Lennox School District
Instructional Services and Technology Departments

Joining a Zoom Meeting on a Computer

1) Begin by opening Zoom: httgs//&)mu_/

2) Click “Join a Meeting” at the top of the screen.

JOIN AMEETING

3) Enter “Meeting ID” to join a meeting.

Zoom JOIN  HOST =

Meeting ID or Personal Link Name

4) Click Open zoom.us/

Open zoom.us?

https://zoom.us wants to open this application.

Cancel Open zoom.us

5) if prompted, follow steps to sign in with your Lennox Google account.

~

& | Signinwith Google

f | Signin with Facebook

https://bit.ly/lennoxzoomtutorial



https://zoom.us/

Hosting a Meeting
1) Begin by opening Clever: clever/in/lennox

SIGN UP, IT'S FREE

2) Sign Up for a free zoom account using your Lennox email address:

Sign Up Free

3) Follow sign-up process using Lennox Google account:

G | signinwith Google

Note: Free accounts have a 40 min. time limit. il b

G Sign in with Google

REQUESTADEMO  1888.799.9666 ~ RESOURCES v  SUPPORT
ZOOI | . SOLUTIONS v  PLANS & PRICING ~ CONTACT SALES SCHEDULEAMEETING  JOINAMEETING ~ HOST AMEETING ~ ﬁ, SIGN OUT ﬁ

PERSON Choose an account
A Upcoming Meetings Previous Meetings Personal Meeting Room W Get Training 1 continue to Zoom

Profile Meeting Templates
) 5 RyanWilliams
Meetings ryan_williams@lennoxk12.org
Webinars Schedule a New Meeting
Recordings
Start Time Topic Meeting ID
Settings
@ Today My Meeting 440-188-968 Join End
10:00 AM
ADMIN
> User Management
> Room Management
> Account Management
> Advanced Save time by scheduling your meetings directly from your calendar.

|
!

ai Microsoft Outlook Q Chrome Extension
Plugin Download

4) Note the Meeting ID so you can enter it on the Next Screen.

Schedule a New Meeting

5) Once you get into the Zoom interface, the first thing you will want to do is
“Schedule a New Meeting”.

6) Once you press “Schedule a New Meeting”, set the preferences for your meeting and save.

ZOOM sownons - pusapmons scHEDUEAMEETNG o V0 o oo

” oo
My Meetings - Schedule a Meeting
Schedule a Meeting Ado O Telen hone ComputerAudio © Both
Topic My Meeting

Meeting Opt

Descrif iption (Optional) Admin Conference
When 03/19/2020 @ | 1000 ~ | AM lly on the local computer
Duration o v hr 30 v min

7) Recommended Settings for security purposes:

Use the “Waiting Room” feature
Consider using a password

Turn off “Private Chat”

Turn off “Screen Sharing”

Turn on “Remove uninvited participant”
Do not post your link publicly.

End meeting prior to leaving.

codooodd

https://bit.ly/lennoxzoomtutorial

Consider co-teaching your Zoom to help
with management of guests.

Lock meeting if all students have arrived.
Explore settings like “Chime upon entry”.
Use Zoom for check-ins and social
interaction rather than direct instruction.
Practice with friends and family first.



8) Once ready, click “Start this Meeting”.

Start this Meeting

When prompted, select Keep.

9) Upon launching your first meeting, Zoom will need to
download a package to you device. Once complete, click

on the package to open the Zoom App. H lick Z K
en click Zoom.pkg

When prompted, select Keep. If nothing prompts from browser, try again.
Then click Zoom.pkg
zoom
@ Zoom.pkg ~
10) Once package opens, Zoom will prompt you to Join a Meeting.
Join Meeting
11) Enter the meeting ID that was assigned on the previous screen and osenacs
enter a screen name.
{ Ryan Williams J
. . . Remember my name for future meetings
12) You will be prompted to wait, but if you are the host, you () Dot connect o auso
[P F 1] . Turn off my video
can “sign-in” to start the meeting. == - |

13) Once meeting interface opens, test your audio.

Waiting for the host to start this meeting

Start at 10:00 AM

rA .

La My Meeting
s

14) Enter full screen. -

o e a

16) Click “Manage Participants” and admit guests to the meeting as they enter.
17) Manage audio and video output using “Mute” and “Start Video”

18) Click “Share Screen” as necessary. Select the proper screen.

19) Click “Chat” to open chat interface.

20) End meeting with by pressing button on the bottom right. -

https://bit.ly/lennoxzoomtutorial



