new meeting

Topic:  Shelly Carrington's Zoom Meeting

When
Start: IWed April 26,2017 vl |11:00AM g]l
Duration: ‘1 V]Hr ’0 V} Min

Time Zone: (GMT-4:00)SA Western Standard Time

Recurring meeting

— Video (when joining a meeting)

Host: ® On Off

Participants: ' ® On Off

Audio Options

Telephone Only VolP Only ® Both

Meeting Options

Require meeting password

Advanced Options v

Calendar
®  Outlook Google Calendar Other Calendars

5. After you have finished scheduling your meeting, click on the “Schedule” button located in the lower right-hand

corner of the window.
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Scheduling Using the ZO OM Outlook Plugin

1. The ZOOM Microsoft Outlook Plugin is designed to

make scheduling a meeting in Microsoft Outlook quick
and convenient; allowing you to schedule and start
instant ZOOM meetings, as well as make existing
meeting events ZOOM meetings. The Outlook Plugin
will also sync free and busy times to the ZOOM Client
based on your Outlook Calendar events. You must have
the ZOOM client installed and be logged in to install the
Plugin. Once you’ve installed the Plugin and restarted
Outlook, select the “Schedule a Meeting” icon located in
the main ribbon bar. If you do not see the “Schedule a
Meeting” or “Start Instant Meeting” icons, check if they
appear after creating a new appointment or calendar

event.

B -
FILE HOME SEND / RECEIVE FOLDER VIEW
=y X
®
=0 8 |
New New | Schedule a Start Instant & Delete
Email Iltems~| Meeting~ Meeting~ | & Junk~

New Zoom Delete
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2. In the pop-up window, select your desired meeting

settings.

B Foom - Schedule a Meeting

Video (when joining a meeting)
Host: ® On Off
Participants: ® On Off
Audio Options
Telephony Only Voip Only (® Both

Meeting Options

Require meeting password
+"| Enable join before host
Use Personal Meeting 1D 701-895-2024

Record the meeting automatically

Save and do not show again Cancel

N.B. - Selecting "Save and do not show again" will
make the current selections the default for all future

scheduled meetings using the Outlook Plugin.
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3. A calendar invitation will appear with the ZOOM information generated automatically. Enter the invitee’s email address

and the date and time of the meeting, then, click “Send” to forward the invitation.

) You haven't sent this meeting invitation yet,

To.. mediasite
=1
Subject Shelly Carrington’s Zoom Meeting
Send
Location | hittps://utt.zoom.usj/7018952024 - Rooms...
Starttime | Tue 5/2/2017 [E| 1000 2m - All day event
Endtime | Tue 5/2/2017 FE| [1030aM -

zZoom

Hi there,

Shelly Carrington is inviting you to a scheduled Zoom meeting

Join Zoom Meeting

iPhone onetap:  (US Toll): +14086380968,7018952024# or +16465588656,7018952024#
Meeting URL: https://utt zoom us/j/7018952024

Jein by Telephone
Dial +1 408 638 0968 (US Toll) or +1 646 558 8656 (US Toll)
Meeting ID: 701 895 2024

Intemnational numbers

Join from an H.323/SIP room system

H.323: 162.255.37.11 (US West)
162.255.36.11 (US East)
221.122.88.195 (China)
115.114.131.7 (India)
213.19.144.110 (EMEA)
202177 207 158 (Australia)
209.9.211.110 (Hong Kong)

Meeting ID: 701 895 2024

SIP: 7018952024@zoomcrc.com

Note: You can cancel the scheduling process or change the meeting settings by selecting the corresponding buttons in the

ribbon.

Ed - Shelly Carrington's Zoom Meeting - Meeting

MEETING INSERT FORMAT TEXT REVIEW

.
x 3 Calendar a D Eﬁ Eﬁul & Ei—i 5\‘@} a zShowAs: M Busy - O ...\“ =I i :r.lv:tle )
Delete L:f) Forward -] Cancel Cha.nge ppointment Sche.duling Lyn.c Meeting C.anc.el Address Check ResFonse Reminder: |15 minutes - |Recurrence Time Room Categorize ; ng mipertance Zoom
Settings Assistant Meeting Nates Invitation Book MNames Options - Zones | Finder - ow Impartance
Actions Zooﬂ Show lync Meeting Meeting Notes Attendees Options [} Tags Zoom
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Scheduling from the ZO OM Web Portal

1. Go to https://utt.zoom.us and sign in using your UTT email address and password.

2. Click on “My Account” in the top-right hand corner of the web portal.

CONTACT SALES 1.888.799.0125 FAQ SUPPORT

2 OOI l . SOLUTIONS - PLANS & PRICING SALES JOIN A MEETING HOST A MEETING ~ MY ACCOUNT

3. On the left-hand navigation menu select, “My Meetings”. 4. Click on the “Schedule a New Meeting” button.

My Profile Upcoming Meetings Previous Meetings Personal Meeting Room

My Meeting Settings

My Meetings Schedule a New Meeting Join a meeting from an H.323/SIP room system

My Recordings

My Webinars
Zoom Rooms

User Management

Group Management
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5. When entering the meeting information, click the “Save” button to complete the scheduling process.
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Schedule a Meeting
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HOW TO - JOIN A ZOOM MEETING

Z0OOM offers multiple options to join a meeting. Users can join through an email invite, an instant messaging invite, from

the browser, from the ZOOM desktop and mobile application.

Joining from the ZO OM Desktop Application/ App
2. Alternatively, you can sign in to your ZOOM account

1. Open the ZOOM desktop app and select the “Join a
Meeting” button and select the “Join” icon.

@ Zoom Cloud Meetings

Start with video Start without video

Sign In
Jain Schedule

Version: 4.0.29656.0413

Share screen

3. Enter the Personal Link Name or Meeting ID provided by the host and select your preferred audio and video settings.

Then, click the “Join” button.

955-555-555 ~

Shelly Carrington

to audio
| Turn off my video
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Join Via Web Browser

1. Open an internet browser and go to join.ZOOM.us and

enter the Meeting ID or Personal Link Name.

2. Click the “Join” button.

Join a Meeting

555 555 555

Your meeting ID is a 9, 10, or 11-digit number
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Join Via Message Request

1. A message notification with a ringtone will indicate that

someone is calling.

2. Select “Accept” to join the meeting.

Q

ASK

WHY
A3
Lisle Waldron

is calling...

= &=

Join Via Email Invitation

¢ Join by clicking on the URL link in your e-mail or calendar invitation.
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2 Reply 2 Reply All (3 Forward
Thu 4/20/2017 10:59 AM
Zoom <no-reply@zoom.us>
Zoom meeting invitation

To Shelly Carrington
) Click here to download pictures. To help pratect your privacy, Dutlaok prevented automatic download of some pictures in this message,

Hi Shelly Carrington,
You have been invited to be an alternative host for this meeting. As a host, you have the ability to start and end the meeting.

Topic: Zoom Meeting
Time: May 10, 2017 11:00 AM Puerto Rico

Join from PC, Mac, Linux, i0S or Android:https//utt. zoom us/s*437970255 I

Or iPhone one-tap (US Toll): +16465588656,437970255% or +14086380968.437970255%

Or Telephone:
Dial: +1 646 558 8636 (US Toll) or +1 408 638 0968 (US Toll)
Meeting ID- 437 970 255
International numibers available: https-/futt zoom us': nference?m=BhXUsMZaV5ZdThdqTAphS W7bVNpAbH-

Or an H.323/SIP room system:

H.323:
162.255.37.11 (US West)
162.255.36.11 (US East)
221.122.88.195 (China)
115.114.131.7 (India)
213.19.144.110 (EMEA)
202.177.207.158 (Australia)
209.9.211.110 (Hong Kong)

Meeting ID: 437 970 255

SIP- 437970255@162.255.37.11 (US West) or 437970255@162.255.36.11 (US East)
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HOW TO - SCREEN SHARE IN ZOOM

Starting a Screen Share Meeting in ZO OM

1. Click on the “Start without video” icon in the home

menu.
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Q Zoom - Pro Account — K

e Shelly Carrington ® ~ £} Settings

x

Start with video Start without video

Join Schedule

i

Share screen

2. Select your preferred audio conference options. Then,

click on the “Share Screen” icon.

Meeting Topic:

Host:

Invitation URL:

Participant ID:

Join Audio

Shelly Carrington’s Zoom Meeting
Shelly Carrington

https://uttzoom.us/j/257436700
Copy URL

13

Share Screen

@

Invite Others
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3. Select a window or an application that you want to share, then, click on the “Share Screen” button.
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& Select a window or an application that you want to share

Desktop 2

Sia - Heliumn lyrics (Fifty Shade...

Z00M Guide - Word

vg

Whiteboard

Zoom - Pro Account

Options are not available when multiple pecple can share at the same time

Q

03

iPhone/iPad

Inbox - Shelly. Carrington @utt....
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Alternatively, you can click on the “Start with video” icon.

1. Click on the “Start with video” icon.

Start with video Start without video

Join Schedule

Share screen

05/26/2017

2. Click on the “Share Screen” icon in the meeting menu.

A 5 ® e E=

Inwite Manage Participants = Share Screen Chat Record Breakout Rooms

To enable simultaneous screen sharing:

¢ (lick the arrow () to the right of the Share Screen icon,
then, choose the “Multiple participants can share

simultaneously” option.

One participant can share at a time

v/ Multiple participants can share simultaneously

Advanced Sharing Options...

Ao ' ® e 8B

Invite Manage Participants Share Screen Chat Record Breakout Rooms
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ADDITIONAL
RESOURCES




Need more information about ZOOM? Copy and paste the links below in an internet browser to access information from

Z0O0OM’s official support centre, view ZOOM webinars and sign up for free ZOOM training.

Z0OOM Support Center Z0OOM Video Tutorials Z0O0OM Training Z0O0OM Webinars

afn———

https:/ /support.zoom.us/hc/en-us https:/ /support.zoom.us/hc/en- https:/ /zoom.us/livetraining | https:/ /utt.mediasite.com/Mediasit
us/articles/206618765-Zoom-Video- e/Catalog/catalogs/tlc-webinar-
Tutorials central

Z00OM BASICS @ TLC
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