T IMHN Online Meetings

¢ Setting up Zoom: quick-start guide

The Independent Mental Health Network (IMHN) uses Zoom - an online video
conferencing platform — to host online meetings. Joining meetings hosted on Zoom is
free. Below is a quick four-step guide to setting up and registering for online Zoom
meetings.

Please note: the screenshots given as examples in this guide were taken on a laptop

computer. If you are using a different device, they might not look exactly the same.

Guide Contents
Page 2: Your device
Page 3: Installing Zoom

Page 4: Ensuring your device is working correctly
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1. Your device

You will need a computer, laptop, tablet or smartphone with either a video

camera, microphone, speaker/headphones; as well as internet connection.

all iPads made after 2011 have these features

all Apple computers (including MacBooks, MacBook Airs, MacBook Pros, and
iIMacs) made after 2006 have these features

all iPhones made after 2010 have these features

most modern Samsung Galaxy phones/tablets have these feature

if your phone does not have a physical keyboard (a ‘smartphone’), it is likely

that your device can join Zoom meetings.

If you are unsure about whether your device has the required features, you can visit

your device’'s manufacturer's website for more information.

The information provided on the list above presumes that all the hardware on your

device is working correctly. We regret that we are unable to provide specific

troubleshooting and support information for your particular device — contact the

manufacturer or retailer.

There is also the option to ‘telephone in’ to online meetings. A separate guide is

available for this.

IMHN — Zoom quick start/test guide (v3 auth AM 11/06/21)



2. Installing the Zoom application on your device

The Zoom application is sometimes referred to as the ‘Zoom client.’ It is the software

that you open and use to join meetings.

« If you are using a laptop or desktop computer, download and install the Zoom

software from this weblink: https://zoom.us/download

« If you are using a mobile device or tablet computer, visit your platform’s

applications store
o foriPads and iPhones, this is the App Store;
o for Android devices, this is the Google Play Store.
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3. Ensuring your device is working correctly

Once you have downloaded and installed the application, launch Zoom on your
device. Follow the prompts to login to your account. You'll need to create an account

if you don't have one — this is free, and will be associated with your email address.

When logged in, you will be met with the main panel. This is what Zoom may look

like on a laptop:

Click the cog at the top right of the window. A settings window will appear, like the

one below.
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Image 1: the main Zoom interface, on a laptop/desktop computer, and the settings icon.
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Image 2: the settings window. You can change Video and Audio settings by clicking the

options on the left.

From the main settings window, you can test your webcam and microphone, and
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| Enter full screen when starting or joining a meeting
| Automatically copy invitation URL once the meeting starts
Ask me to confirm when | leave a meeting
| Show my meeting duration
Add Zoom to macOS menu bar
| Stop my video and audio when my display is off or screen saver begins

| Remind me 5 minutes before my upcoming meetings
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make changes to the way they work using the options.
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The respective Audio and Video setting panes look like this:
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Camera: FaceTime HD Camera
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) statistics My Video:  Enable HD
Mirror my video
O Keyboard Shortcuts Touch up my appearance
Accessibility Meetings: Always display participant name on their videos
Turn off my video when joining a meeting
Always show video preview dialog when joining a video meeting
Hide non-video participants
Spotlight my video when speaking
Display up to 49 participants per screen in Gallery View
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@ Settings
General Speaker Test Speaker | Built-in Output (Internal Speakers) <
Output Level: it L

Video

{ ) Audio
O Share Screen

Microphone Test Mic \ Built-in Microphone (Internal Microphon... &
o Chat
Input Level: e
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D Keyboard Shortcuts

Use separate audio device to play ringtone simultaneously

Join audio by computer when joining a meeting

Mute microphone when joining a meeting

Accessibility

Press and hold SPACE key to temporarily unmute yourself

Advanced

Use the buttons to test your microphone and camera. The application will offer

guidance if things are not working as expected.
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