Getting started with Zoom Meetings Z00m

Sign in to your Zoom account Zoom Outlook Plugin

To login, simply: 1. Download Zoom Outlook Plugin from Download Center.

1. Click on 'Activate Your Zoom Account’ (Refer to your welcome emaiil).

Zoom Plugin for Microsoft Outlook
2. Download Zoom application from Download Center.

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

 200m Outlook Plugin

2. To login, enter your email address and Password.

EN T I Schedule a Start Instant Zoom Outlook Plugin App

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.

3. Enter your email address and Password.

. Meeting = Meeting =
Sign In 9 9
Zoam
| name.surname@company.com ] Sign In with S50
Password ~
e Sign In with Google | Upload your Profile Picture
Keep me signed in Sign In with Facebook Open your Profile from your Zoom App:

1. Click on your Name and select ‘My Profile’.

Enter Password

2. Click on ‘Change’ and browse to upload your Picture.

Sign Up Free



https://zoom.us/download
https://zoom.us/download

Getting started with Zoom Meetings

Scheduling a Zoom Meeting using

Zoom App

1. Open the App and Click on ‘New Meeting’ to start a ‘PersonalMeeting

ID'.
2. Click on ‘Schedule Meefting'.

3. Select the requited Meeting ID,
Meeting'.

‘Generate Automatically’ or ‘Personal

(=] Schedule meeting

Schedule Meeting

Topic

Name Surname's Zoom Meeting

Start: | Thu June 25, 2020

Duration: 1 hour v 0 minute v

("] Recurring meeting

Meeting ID

O Generate Automatically () Personal Meeting ID 918 756 2724

Password

("] Require meeting password

Video

Host: () on @ off Participants: () On ) 0ff

Audio

() Telephone () Computer Audio

o Telephone and Computer Audio ( 3rd Party Audio

Dial in from United Kingdom  Edit

Calendar

© Outlook

() Google Calendar

Advanced Options -

v (oo 2

() Other Calendars

- JE

Time Zone: India ~

Select Generate
Automatically or

Personal Meeting

Scheduling a Zoom Meeting using Outlook Plugin

1. Open your Profile from your Zoom App.

Start Instant
Meeting =

Z00Mm

2. Click on ‘Schedule a Meeting’ — select radio buttons to choose type of
meeting i.e. ‘Generate Automatically’ or ‘Personal Meeting ID’.

Schedule a
Meeting -

B H
MEETING INSERT

x = B O = Appointment

['_ST’ Scheduling Assistant
Delete 9) . Schedule AddWebex
aMeeting  Meeting ~
Actions Zoom Webex Show

© You haven't sent this meeting invitation yet.

From
= To..
Meeting ID
send | sypject &
® Generate Automatically
Location
Start time Password
End time Require meeting password

Video
Host On ® Off
Audio

Telephone

® Telephone and Computer Audio

Dial in from United Kingdom Edit

Advanced Options v

Save and do not show again

FORMAT TEXT REVIEW

& 0

Teams Meeting
Meeting Notes
Teams Meeting Meeting Notes

Personal Meeting ID 918-756-2784

Participants On

Computer Audio

3rd Party Audio

R,

ve
Cancel

Invitation (D 3
Attendees

Cancel

o

Options

Select Generate
Automatically
or Personal

Meeting




Getting started with Zoom Phone

Zoom Phone calling features gives you a flexible
and powerful cloud phone system (if enabled by
your organisation).

Access Zoom Phone - Desktop application
1. Open the desktop application
2. Click on the Phone tab

R @ [ ® ®
Home Chat Phone Meetings Contacts

Finding your number
When you access the Phone tab, your number will
be displayed at the bottom of the keypad.

Caller ID: +0 (000) 000-0000 v

Making a call using the Calls tab
1. Click the Phone tab
2. Type in a phone number or a person’s
name if they are part of your extension list
3. Click the Call button @
4. Once the callis active, the keypad
changes with additional call features

Enter a namel or number... (530) 591-
01:02
1 2 3

9 1 LD
ﬂ'l 4§1 T Mute Keypad Audio

g I ¢-¢
FZ! §V nglz

Add Call Hold Transfer

* 0 # || @ @

I Record Meet Minimize

Caller ID: +0 (000) 000-0000 v

In call controls

) Mute / unmute the call
Access the keypad / dial pad
T Switch to speaker phone
+ Add a call / start a conference call
” Place the call on hold
e¢ | | Transfer a call
_? Record the call
., Elevate the active call to a full Zoom
meeting
i « | | Minimise the feature pad

Transfer a call ;
During an active call click |....
Enter a number or search for a contact

1.
2.

3. Click on the number / contact

4. Select from either of the below options

>  Warm Transfer
> Blind Transfer
» Transfer to Voicemail

Z200Mm

Managing your contacts

To access your contacts click on Contacts

R 1 I ® ®
Home Chat Phone Meetings Contacts

1. To add a contact click on the ') and Add
a Contact

2. Enter the e-mail address of the person and
click Add Contact

Channels I:T:I

_
Add a Contact

Add a Contact
Email Address

Create 3 Channel

Jein a Channel o

ﬂE-wter email address J
Add an App 0 .

If this user accepts your request, your profile information
(including your status) will be visible to this contact.

Add Contact | Cancel |

Once a contact is added, you can easily call
them by clicking on their name and clicking the

L putton.

®
B Clair... ™ & %



Getting started with Zoom Phone

Call history

To check your call history, access your Phone tab
and then click on History on the left.

History displays information of received, placed or
missed calls.

You can return calls by hovering the mouse
pointer over the contact / number and then
clicking the callicon %

History Voicemail Lines SMS
All History v
¢ 153
.

+1(53

Russ Colbert 5/20/20
82278 - Missed 10:47 AM
Area089 2/4/20
+1(408) Missed 10:47 AM

By clicking on the 3 dots © on the Contact you
have different options available to you including
an option to block callers.

Send Text Message
Create a Cloud Contact
Add to Cloud Contact

Copy Number

Block Caller > Spam Calls

Delete Other Reasons
Clear All Call History

Call Duration: 1:08

Voicemail

Click on the Voicemail tab to access your
voicemail. Note the most recent voicemails would
appear first.

Histary Vaokcamail Lines

Dec 21, 2018

003z

Hover over the voicemail and click on the play
button to listen to the voicemail. A transcript of the
voicemail will also load.

History Vaicemail Lines

Voicemail notifications:

If you are enabled to receive voicemail
nofification e-mails, this will contain the number,
duration, date and time of the call including a
franscription.

Zoom

sent you a new on
Tue Nov 19,2019 15:30

To listen to this message, you can open the attachment or use any
Zoom Applications to have instant access to all your messages

“Emily template am had some questions and Why don't you talk to
you and | haver't seen you respond 1o my email 50 Give me a call
responsible you on the we know what's going on. But in addition to
that email. | have some quick questions as well. So hopefully hear
from you s00n CEEEEEEESSSRASRINTED

009
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Lines

Click on the Lines tab, this is the shared lines
option. Here you can view anyone you have
delegate access. You can also view the presence
of the individual and answer calls for them if they
are not available.

History Voicemail Lines






