March 20, 2020

Using Zoom meetings with Families

To help keep up with our every changing daily work life, we would like to walk everyone through the
option of using Zoom to communicate with families.

Zoom offers a limited free account and all you need is an email address.
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Zoom Rooms: Flawless video
conferencing for every space

Explore Zoom Rooms

Video-first Unified
Communications Platform

[ onlineservices@coldspringusa.com ] Get started with free meetings

1. Type in your email address and click ‘get started with free meetings’ button
2. A new window will pop up and ask to confirm that the email address is correct

Welcome! Please confirm your email below to get started.

onlineservices@coldspringusa.com

Use Another Email

By signing up, | agree to the Privacy Policy and Terms of Service

Zoom is protected by reCAPTCHA and the Privacy Policy
and Terms of Service apply

3. Click the blue ‘confirm’ button
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We've sent an email to onlineservices@coldspringusa.com.
Click the confirmation link in that email to begin using Zoom.

if you did not receive the email,

Resend another email




An email will be sent to you.
Click the blue 'activate account’ button

Welcome to Zoom!

To activate your account please click the button below to verify your email address:

Activate Account
Or paste this link into your browser:

https://lzoom.us/activate?code=ItbpuS TRUXngML3T9uAVOriVamfifotSeJGdaUl_cME.BQg
AAAFw-DsnfwAnjQA SbWdtZWhyQGhvdG1haWwuY29tAQBKAAAWNOQ3dWSPNVVTQOt
ZSEZGZEdiZVFOQQAAAAAAAAAAS&fr=signup

Questions? Please visit our Support Center.

Happy Zooming!

N

You will have to enter some personal information and create a password
You have the option of inviting colleagues to join your Zoom account

Finally you have the choice of either starting a meeting or going to your new account home

page

1 AccountInfo---- 2 Invite Colleagues ---- 3 Test Meeting

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:
https:/usO4web.zoom.us/j/3547445270

Start Meeting Now Go to My Account

Save time by scheduling your meetings directly from your calendar.

»7; Microsoft Outlook Plugin O Chrome Extension
Download Download




9. Your home page will look something like this. It will include a profile, meetings, etc. on the left
hand side.

© My Profile - Zoom x + = g X
<« C @ usdawebzoom.us/profile * 6
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PERSONAL

Meetings
Webinars
Change

Recordings

Settings Personal Meeting ID 354-744-5270 Edit
hitps:/usOdweb.zoom.us/j/3547445270

ADMIN Use this ID for instant meetings

> User Management

Sign-In Email mgmehr@hotmail.com Edit
> Room Management Linked accounts
> Account Management
User Type Basic @ Upgrade
> Advanced
Capacity Meeting 100 ©
Language English Edit
Attend Live Training
Video Tutorials Date and Time Time Zone (GMT-5:00) Central Time (US and Canada) Edit
Knowledge Base Date Format mm/dd/yyyy Exampl

Time Format Use 24-hour time

You can integrate with 3rd party services or apps, such as Google, Outlook or Exchange, to sync the calendar and contacts.

Connect to Calendar and Contact Service

10. Click on the ‘meeting’ option

@ Meeting Information - Zoom x  + — a X
<« C @ usO4web.zoom.us/meeting/3547445270 %* O
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PERSONAL . . . . . . -
Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates Start Meeting.
Profile
Topic Melisss Mehr's Personal Meeting Room
Webinars.
ole Cale o lendar (. .
Recordings Time Add to [ B Goosle Calendar W [ u. Outlook Calendar (.ics) ] [ e‘mon Calenda ]
Settings
Meeting ID 354-744-5270
ADMIN
Meeting Password Require meeting password
> User Management
> Room Management
S Join URL https://usO4web.zoom.us/j/3547445270
> Account Management
> Advanced Video Host Off
Participant off
Audio Telephone and Computer Audio
Attend Live Training Dial from
Video Tutorials
Meeting Options

Enable join before host
Knowledge Base
Mute participants upon entry

Enable waiting room

Record the meeting automatically on the local computer

@ Help
Edit this Meeting St is M -

11. The Personal Meeting Room is your way of starting an instant meeting. It's specific to your user
account. All you have to do is copy the invitation into an email (see green circle above)



Copy Meeting Invitation

Meeting Invitation

Melissa Mebhr is inviting you to a scheduled Zoom meeting.
Topic: Melissa Mehr's Personal Meeting Room

Join Zoom Meeting
https:/usO4web.zoom.us/j/3547445270

Meeting ID: 354 744 5270

One tap mobile
+3547445270# US Toll

Dial by your location
US Toll

Meeting ID: 354 744 5270
Find your local number: https://usO4web.zoom.us/u/fdlzj3CzwX

Copy Meeting Invitation Cancel

12. Send email to family member. They will click on the link provided and get connected. You can
either call them or use the audio through your computer to talk.

. |

() Choose ONE of the audio conference options

Phone Call Computer Audio

+1 312 626 6799
+1 646 558 8656
+1 346 248 7799
+1 669 900 9128
+1253 215 8782
+1301 715 8592

Meeting ID:

Participant ID:

13. More than likely the video will start automatically. You have the option to continue with it for a
face to face meeting with the family or you can choose to disable it (circled in yellow)



© Choose ONE of the audio conference options

Phone Call ‘Computer Audio

+1312 626 6799
+1 646 558 8656
+1346 248 7799
+1669 900 9128
+1253 215 8782
+1301715 8592

Meeting ID: 2310311798

Participant ID: 15
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Invite Manage Participants Polls

14. To share your screen Personal Reflections screen with them, click on the green share button
(circled in blue above) and it will open a window to show you the options. Use either Firefox or
Chrome for Personal Reflections.

) Select a window or an application that you want to share

Advanced

V4

Screen 1 Whiteboard

Document1

Slack | ! pr| CS| 1 new item a9

() share computer sound () Optimize for full s




15. The screen will update to show just the option you allowed.
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CONFIRM AND CONTINUE

< >

Personal Reflections®
Memorial Selection System

16. If the family keeps the video on, you will see them in the upper right corner otherwise if they
didn’t, it will just display the name they typed in.

17. From here you can talk and move through PR as you normally would.

18. At the end, use the red ‘stop share’ button and then the window will have a red ‘end meeting’
option in the lower right hand corner.



