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What is Zoom? 
 
Zoom is a website and app which lets 
you video call lots of people at once. It is 
used a lot for meetings. 

 

How to use:  
 
You will be sent an email with a link that 
looks like this:  
https://us04web.zoom.us/j/712696000?
pwd=MDVJcWxXWGovc2xHN2piMG41R
mEzZz09 
 

 

Click on the link and you will be taken to 
a page which looks like this: 

 

 

Zoom may automatically download from 
this page. If it does not automatically 
download, click “download and run 
Zoom”.  
 
Then follow your computer’s instructions 
to download the app.   
 

How to Use Zoom 
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Once you have downloaded and opened 
the app, you should see this page: 
 

 
Click “Join a Meeting”  
 

 

Go back to the email you were sent 
containing the link.  
 
In this email, there will be a Meeting ID 
and Password which look similar to this 
but will be different:  

 
Meeting ID: 396 580 966 

Password: 914876 
 
 

 

Type or copy the Meeting ID into the 
first box.  
 
Type your name into the second box. 

 
Click “Join” 
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On the next page, type or copy the 
password and click “Join”. 

 

 

A page will then come up to test the 
webcam. Make sure your beautiful face 

can be seen- smile! 
 

 
 
Click “Join with Video” 
 
If the screen is blank, make sure your 
webcam is on, working and not 
blocked.   
 

 

You should now be in the meeting and 
will start to see other people’s faces. 
Make sure you join with audio so that 
everybody can hear you.  
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There are different view options on 
Zoom.  
 
Option One: 
If you click on “Gallery View” in the top 
right-hand corner, the screen will look 
like this:  

 
This means you can see the screens of 
everyone in the meeting at the same 
time. 

 

Option Two: 
If you click on “Speaker View”, your 
screen will only show you and the person 
who is speaking:  

 
This means the screen will change quite a 
lot if lots of people are speaking. 

 

If you don’t want people to hear you, you 
can click on the “Mute” button at the 
bottom left of the screen:  
 

 
 
Click on it again when you want people 
to hear you. 
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If you don’t want people to see you, you 
can click on the “Stop Video” button:  
 

 
 
Click on it again when you want people 
to see you.  
 

 

If you want to leave the meeting, you can 
click “Leave Meeting”, at the bottom 
right of the screen: 
 

 
 
 


