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WHAT IS ZOOM? 
 

ZOOM 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 ZOOM DIFFERENT? 
 

ZOOM is self-serve and it allows 

you to: 

• Sign up for a ZOOM account 

YOURSELF! 

• Host a ZOOM meeting or class 

YOURSELF! 

• Schedule a ZOOM meeting or 

class YOURSELF! 

• Record your ZOOM meeting or 

class YOURSELF! 

ZOOM is geared for the virtual 

space: 

• Video breakout rooms; 

• Screen share documents; 

• Group messaging; 

• Annotation and co-annotation; 

• White boarding; 

• Raise hand; 

• Photos and video clips; 

• iPhone/ iPad screen share with 
iOS mirror. 

ZOOM is best known for its: 

• Small footprint; small installer 

file, low PC resource utilisation; 

• Ease of use; 

• Reliability; 

• Robustness; 

• High flexibility. 
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HOW TO - SIGN UP FOR A UTT ZOOM 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. 

 

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

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

 

 

4. Confirm your email by clicking the blue “Sign 

Up” button in the notification window. 

 

5. A notification will appear informing you that a 

confirmation email has been sent to your UTT email. 
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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 

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



05/26/2017                                                                                                                                                                                                          7 | P a g e  

7. Enter your name and password. The password strength 

is displayed to the right of the password you entered.  

 

 

The password requirements for ZOOM accounts are: 

• Must be at least six (6) characters; 

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

"aaaaaa"); 

• Cannot contain consecutive characters (i.e., "123456" or 

"abcdef"). 

 

8. You’re done! Fill in your personal information and have 

productive meetings and class sessions without leaving 

your home or office. 
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HOW TO – DOWNLOAD THE ZOOM 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. 

 

2. In the Download Center, under Zoom Client for Meetings, click the “Download” button.  
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3. Alternatively, you can click on the following link to download the software: https://zoom.us/support/download. 

     Downloading the ZOOM Mobile Application/ App 

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

 

• Alternatively, you can download the apps in ZOOM’s Download Center via the following link: 

https://zoom.us/download. 

 

 

For iOS devices, visit the Apple 

Store and search for “ZOOM”. 

For Android devices, visit Google 

Play and search for “ZOOM”. 
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Downloading the ZOOM Outlook Plugin 

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

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

 

 

3. Run the MSI file and follow the install wizard to complete the installation. Restart Outlook before using the Plugin. 
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HOW TO - UPDATE ZOOM 

ZOOM 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. 

 

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

version. If not, ZOOM will be updated. 
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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: 

• https://zoom.us/download. 

• https://zoom.us/support/download. 

• https://zoom.us/download2. 
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HOW TO - SCHEDULE A ZOOM MEETING 
ZOOM offers multiple options to schedule a meeting. Users can schedule a meeting using the following steps. 

Scheduling from the ZOOM Application/ App

1. Sign in to your account from the ZOOM desktop app. 

 

 

2. Enter your UTT ZOOM login credentials. 
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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. 

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 ZOOM 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. 

 

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

settings.  

 

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. 

 

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

ribbon. 
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 Scheduling from the ZOOM 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. 

3. On the left-hand navigation menu select, “My Meetings”. 

 

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

ZOOM 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 ZOOM Desktop Application/ App  

1. Open the ZOOM desktop app and select the “Join a 

Meeting” button. 

 

 

2. Alternatively, you can sign in to your ZOOM account 

and select the “Join” icon. 

 

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. 
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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. 
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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. 

 

 

 

 

 

Join Via Email Invitation 

• Join by clicking on the URL link in your e-mail or calendar invitation. 
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HOW TO - SCREEN SHARE IN ZOOM 
Starting a Screen Share Meeting in ZOOM

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

menu. 

 

2. Select your preferred audio conference options. Then, 

click on the “Share Screen” icon. 
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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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Alternatively, you can click on the “Start with video” icon. 

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

 

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

 

  

To enable simultaneous screen sharing: 
 

• Click the arrow (^) to the right of the Share Screen icon, 

then, choose the “Multiple participants can share 

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

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

 

 

 

 

ZOOM BASICS @ TLC 

 

ZOOM Support Center ZOOM Video Tutorials ZOOM Training  ZOOM Webinars 

 

 

 

 

 

 

 

 

 

https://support.zoom.us/hc/en-us  https://support.zoom.us/hc/en-

us/articles/206618765-Zoom-Video-

Tutorials  

https://zoom.us/livetraining  https://utt.mediasite.com/Mediasit

e/Catalog/catalogs/tlc-webinar-

central 


