vl1.2

Jun 17 2020

How to Join and Participate in a Zoom Meeting

Hello and, on behalf of the Theosophical Society in America, welcome to Zoom! This document will show
you how to join and participate in a Zoom meeting.

(Please note: Due to periodic software updates, some features pictured in this tutorial may look a bit
different in the current version of Zoom, but the general functionality remains the same.)

First, open the email invitation you received from the Theosophical Society for the online program you
will be attending. This email includes a link to join the meeting, as well as the meeting ID.

Click on the Join Zoom Meeting link.

Steven Polick <spolick@theosophical org>

fome «

Steven Polick is inviting you to a scheduled Zoom meeting
Topic: Theosophical Society Online Program

Join Zoom Meeting

https://zoom.us/}/5628985156 *—

One tap mobile
+16465588656,,5628985156# US (New York)
+16699006833,,5628985156#% US (San Jose)

Dial by your location
+1 646 558 8656 US (New York)
+1 669 900 6833 US (San Jose)
877 853 5257 US Toll-free
888 475 4499 US Toll-free
Meeting ID: 562 898 5156
Find your local number: https://zoom us/u/ac3xzHamyf

If this is your first time using Zoom, follow the on-screen

instructions to install the program on your computer. For more details about this process, please see our

video tutorials.

Theosophical Society in America
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When the Zoom application launches, choose Join with Computer Audio to enter the meeting. You can
also choose to test your speaker and microphone.
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The default video layout is Gallery View, in which participants are displayed in a grid pattern that
expands and contracts as participants join and leave. To switch the video layout to Active Speaker View,
click the Speaker View button in the upper right corner. If participant videos are turned off, you will see
participant names or profile pictures instead.

mm Speaker View

Steven Polick
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Active Speaker View will switch the large video window to the currently active speaker. Other videos
appear smaller at the top. Click the button in the upper right again to return to Gallery View. More layout
options will appear in the upper right as the meeting progresses, so don’t hesitate to try the different
options until you get the layout just the way you want it.

Steven Polick

At the bottom left of the screen is the Mute/Unmute icon. The red line means your microphone is
muted, and other meeting participants will not hear what you are saying. Click to unmute; the red line
will disappear, and you will see the microphone symbol turn green when you speak. Click the Start
Video/Stop Video icon to turn your webcam on and off in the meeting.
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Steven Polick
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Unmute Start Video
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Click the Chat icon to open the chat window. This feature allows you to exchange typed messages with
other participants during the meeting. Use the drop-down arrow to specify if you want to send a message
to everyone in the meeting, or a private message to an individual participant. You can also chat with the
host if you are having any technical difficulties.

Steven Polick

To: Everyone
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When you are ready to exit the meeting, choose Leave Meeting at the bottom right, then confirm you
want to leave.

E‘ Leave meeting

Do you want to leave this meeting?

I'd like to give feedback bo Zoom

Leave Meeting Cancel
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