How to set up a zoom meeting.

e Click this link to take you to zoom https://zoom.us

e Click Sign in.
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4 Zoom’s new offerings that help you do your best work yet Read more >

Al that makes
you more
collaborative

Zoom Al Companion is your trusted digital assistant
that empowers you. Included at no additional cost
with your paid Zoom user account.

Plans & Pricing Discover Al Companion

e Fill in your email address and password

Sign In

( ™\
Email Address
A vy
( N\
Password
I | «
A vy
Forgot password? Help @

e Atthis stagé ydu may be asked to inpl]t an authentication code. (You may not)
which will be a number sent by message or to your email address.


https://zoom.us/

e Click SCHEDULE
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Limited-Time Offer: Save 50% off your first four months of a Large Meeting 500 Monthly add-on plan when you purchase . Terms Apply. Get Offer x
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e Fill in the following details:
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Up to you whether you put anything in the “topic” box.

When — click on the calendar and choose the date and time — note it's a 12 hours
clock so you have to click PM

Choose the duration

Don’t touch time zone, attendees, registration

Meeting ID — check “Generate automatically”

Passcode should be ticked.

Video — check on for both host and participant

Audio — check “both”

Click SAVE

On the next page, copy the “Invite link” — and that’s what you send out to people
to join. With the link, you shouldn’t need the meeting id or password as they are
built into the link, but if you want to be double certain, also copy the meeting ID
and security number — you have to click on the eye to see the security number.

e On the night of the meeting, login using the same details as above.

e Click on meetings on the left hand side — you should see the meeting you set up.
Hover your mouse over the meeting and you’ll see START, click this and start the
meeting.



