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=RRP�

)RU�PRUH�GHWDLOHG�LQIRUPDWLRQ�DQG�OLQNV�WR�<RX7XEH�WXWRULDOV�SOHDVH�YLVLW�WKH�=RRP�
+HOS�&HQWHU�

6\VWHP�UHTXLUHPHQWV
• $Q�LQWHUQHW�FRQQHFWLRQ�±�EURDGEDQG�ZLUHG�RU�ZLUHOHVV���*�RU��*�/7(�
• 6SHDNHUV�DQG�D�PLFURSKRQH�±�EXLOW�LQ�RU�86%�SOXJ�LQ�RU�ZLUHOHVV�%OXHWRRWK
• $�ZHEFDP�RU�+'�ZHEFDP���EXLOW�LQ�RU�86%�SOXJ�LQ
• 2U��D�+'�FDP�RU�+'�FDPFRUGHU�ZLWK�YLGHR�FDSWXUH�FDUG

6XSSRUWHG�RSHUDWLQJ�V\VWHPV
• PDF26�;�ZLWK�PDF26������RU�ODWHU
• :LQGRZV���
• :LQGRZV���RU����
• :LQGRZV��
• :LQGRZV�9LVWD�ZLWK�63��RU�ODWHU
• :LQGRZV�;3�ZLWK�63��RU�ODWHU
• 8EXQWX�������RU�KLJKHU
• 0LQW������RU�KLJKHU
• 5HG�+DW�(QWHUSULVH�/LQX[�����RU�KLJKHU
• 2UDFOH�/LQX[�����RU�KLJKHU
• &HQW26�����RU�KLJKHU
• )HGRUD����RU�KLJKHU
• 2SHQ686(������RU�KLJKHU
• $UFK/LQX[�����ELW�RQO\�

6XSSRUWHG�WDEOHW�DQG�PRELOH�GHYLFHV
• 6XUIDFH�352���UXQQLQJ�:LQ����
• 6XUIDFH�352���UXQQLQJ�:LQ���
• L26�DQG�$QGURLG�GHYLFHV
• %ODFNEHUU\�GHYLFHV

6XSSRUWHG�EURZVHUV
• :LQGRZV��,(�������(GJH������)LUHIR[�������&KURPH����
• 0DF��6DIDUL�����)LUHIR[�������&KURPH����
• /LQX[��)LUHIR[�������&KURPH����

��������0HUFXU\�6HDUFK�DQG�6HOHFWLRQ��$OO�5LJKWV�5HVHUYHG�

https://support.zoom.us/hc/en-us
http://www.microsoft.com/surface/en-us/products/surface-pro-2
https://www.microsoft.com/en-us/surface/devices/surface-pro/overview
https://support.zoom.us/hc/en-us/articles/201179966


7R VLJQ�LQ��XVH�\RXU�=RRP��*RRJOH��RU�
)DFHERRN�DFFRXQW��<RX�FDQ�DOVR ORJ�LQ�
XVLQJ�662� ,I�\RX�GRQ
W�KDYH�DQ�
DFFRXQW��FOLFN 6LJQ�8S�)UHH��,I�\RX�KDYH�
D�=RRP�DFFRXQW�EXW�
FDQQRW UHPHPEHU \RXU�SDVVZRUG��
FOLFN )RUJRW�

'RZQORDGLQJ�=RRP

$IWHU�FKHFNLQJ�\RXU�V\VWHP�PHHWV�WKH�UHTXLUHPHQWV�DERYH�\RX�ZLOO�QHHG�WR�GRZQORDG�=RRP���
'HSHQGLQJ�RQ�ZKHWKHU�\RX�DUH�XVLQJ�D�3&�RU�DQGURLG�RU�L3KRQH�\RX�ZLOO�QHHG�WR�VHDUFK�*RRJOH�
WR�GRZQORDG�=RRP�IRU�GHVNWRS��RU�JR�WR�WKH�SOD\�VWRUH�RQ�\RXU�SKRQH�DQG�IROORZ�WKH�LQVWUXFWLRQV�
WR�GRZQORDG���

6LJQ�LQ�DQG�-RLQ
$IWHU�ODXQFKLQJ�=RRP��FOLFN -RLQ�D�0HHWLQJ WR MRLQ�D�PHHWLQJ ZLWKRXW�VLJQLQJ�LQ��,I�\RX�ZDQW�WR�
ORJ�LQ�DQG�VWDUW�RU�VFKHGXOH�\RXU�RZQ�PHHWLQJ��FOLFN 6LJQ�,Q�
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https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting
https://support.zoom.us/hc/en-us/articles/201800126
https://zoom.us/signup


+RPH
$IWHU�VLJQLQJ�LQ��\RX�ZLOO�VHH�WKH +RPH WDE��ZKHUH�\RX�FDQ�FOLFN�WKHVH�RSWLRQV�

1HZ�0HHWLQJ��6WDUW�DQ LQVWDQW�
PHHWLQJ��&OLFN�WKH�GRZQZDUGV�
DUURZ�WR�HQDEOH�YLGHR�RU�XVH
\RXU SHUVRQDO�PHHWLQJ�,'��30,� IRU�
LQVWDQW�PHHWLQJV�

-RLQ� -RLQ�D�PHHWLQJ WKDW�LV�LQ�
SURJUHVV�

6FKHGXOH� 6HW�XS�D�IXWXUH�PHHWLQJ�

6KDUH�6FUHHQ� 6KDUH� \RXU� VFUHHQ�
LQ�D�=RRP�5RRP E\�HQWHULQJ�LQ�WKH�
VKDULQJ�NH\�RU�PHHWLQJ�,'�

'DWH�DQG�WLPH�ZLWK�EDFNJURXQG�
LPDJH��7R�FKDQJH�WKH�EDFNJURXQG�
LPDJH��KRYHU�RYHU�WKH�SLFWXUH�DQG�
FOLFN�WKH�FDPHUD�LFRQ�
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https://support.zoom.us/hc/en-us/articles/201362533-Meet-Now-vs-Scheduled-Meetings
https://support.zoom.us/hc/en-us/articles/203276937-Using-Personal-Meeting-ID-PMI-
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/203727929-Screen-Sharing-with-Zoom-Rooms


8SFRPLQJ�PHHWLQJ��'LVSOD\V�WKH�
QH[W�PHHWLQJ�IRU�WKH�FXUUHQW�
GD\� $GG�D�WKLUG�SDUW\�FDOHQGDU�
VHUYLFH LI�\RX�ZDQW�WR�V\QF�
XSFRPLQJ�PHHWLQJV�

&OLFN�\RXU�SUR¿OH�SLFWXUH�IRU�WKHVH�RSWLRQV�

$GG�D�SHUVRQDO�QRWH�

��������0HUFXU\�6HDUFK�DQG�6HOHFWLRQ��$OO�5LJKWV�5HVHUYHG�

6HWWLQJV��$FFHVV VHWWLQJV \RX�FDQ�FKDQJH�LQ�WKH�FOLHQW�
&KDQJH�\RXU�VWDWXV�WR $YDLODEOH� $ZD\��RU 'R�1RW�'LVWXUE�
0\�3UR¿OH��2SHQ�WKH�=RRP�ZHE�SRUWDO�WR HGLW�\RXU�SUR¿OH�
+HOS��2SHQ�WKH =RRP�+HOS�&HQWHU�
&KHFN�IRU�8SGDWHV��&KHFN�LI�=RRP�LV�XS�WR�GDWH�
$ERXW�=RRP��9LHZ�WKH�FXUUHQW�YHUVLRQ�

6ZLWFK�WR�3RUWUDLW�9LHZ��6ZLWFK�WKH�=RRP�ZLQGRZ�WR�SRUWUDLW�
YLHZ�LI�\RX�SUHIHU�D�QDUURZHU�ZLQGRZ�
6LJQ�RXW
8SJUDGH�WR�3UR �LI�\RX�DUH�RQ�D�IUHH�DFFRXQW�

https://support.zoom.us/hc/en-us/articles/115005506303
https://support.zoom.us/hc/en-us/articles/115005506303


7HVWLQJ�$XGLR�EHIRUH�-RLQLQJ�D�
0HHWLQJ�±�:LQGRZV�0DF

,I� \RX�KDYHQ
W�HQDEOHG� WKH VHWWLQJ� WR�DXWRPDWLFDOO\�
MRLQ�E\�FRPSXWHU�DXGLR��\RX�FDQ�WHVW�\RXU�VSHDNHU�
DQG�PLFURSKRQH�EHIRUH�MRLQLQJ�D�PHHWLQJ�

�� $IWHU MRLQLQJ�D�PHHWLQJ��FOLFN 7HVW�VSHDNHU�DQG
PLFURSKRQH�

�� 7KH�PHHWLQJ�ZLOO�GLVSOD\�D�SRS�XS�ZLQGRZ�WR
WHVW�\RXU�VSHDNHUV��,I�\RX�GRQ
W�KHDU�WKH�ULQJWRQH�
XVH�WKH�GURS�GRZQ�PHQX�RU�FOLFN¬1R¬WR�VZLWFK�
VSHDNHUV�XQWLO�\RX�KHDU�WKH�ULQJWRQH�¬&OLFN¬<HV¬WR�
FRQWLQXH�WR�WKH�PLFURSKRQH�WHVW�

��������0HUFXU\�6HDUFK�DQG�6HOHFWLRQ��$OO�5LJKWV�5HVHUYHG�

��� ,I�\RX�GRQ
W�KHDU�DQ�DXGLR�UHSOD\��XVH�WKH�GURS�
GRZQ�PHQX�RU�FOLFN 1R WR�VZLWFK�PLFURSKRQHV�XQWLO
\RX�KHDU�WKH�UHSO\��&OLFN¬<HV¬ZKHQ�\RX�KHDU�WKH�
UHSOD\�

��� &OLFN -RLQ�ZLWK�&RPSXWHU�$XGLR�

https://support.zoom.us/hc/en-us/articles/201362623-Changing-Settings-in-the-Desktop-Client-or-Mobile-App
https://support.zoom.us/hc/en-us/articles/201362193


5.� Click Join with Computer�
Audio to join the test meeting with�
the selected microphone and
VSHDNHUV�
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7HVWLQJ�$XGLR�8VLQJ�$XGLR�6HWWLQJV
7R�WHVW�\RXU�DXGLR��QDYLJDWH�WR�\RXU�DXGLR�VHWWLQJV�EHIRUH�RU�GXULQJ�D�PHHWLQJ��
%HIRUH�D�PHHWLQJ

'XULQJ�D�0HHWLQJ
<RX�FDQ�DFFHVV�\RXU�DXGLR�VHWWLQJV�DQG�WHVW�
\RXU�DXGLR�ZKHQ�\RX�DUH�DOUHDG\�LQ�D�PHHWLQJ�

�� ,Q�WKH�PHHWLQJ�FRQWUROV��FOLFN�WKH�DUURZ�QH[W�
WR 0XWH�8QPXWH�

�� &OLFN $XGLR�2SWLRQV� 7KLV�ZLOO�RSHQ�\RXU�
DXGLR�VHWWLQJV�

�� /RJ�LQ�WR�WKH�=RRP�FOLHQW�

�� &OLFN�\RXU�SUR¿OH�SLFWXUH�WKHQ�FOLFN 6HWWLQJV�

�� &OLFN�WKH $XGLR WDE�

�� )ROORZ�WKH�VHFWLRQV�EHORZ�WR�WHVW
\RXU VSHDNHU RU PLFURSKRQH�

Simon Hetherington



7HVWLQJ�\RXU�6SHDNHU

�� &OLFN 7HVW�6SHDNHU WR�SOD\�D�WHVW�WRQH�
�� ,I�\RX�FDQQRW�KHDU�LW��VHOHFW�D�GLIIHUHQW�VSHDNHU�IURP�WKH�PHQX�RU�DGMXVW�WKH 9ROXPH� 

/HDUQ�PRUH�DERXW�DXGLR�VHWWLQJV�

7HVWLQJ�\RXU�0LFURSKRQH

�� ,Q�WKH 0LFURSKRQH VHFWLRQ��\RX�ZLOO�VHH�WKH�JUHHQ ,QSXW�/HYHO EDU�PRYH�ZKHQ�=RRP�LV�SLFNLQJ�XS�DXGLR�

�� &OLFN 7HVW�0LF WR�WHVW�\RXU�PLFURSKRQH�

�� <RXU�DXGLR�ZLOO�VWDUW�UHFRUGLQJ��&OLFN 5HFRUGLQJ ZKHQ�\RX�DUH�GRQH�DQG�LW�ZLOO�SOD\�EDFN��<RX�FDQ�VHOHFW
DQRWKHU�PLFURSKRQH�IURP�WKH�PHQX�RU�DGMXVW�WKH�LQSXW�OHYHO�

�� &KHFN $XWRPDWLFDOO\�DGMXVW�PLFURSKRQH�VHWWLQJV LI�\RX�ZDQW�=RRP�WR�DGMXVW�WKH�LQSXW�YROXPH
DXWRPDWLFDOO\�

�0LFURSKRQH�7URXEOHVKRRWLQJ

,I�\RX�DUH�RQ�RQ�0DF�26�������0RMDYH�RU�HDUOLHU�DQG�FDQ
W�DFFHVV�WKH�PLFURSKRQH��FKHFN�\RXU�RSHUDWLQJ�V\VWHP�
SHUPLVVLRQV�WR�FRQ¿UP�WKDW�=RRP�KDV�DFFHVV�WR�WKH
PLFURSKRQH� 6HH�8VLQJ�WKH�=RRP�&OLHQW�DQG�=RRP�5RRPV�ZLWK�0DF�26�������0RMDYH�IRU�PRUH�LQIRUPDWLRQ�

,I�\RX�DUH�RQ�:LQGRZV����DQG�FDQ
W�DFFHVV�WKH�PLFURSKRQH��XVH�WKH�:LQGRZV�VHDUFK�ER[�WR�QDYLJDWH�
WR 0LFURSKRQH�SULYDF\�VHWWLQJV��6ZLWFK�RQ�WKH $OORZ�DSSV�WR�DFFHVV�\RXU�PLFURSKRQH WRJJOH��DQG�HQDEOH
DFFHVV�IRU�=RRP�
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https://support.zoom.us/hc/en-us/articles/201362623-Changing-Settings-in-the-Desktop-Client-or-Mobile-App
https://support.zoom.us/hc/en-us/articles/201362623
https://support.zoom.us/hc/en-us/articles/360016688031
https://support.zoom.us/hc/en-us/articles/360016688031
https://support.zoom.us/hc/en-us/articles/360016688031
Simon Hetherington



6HOHFW�WKH 0HHWLQJV WDE�DQG�FOLFN 8SFRPLQJ WR�YLHZ��VWDUW��HGLW��DQG�GHOHWH�VFKHGXOHG�PHHWLQJV�

<RX�FDQ�FOLFN�WKH�IROORZLQJ�RSWLRQV�DIWHU�VHOHFWLQJ�D�VFKHGXOHG�PHHWLQJ�LQ�WKH�OHIW�VLGH�SDQHO��

•� $GG�LFRQ� � 6FKHGXOH�D�QHZ�PHHWLQJ�

• 5HIUHVK�LFRQ � ��5HIUHVK�WKH�PHHWLQJ�OLVW�LI�\RX�GRQ
W�VHH�\RXU�VFKHGXOHG�PHHWLQJ�

• 6WDUW� 6WDUW�WKH�VFKHGXOHG�PHHWLQJ WKDW�\RX�KDYH�VHOHFWHG�LQ�\RXU�XSFRPLQJ�PHHWLQJV�

• &RS\�,QYLWDWLRQ��&RS\�WKH�VFKHGXOHG�PHHWLQJ
V LQYLWDWLRQ�WH[W��DOORZLQJ�\RX�WR�PDQXDOO\�
SDVWH�LQWR�DQ�HPDLO��LQVWDQW�PHVVHQJHU�HWF��&OLFN 6KRZ�0HHWLQJ�,QYLWDWLRQ LI�\RX�ZDQW�WR�
YLHZ�WKH�LQYLWDWLRQ�\RX
UH�FRS\LQJ�

• (GLW��(GLW�WKH PHHWLQJ�RSWLRQV IRU \RXU�VFKHGXOHG�PHHWLQJ�

• 'HOHWH��3HUPDQHQWO\�GHOHWH�\RXU�VFKHGXOHG�PHHWLQJ�

0HHWLQJV
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https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/201362423-How-do-I-Start-or-Join-a-Scheduled-Meeting-as-the-Host-
https://support.zoom.us/hc/en-us/articles/201362773-Where-can-I-find-the-meeting-invitation-text-
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
Simon Hetherington



Add icon�6KRZ�RSWLRQV�IRU¬FRQWDFWV¬DQG¬FKDQQHOV��<RX�FDQ�DGG�D�FRQWDFW��FUHDWH�D�FRQWDFW�JURXS��FUHDWH�
D�FKDQQHO��RU�MRLQ�D�FKDQQHO��

$GGLQJ�DQ�([WHUQDO�&RQWDFW�±�:LQGRZV�0DF

� � Sign in to the Zoom client.
�� Click on &RQWDFWV.

�� Click the add icon� , then click $GG�D�FRQWDFW.

�� Enter one email address at a time.
�� Click $GG�&RQWDFW.
�� Repeat with any additional contacts.

Contacts
Select the Contacts tab to view and manage your contacts.

'LUHFWRU\ tab: View a directory of all your
contacts, including starred, external, and auto
answer contacts. If your organization has Zoom 
Rooms, you will also see a list of Zoom�Rooms.

&KDQQHOV tab: View a directory of your channels
(used for group messaging). Starred�channels 
appear at the top of the list.

© 2020. Mercury Search and Selection, All Rights Reserved.

<RX�FDQ�DGG�PXOWLSOH�FRQWDFWV�DW�D�WLPH�E\�FOLFNLQJ�RQ�&RS\�,QYLWDWLRQ�DQG�VHQGLQJ�LW�RXW�YLD�HPDLO

https://support.zoom.us/hc/en-us/articles/115004055706
https://support.zoom.us/hc/en-us/articles/203736135
https://support.zoom.us/hc/en-us/articles/203736135
https://support.zoom.us/hc/en-us/articles/115004055706
https://support.zoom.us/hc/en-us/articles/200912909
Simon Hetherington



�� 6LJQ�LQ�WR�WKH�=RRP�FOLHQW�
�� &OLFN &KDW�

�� &OLFN &RQWDFW�5HTXHVWV RQ�WKH�OLVW�RI�FKDWV�FRQYHUVDWLRQV�
�� &OLFN�RQ $FFHSW WR�DGG�WKLV�FRQWDFW�WR�\RXU�OLVW�

�� 7KLV�FRQWDFW�ZLOO�QRZ�DSSHDU�RQ�WKH &RQWDFWV SDJH��XQGHU ([WHUQDO &RQWDFWV IRU�ERWK�XVHUV�
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$SSURYLQJ�DQ�([WHUQDO�&RQWDFW
%HIRUH�\RX�FDQ�PHHW�LQVWDQWO\�ZLWK�D�FRQWDFW�RU�FKDW�ZLWK�WKHP��WKH\�ZLOO�QHHG�WR�DSSURYH�\RXU�UHTXHVW�

Simon Hetherington



:HEVLWH��ZZZ�PHUFXU\VHDUFK�FRP
7HOHSKRQH��������������
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