BOURNE U3A GUIDE FOR ZOOM USERS
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INTRODUCTION
During the various lockdown periods, Zoom has become an important part of maintaining social contact with friends, family and several of our’
U3A groups here in Bourne. As with all things I.T. related, there is a wide range of knowledge and enthusiasm for getting involved and this
applies to the Zoom system too. Some members will not want to join in on zoom, some will only want to be able to use the basic parts and some
will be happy to learn how to use the full system to schedule and run their own meetings.
These guidelines are intended to provide members with the knowledge to take as much or as little as they want from the Zoom experience.
With that aim in mind the individual sections in the guidelines have been written so that members only need to read the sections that allow them
to do just as much or as little as they want to. The sections cover the following areas.

SECTION A – PUTTING ZOOM ON TO A COMPUTER.
This section needs to be read by everyone who has not already started using zoom. It will explain how to transfer the Zoom system (referred to
by IT wizards as an application) on to your Computer, Ipad or Tablet. This process will only need to be completed once. (Pages 3 to 8)

SECTION B – HOW TO USE ZOOM.
This section is for those members who only want to be able to do the least and simplest Zoom activities. The instructions in here will tell
members:a) How to join a Zoom meeting.
b) Where to find and operate the Sound, and Vison symbols on the screen and so give an understanding of how to control when they can be seen
and heard by other members in the meeting. The View symbol controls how you see the meeting, this allows you to control how many people you
want to see on your screen. The three controls detailed in Section C are all that are needed to enjoy the basics of the system. (Pages 9 to 12)

SECTION C – HOW TO SCHEDULE AND CONTROL A ZOOM MEETING.
This section is aimed at Group Leaders and others who are willing and able to schedule and run a meeting for the benefit of other members. It
details more advanced controls that the meeting host needs to know. (Pages 13 to 26)

SECTION D– HOW TO GET ACCESS TO BOURNE U3A ZOOM SYSTEM.
This section provides contact details for those wanting to organize a meeting for their interest group and for those who want to arrange a social
meeting for a few friends. (Page 27)

The Bourne U3A Committee acknowledge the time, skill, and effort of Phil Adams in creating these guidelines,
his contribution is greatly appreciated.
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A INSTALLING ZOOM ON TO YOUR COMPUTER

Background
Zoom is a video conferencing application that allows people in different locations to come together, via the internet. It also allows screen
sharing so that participants can view whiteboards or presentations.
There are free Zoom licences that allow families to keep in touch, in sessions that are limited to 45 minutes. Bourne U3A has invested in a
licence that allows up to 100 participants to come together for unlimited periods. This licence is limited to one video conference at a time, but
Zoom has given us a dispensation to share this licence, so that each sub-group can hold its own, online meetings, provided of course that their
times do not overlap.

Installing the Zoom application
Zoom runs as a small application program (an app) in your computer. There are versions available both for Microsoft Windows 10 and for
MacOS (Apple). There are also apps available for iPhone and Android devices.
Before users can run or participate in a Zoom session, the application program must be installed. The following screenshots show this in
Google Chrome on an Apple Mac computer but the steps for Windows 10 and/or for other browsers are identical.
As with most web sites, Zoom is in the habit of improving the user experience, so, when you come to follow this guide, you may find slight
differences in the screen layouts or the flow, but the general idea will remain the same.
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•

Open your browser (internet).

•

Enter https://zoom.us in the address bar.

•

This or a similar screen will open.

•

If you have not already done so, you will need to register
with Zoom. Click SIGN UP, IT'S FREE on any of the screens

•

Enter your date of birth and click Continue. This is so they
can check that you are old enough to use the system…!?!
The data is not retained by Zoom.
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•

Enter the email address you wish to use with Zoom.
It doesn't have to be a Work address. Click Sign Up.

•

Should you wish to do so, you may scroll down and sign in
with a Single Sign On (SSO) account, with a Google
account or with Facebook.

•

You may get this screen asking for you for permission to
send you stuff via email. Keep it simple and click Confirm.
You can always change your settings later.
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•

This screen asks you to go to your emails and confirm the
address you are using to set up your Zoom account.

•

When it arrives, read the email, and follow the
instructions to set up your account and password.

•

As you confirm your email address, Zoom will offer you the
Sign In page automatically.

•

Enter your email address & password and

Sign In.
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•

As you sign in to Zoom for the first time, you will be asked
to confirm that you are a real person and not a machine.
Some of these pictures can be a bit obscure but if you don't
get it right first time, you will be offered another set.

•

When you have clicked on each of the photographs that
answers the question, click the Verify button.

•

Having signed in, you will see your Account information.

•

Point to Resources and then click on the first option,
Download Zoom Client.
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•

To download the Zoom Client for Meetings, click on
Download.

•

You will then see the software being downloaded to your
chosen folder (Bottom left-hand corner).

•

When this is complete,

•

o

in Windows, you will be asked if you want to Run
the program.

o

in macOS, go to your download folder and doubleclick on the downloaded file.

Install the software as you would any other package. The
rest of your Zoom use should now be through the installed
app

The steps described in the preceding sections
completes the installation of the Zoom application on
your computer Unless you have severe problems
(very rare) when using Zoom, you will not need to
repeat them as part of your enjoyment of using the
Zoom system.
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B. HOW TO USE ZOOM

Joining a Zoom Meeting
Joining a Zoom meeting can be done via an email invitation from the meeting organiser. This is an example of the type of email content you
can expect to receive. By clicking on the blue URL, you will be taken via your default browser, through the Zoom website and on to the Zoom
client application, which will open for the meeting.

As an alternative, you may choose to “sign-in” to your own Zoom account and to enter the Meeting ID and Passcode manually.
To do this follow the instructions below. This path will work for every
meeting, all you need is the ID and passcode details.

•

Open the Zoom Client from the Start button (Windows) or
the Launchpad (macOS).

•

You will see this screen.

•

To join a meeting, click on the Join button.
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•

The Join Meeting dialogue box will open.

•

Enter (or copy & paste) the Meeting Number and your
name.

•

Choose whether you wish to connect with audio and
video.

•

Click on the Join button.

•

A second dialogue box will open.

•

Enter (or copy & paste) the Meeting Passcode.

•

Click the Join button.

•

If it has started, you will either go straight into the meeting
or, if the meeting organiser has chosen this option, you will
sit in a “waiting room” until the organiser admits you to the
meeting.
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What the Basic Zoom Symbols mean.
The controls for your Zoom meeting will appear on the edge of your screen and will look like this.
The three most important controls are for sound, vision i.e. mute and video and view. You may be asked to initially start U3A large meetings so
that you cannot be seen or heard as this improves the Zoom system performance.

During the meeting, the controls may disappear but if (for PC’s etc.) you move your pointer (curser) around the edges
of your screen or (for tablets etc.) hover your finger around the edges of your screen they will re-appear.
The actions are reasonably well labeled.
SOUND
Mute – controls your sound that is if other participants can hear you or not. To either make yourself heard or mute yourself just click on the
symbol.
You CAN be heard when your mute symbol looks like this.

You CANNOT be heard when your mute symbol looks like this.
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VISION
Start/ Stop Video – controls if you van be seen by other participants or not. . To either make yourself visible or not just click on the symbol.
You CAN be seen when your video symbol looks like
the symbol below.

You CANNOT be seen when your video symbol looks like the
Symbol below.

VIEW
•

When two or more participants have joined the meeting,
Zoom puts a View button in the top right-hand corner of
the Zoom window. This gives the participant a choice of
viewing.

•

The Gallery view shows up to 25 participants on the
screen, in a 5 x 5 matrix. If there are more than 25
participants, Zoom gives an opportunity for participants
to choose which group of up to 25 screens to see. The
screen of the participant who is speaking now is
surrounded in a yellow border.

•

The Speaker option shows just the person speaking in
the full window.

•

The Fullscreen option expands the Zoom window to the
full size of the screen, with no border.

The wording and screen position may vary between the devices (Laptop, Desktop or Tablet) but the effect of selecting as described in this section
will be the same. Don’t forget if you can’t see these symbols hover (curser or finger) around the screen perimeters and they should appear.
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C. HOW TO SCHEDULE AND CONTROL A ZOOM MEETING

Scheduling a Meeting
If you are the meeting organiser, you will probably choose to schedule your meeting and send an email invitation to the participants.
•

From the Zoom start panel, click the Schedule button.

•

The Schedule Meeting dialogue box will open.

•

Fill in the boxes with the appropriate data.

•

If the meeting is one of a series, you may wish to use your
Personal Meeting ID for consistency. You may also choose to
enter your own passcode and you may choose to have
attendees go into the Waiting Room as the join the meeting.

•

You may choose which calendar you would like the meeting
information to be stored in.

•

Select the options you require and click the Save button.
Using these options, the organiser should allow the
participants to join the meeting with their audio and video off
by default.

•

Zoom will schedule the meeting and then offer you a
calendar update. Click the OK button to have the meeting
added to your chosen calendar.
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Running the Meeting
As meeting time approaches, you will need to open the meeting so that participants may join.

•

When you are ready to start your meeting, open
the Zoom app via the Start button (Windows) or
from the Launchpad (macOS) and click on the Start
button.

•

The Zoom meeting window will open, with your
name displayed in the middle of the screen.

•

Look for the tool bar across the bottom of the
screen.

•

Note that in this example, both audio and video are
off, as per the original meeting settings. You may
turn these on by clicking the Unmute and Start
Video buttons, when you are ready
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•

By clicking Start Video you will be able to see that
your camera is available to Zoom.

•

Click on the up arrow alongside the Start Video
button to…

•

o

Choose which camera to use (should you
have more than one…?)

o

Choose virtual backgrounds or filters

o

Modify video settings

Have a play with these outside a real meeting…!?!

PAGE NO 15

•

Click the up arrow alongside the Unmute button
to…
o

Select your speaker and microphone

o

Test your speaker and microphone

•

To test your speaker and microphone, click on Test
Speaker & Microphone.

•

Zoom will test your speaker first by playing a
pleasant little tune. Assuming you can hear this,
click the Yes button.
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•

To test your microphone, speak a few short words
and wait.

•

When you finish speaking, Zoom will replay what
you have said. Assuming you can hear yourself,
click the Yes button.

•

Zoom will confirm that the speaker and microphone
are working correctly.

•

Click the Finish button.
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•

The Participants button shows how many people
have joined the meeting. If you have chosen the
Waiting Room option, they will be waiting for you
to admit them to the full meeting.

•

As the meeting gets underway, click on the
Participants button. A panel will open to the right,
showing who is waiting and who is in the meeting.

•

If you have participants in the Waiting Room, click
on Admit, to allow them into the meeting.

•

As they join the meeting, their video stream will
appear alongside your own and their name will
drop into the In the Meeting section of the
Participants panel.

•

If you, or one of the participants is to give a
presentation, the presenter should click on the
Share Screen button.
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•

The presenter will be shown a set of screens
(windows) that can be shared and must choose the
appropriate one.

•

Having chosen, the presenter then clicks on the
Share button.

•

If the presenter is anyone other than the host, the
host will be asked to allow this screen to be shared.

•

Once the screen is shared, it will replace the video
streams for the other participants, so that everyone
is able to see the presentation.

•

NB: Screen sharing can for example be a
PowerPoint presentation, with the presenter's voice
being shared in the normal way. It can also be a
video recording stored on the presenter's computer
or streamed from the internet. The accompanying
audio will also be shared via the Zoom app.
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•

At the end of the meeting, the host clicks on the
End button.

•

The host is asked to confirm by clicking the
End Meeting for All button.

•

Having been clicked, the meeting panels disappear.

•

The meeting is complete.
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Additional Tool Bar Functions
There are several other tool bar functions available that have not been discussed above.
•

The Zoom tool bar appears across the bottom of the
Zoom window.

•

The available functions are…

o

Mute/Unmute
o

Start/Stop Video

o

Security

o

Participants

o

Chat

o

Share Screen

o

Record

o

Reactions

Mute/Unmute
•

It is usual for the organiser to start a meeting with all
participants muted. It is then up to the individual to
make sure that there is no extraneous noise to disturb
the meeting, before clicking Unmute.

•

By clicking the up arrow - ∧ - alongside the Unmute
button, participants are given the opportunity to select a
microphone and speakers. This is particularly useful if
they have chosen to use a headset.
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Start/Stop Video
•

As with audio, the organiser may start the meeting with
video off, by default, for all participants. The individual
may then turn on their camera, by clicking Start Video,
when they are ready to do so.

•

By clicking the up arrow - ∧ - alongside the Start Video
button, participants are given the opportunity to select a
camera. This may be the on-board camera in the lid of a
laptop, or it may be a separate webcam.

Security
•

Clicking the Security button shows this pop-up window.

•

The options are mostly self-explanatory, however…
o

Lock Meeting prevents any additional participants
from joining.

o

Enable Waiting Room stops participants joining
without being specifically admitted to the meeting
by the host.

o

Hide Profile Pictures stops the display of a stored
image that participants may have loaded to their
Zoom profile.
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Participants
•

We saw above how the Participants button allows us to
see who is in the meeting and in the waiting room.

•

By clicking the up arrow - ∧ - alongside the Participants
button, the organiser may specifically invite a new
participant to the meeting. On clicking Invite, the
organiser is offered several options to send that
invitation. Crucially, the invitation includes the details
required to join the meeting.
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Chat
•

Clicking the Chat button opens a new side panel, which
allows participants to pass messages to one another
whilst a meeting is in progress. This can be particularly
useful when the meeting involves a presentation or talk.
Participants can pass questions to the organiser, who
can then share them verbally, with the speaker, at the
end of the meeting.

•

Participants can choose whether to send their message
to Everyone or just to another member of the meeting.

•

Clicking the ellipsis (…) button opens a panel that allows
the organiser to select how the participants may share
their messages.

Share Screen
•

We saw above how the Share Screen button allows a
participant’s screen to be shared with others.

•

By clicking the up arrow - ∧ - alongside the Share
Screen button, the organiser can choose how screens
are shared by other participants. It is suggested that
only one participant should be allowed to share at one
time.
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Record
•

Clicking the Record button on the Tool Bar begins a
recording of the meeting. Zoom puts a set of video
controls at the top left-hand corner of the screen. This
option is only available to the meeting organiser.

•

At any point in the meeting, the organiser may choose to
pause or stop the recording, by clicking the appropriate
video control button. If the recording is still running
when the meeting is ended, Zoom will stop the recording
automatically.

•

At the end of the meeting, the recording is converted to
MP4 video format and stored in a file location chosen by
the organiser.

Reactions
•

Clicking the Reactions button opens a new panel with
several emoji type symbols displayed.

•

By clicking any one of these symbols, the participant
shows that symbol on their own screen. This will be
seen by other participants in the Gallery view of all
participants. These symbols stay on the screen for
10 seconds.

•

The exception to this is the Raise Hand symbol, which
will remain until the participant clicks Lower Hand.
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View
•

When two or more participants have joined the meeting,
Zoom puts a View button in the top right-hand corner of
the Zoom window. This gives the participant a choice of
viewing.

•

The Gallery view shows up to 25 participants on the
screen, in a 5 x 5 matrix. If there are more than 25
participants, Zoom gives an opportunity for participants
to choose which group of up to 25 screens to see. The
screen of the participant who is speaking now is
surrounded in a yellow border.

•

The Speaker option shows just the person speaking in
the full window.

•

The Fullscreen option expands the Zoom window to the
full size of the screen, with no border.

Meeting Information
•

Clicking the green Shield button, in the top left-hand
corner of the Zoom window, opens a panel that allows
participants to see the meeting information.

•

There is an option to copy the meeting link for inclusion
in a message or email to another invitee.
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D. HOW TO ACCESS THE BOURNE U3A ZOOM SYSTEM.
The Committee hope that as many members of Bourne U3A as possible can enjoy some social activity on Zoom and to that end the following
“booking system” for using Zoom will apply.

GROUP LEADERS - will have priority in choosing the times they wish to run Group meetings for their members. Initially contact
treasurerbourneu3a@gmail.com to discuss setting up your meeting and arranging your access password.

BOURNE U3A MEMBERS
This facility will be available for a group of friends (the suggested maximum is six) who have agreed a time to meet and then email Tony Gray treasurerbourneu3a@gmail.com – and ask him to set up the meeting. He will send you the Zoom invitation link and you can pass it on to
whichever U3A members you want to chat to. You can invite non U3A members if you wish but remember they can only attend two meetings
before paying their membership fee to join Bourne U3A. The only restriction is that established U3A Groups have priority. If a group like Science
and Technology already have that slot booked you will have to find an alternative time.
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