
Zoom Video Conferencing 
on PC or Laptop

These instructions are specific to the PC/laptop version of 
Zoom on Microsoft Windows

There are different instructions for using Zoom on an 
Android tablet, and on Apple iPad
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Download Zoom from
https://zoom.us/download
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Save the installer and then start it

Version 1.0 - 29 May 2018 3



Join a Meeting
- not necessary to sign in
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Enter 9 digit Meeting number
and enter your name
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The Main Screen
Speaker View shows the current speaker
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Menu is displayed if you hover 
mouse over main screen
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Gallery view shows all participants
Switch between Speaker, Gallery and Full Screen Views
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Mute Audio (Microphone) and/or 
Video (camera)
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Change your microphone or speakers
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Change your webcam
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View all meeting participants
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Text chat with participants
You can choose to send a private message or send to everyone
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Leave Meeting button on bottom 
right
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