Instructions for Accessing
Your Partners in Care
Foundation Workshop through
Zoom
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We are so excited that you have chosen to join one of our virtual
workshops! This guide has been developed to give you step-by-step
instructions for joining the workshop using Zoom.

Before your workshop begins, you will receive a call from one of our
staff members to walk you through these instructions, but just in case
you'd like to get a head start ... here you go!

STEP ONE: Downloading the Zoom App

Will you be participating in the workshop from a computer or will you
be using a tablet (iPad, Amazon Fire, etc.) or smartphone? This will
determine how you will download the Zoom app.

Option 1: From your laptop or desktop computer (recommended)

1. Open an internet window and type in https://zoom.us/download
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2. As seen in the image below, click on “Download” under the option
for “Zoom Client for Meetings”

REQUEST A DEMO 1.888.799.9666 RESOURCES v SUPPORT

2 OOI l l SOLUTIONS ~ PLANS & PRICING CONTACT SALES SCHEDULE A MEETING JOIN A MEETING HOST A MEETING ~

We have developed resources to help you through this challenging time. Click here to learn more.

Download for IT Admin ~

Download Center

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
Moo 1o areegilable for manual download here.

ion 4.6.9 (19253.0401)

Zoom Plugin for Microsoft Outlook

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.

e

3. Clicking this button will start your download of the Zoom app onto
your computer. This may look a little different on Mac vs. PC
computers.

4. Once your download has completed, click on the file (shown
below) to finish installation.
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Zoom Client for Meetings

The web browser client will download automatically when you start or join your f{
meeting, and is also available for manual download here.

Download Version 5.0.1 (23502.0430)

Zoom Plugin for Microsoft Outlook

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

Download Version 5.0.23514.0430

° Zoomlnstaller (1).exe ~

Option 2: From a tablet or smartphone

1. Find and Download the “Zoom Cloud Meetings” application
a. On Apple products, you will do this from the App Store.
b. On Android or other products, you will download apps from
Google Play.

The icon for the app should look like this:

Z00m

2. Opening the Zoom application

\ W4
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- Once you have finished downloading Zoom to your device,
click “Open.”

- The app will ask for permission to use your microphone and
camera. ALLOW the application access to both.

- Zoom will only use your microphone and camera when you are
actively in a Zoom meeting and you give it permission to do so.

3. You are done! The application has been installed on your device.

When it's time for the workshop, click on the link in your email or

open the Zoom app and type in your Meeting ID.

For further instructions, continue to Step Two: “Joining the Virtual

Workshop”

STEP TWO: Joining the Virtual Workshop

Option 1: From your laptop or desktop computer — two ways to
join

1. Click on the Zoom application you installed on your computer in

STEP 1. The application may say “Start Zoom” and look
like this:
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Once you do that, you should see a screen that looks like this:

= 7oom

Home

New Meeting ~

Schedule Share screen v~

() ®

Chat Meetings Contacts

05:59 PM

Monday, May 4, 2020

No upcoming meetings today

Q0 Search

Click “Join” (circled in red above). That should open up a window

that looks like this:
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3. Enter the meeting

Join Meeting
/ ID given to you by
your facilitator

Enter meeting ID or personal link name v

< 2. Enter your name

Enter your name

|.:_| Do not connect to audio

() Turn off my video

—~~ 1. Click “Join”

For security, you will be asked for a password:

™ Enter meeting password

Enter meeting password

— 1. Enter the password
[I\-’Ieeting password fJ given to you by your
facilitator

Join Meeting | Cancel |

<

— 2. Click “Join Meeting”

You are in! You will get a pop-up window asking if you would like
to join audio. Click on “Join with Computer Audio” (circled below)

AV
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™ Join Audio

Join with Computer Audio

O Automatically join audio by computer when joining a meeting

2. Open an internet window and type in: https://zoom.us/. It should
look like the picture here. Click on “Join a Meeting” (circled below)

—~5
( )
y -
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€ C ¢ @ zoomus
B® Office 365 4B ADP @ LAPrecinct Maps (@ LABAVN & CWSalesforce [l Company Mileage &9 NCOA Falls Database

i Apps @ APUMSW Resources - CA Healthier Living.. (@) Zoom L, Provi
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Committed to safety,
security, and privacy for
all Zoom customers

Explore resources and features

It should bring up a screen that looks like this:

Join a Meeting

1. Enter the Meeting ID
given to you by your

oin
\ 2

Meeting ID or Personal Link Name

. Click “Join”

Join a meeting from an H.323/SIP room system

© 2020 Partners in Care Foundation P?‘}Q—EVET”;‘ I%QN(Q 818-837-3775 | ebprograms@picf.org
Updated: 5/22/2020

Content may be shared if credit for its creation is given to Partners




The Partners

TOOLBOX

For security, you will be asked for a password:

™ Enter meeting password

Enter meeting password
[ | ) 2. Enter the password
Meeting password ‘j given to you by your
facilitator
Join Meeting _ | Cancel |
— 3. Click “Join Meeting”

Next, you should see a screen that asks if you would like to Open
Zoom. Click “Open Zoom” (circled below)

Open Zoom?

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

Open Zoom

You are in! You will get a pop-up window asking if you would like
to join audio. Click on “Join with Computer Audio” (circled below)
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™ Join Audio

Join with Computer Audio

O Automatically join audio by computer when joining a meeting

Whichever option you use, once you are in you will need to turn
on your video. Click on “Start Video” (circled below)

Join Audio Share Screen

Computer Audio Connected

Once you do that, your screen should look something like this:
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Option 2: From your tablet or smartphone

1. Locate and click on the Zoom app on your tablet or smartphone.
Once you do that, you should see a screen that looks like this —
click “Join”

Note: Depending on your device, your screen may look a little
different. Here are some examples of variations you may see.
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{:c:,} Meet & Chat

Stal’t a Meeting P Search

Start or join a video meeting on

the go n

lw Meeting

Z00m

Group Messaging & Mobile Meetings

\\"'\_m_/_;_ a

Find People and Start Chatting!

Add Contacts
Join a Meeting

Sign Up SignIn

- © ©

leet & Chat Meetings Contacts Settings

2. Next, you will see a screen that looks like this asking for your
Meeting ID:
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<+ v given to you by your
facilitator
Join with a personal link name
ha 3. Type in your name

Join Meeting \
d an invitation link, tap on the link to jo \ 1. Click “Join Meeting”

Don't Connect To Audio

Turn Off My Video

3. Once you click “Join Meeting” you will be asked for a meeting
password

Please enter your meeting password

Enter the Meeting Password
given to you by your facilitator
and click “OK”

Cancel

4. After you click “OK” — the very first time you use the app — you will
be asked to allow Zoom access to your audio (sound) and video.
Click “Allow” to both as follows:

4§
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Allow Zoom to record audio?

S

Deny

Allow Zoom to take pictures and record video?

- >

Deny

Once you allow those features, every other time you join a
meeting on Zoom your app will open like this:

4§
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Click “Call via Device Audio”

‘ Call via Device Audio

I("Dl I [ Q

Join Audio  Start Video Share Participants More

Click “Start Video” so others
can see you

U A,

Mute Start Video Share Participants

5. Congratulations! You are in the workshop! You should be able to
see and hear other participants, and other participants should be
able to see and hear you. The screen should look like this photo:

(
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3

Allison iPhone . Steve Zwicker

Consuelo Solorzano Christina Camargo-L

STEP THREE: Using Zoom controls in the workshop

Here are the different Zoom controls you should familiarize yourself
with:

On your laptop or desktop your controls will look like this:

22 2 (4] ] @® o

Unmute Stop Video Participants Share Screen Chat Record Reactions

On your tablet or smartphone your controls will look like this:

4§
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Stop Video Share Content Participants

Mute & Unmute: This function is very important. All participants will be
muted by the facilitators to reduce background noise. However, you
can unmute yourself to talk. You can go between muting and
unmuting by clicking or tapping the mute symbol on the bottom of your
screen.

On Laptop/Desktop: ?
Unmute

On Tablet/Smartphone: 0
¥

Mute

Unmute

Stop Video: We want to encourage everyone to use their video
function if at all possible; however, if for some reason you need to turn
off your video, you can turn your camera on and off clicking or tapping
the camera symbol.

On Laptop/Desktop:
Stop Video
On Tablet/Smartphone: -
Stop Video

STEP FOUR: Exiting Zoom when the workshop is
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Once the workshop has finished, your facilitator may end the meeting
for everyone or if you would like/need to leave before that, you can
“Leave” by clicking this button in your control panel:

On Laptop/Desktop: ‘

On Tablet/Smartphone:

‘Q ol C)

Mute Start Video Share Participants More
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Please see below for a YouTube video that might also
be helpful in getting you set up:

https://www.youtube.com/watch?v=hlkCmbvAHQQ
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