Getting Started with Zoom
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Download Zoom

1. Navigate to https://zoom.us/support/download.
2. Follow the on-screen instructions for downloading Zoom for your
device (Windows/Mac).

« Once you have the desktop client installed, you have two ways to log
into Zoom: use the web portal or use the desktop client on your
computer.

Web Portal Log-in

1. Navigate to http://cotc-edu.zoom.us
2. Click on Sign In, and enter your lastname.# and university
password.
3. From the web portal you can:
o dJoin, Host and Manage Meetings
o Schedule Meetings
o Update Settings

Desktop Log-in




1. Open the Zoom desktop app
2. Click Sign in with SSO

®
Sign In Sign Up Free
o |
Password Forgot? or G Sign In with Google
Keep me signed in Sign In f Sign In with Facebook
< Back

3. Type in cotc-edu, then click Continue



Sign In with SSO

Your company domain

cotc-edu .Zoom.us

| don't know the company domain m

< Back

4. Sign in with your COTC credentials

THE OHIO STATE
UNIVERSITY
NEWARK

Ohio State Newark and Central
Ohio Technical College

Sign in with your username and password.

UserName -]

Password -}

Application Use Notification

This information system, including all related
equipment, networks and network devices, is provided
solely for use authorized by The Ohio State University.
Use of this system constitutes consent to abide by all
applicable policies including the Ohio State
Institutional Data Policy and Responsible Use of
University Computing and Network Resources Policy,
and the COTC Data Policy and Responsible Use of
COTC Computing Resources Policy. The Ohio State
University may monitor use of this information system
without notice. Unauthorized disclosure of information,
or evidence of unauthorized use may be subject to
administrative action, civil action, and/or criminal
prosecution.




5. Click Open zoom.us

Open zoom.us?

https://cotc-edu.zoom.us wants to open this application.

Cancel Open zoom.us

6. You’re now signed into the desktop client!

Schedule a meeting

1. Open Zoom
2. Select Schedule



°
[ BON h o © Q Search ﬁ

Home Chat Meetings Contacts

e

5:23 PM

Thursday, February 20

New Meeting v Join

Schedule Share Screen v

(%) Add a Calendar

3. Fill in the appropriate meeting date information, select Outlook for
the calendar, and click Schedule



Schedule Meeting

Topic

[ Brutus Buckeye's Zoom Meetind J

Date

| 2/20/2020 ~ || §:30PM v | to | 2/20/2020 ~ || 6:00PM - |

[} Recurring meeting Time Zone: Eastern Time (US and Canada) -~
Meeting ID

© Generate Automatically () Personal Meeting ID 123-456-789
Password

() Require meeting password

Video
Host () on Q off Participants () On Q Off

Audio
() Telephone () Computer Audio @) Telephone and Computer Audio
Dial in from United States Edit

Calendar
“ O ical © outlook () Other Calendars w

Advanced Options ~
Cancel | Schedule

4. An Outlook meeting invitation should appear, and invitees can be
emailed information about how to join the Zoom meeting. They can
join by clicking on the link provided in the email.



H 6 @o COTC Zoom Meeting « Appointment « Calendar « read.23@osu.edu

Appointment  Format Text ®
P I A - c O € m & (4 o
Show As:  [[] Busy v v
EI i E v b @ om L:J + ]
Save & Delete Invite Q Reminder: 10 Minutes { Recurrence Time E' Dictate Add a Zoom Settings Meeting Insi¢
Close Zones

Meeting Notes l

Subject: COTC Zoom Meeting

Location: | https://cotc-edu.zoom.us/j/1234567 D ‘E‘
Duration: | 30 Minutes & () All day event
Starts: 8/ 6/2020|[5]| 1:00 PM| ‘ @1
Ends: 8/ 6/2020|[F])] 1:30 PM| ; Q E-a )
: Change Settings Remove Zoom Meeting

COTC is inviting you to a scheduled Zoom meeting. ’

I
Join Zoom Meeting i
https://cotc-edu.zoom.us/j/1234567

Dial by your location

+1 646 876 9923 US (New York)

+1 651 372 8299 US (St. Paul)

+1 301 715 8592 US (Germantown)

Join by SIP
123456789@zoomcrc.com

Join by H.323

162.255.37.11 (US Wekt)
162.255.36.11 (US East)
115.114.131.7 (India Mumbai)
115.114.115.7 (India Hyderabad)
213.19.144.110 (EMEA)

5. Once the email is sent to the appropriate parties, the meeting is
scheduled!

**Note: Due to security concerns, Outlook calendar integration is
disabled for Zoom. Scheduling a Zoom meeting with Outlook will
automatically add the event to your calendar and the calendar of
invitees, but Zoom does not allow the Outlook calendar feed to be
displayed in Zoom.**



Start a meeting (Host)

1. Open and sign into Zoom
2. Click on Start from the preview of your meeting

[ JON h o S Q Search

Home Chat Meetings Contacts

12:44 PM

Thursday, August 6, 2020

COTC Zoom Meeting (-

1:00 PM - 1:30 PM

Meeting ID: 946 5125 6214

Schedule Share Screen v

3. Select Join With Computer Audio




O] Choose ONE of the audio conference options

Phone Call Computer Audio

_> Join With Computer Audio

Test Speaker and Microphone

Automatically join audio by computer when joining a meeting

« Prior to the meeting, clicking Test Computer Mic & Speakers can
verify that the computer’s equipment is working properly.

4. Congratulations, you’re now in the meeting!

Join a meeting (Participant)

1. Open the email containing the Zoom meeting invitation, and click on
the link.



Hd 6 @0 COTC Zoom Meeting « Appointment « Calendar « read.23@osu.edu

Appointment  Format Text @
P I A ' - O 6@ 8§ (4 W
Show As:  [[] Busy v v
El i E v b @ om 8] + \ .
Save & Delete Invite Q Reminder: 10 Minutes { Recurrence Time EI Dictate Add a Zoom Settings Meeting Insi¢
Close Zones Meeting Notes

Location: | https://cotc-edu.zoom.us/j/1234567 B @

Duration: | 30 Minutes [ | All day event
Starts: 8/ 6/2020|[5]| 1:00 PM| ; @ ?
Ends: 8/ 6/2020|[F]| 1:30 PM| : Q QD

Change Settings Remove Zoom Meeting

Subject: COTC Zoom Meeting I

COTC is inviting you to a scheduled Zoom meeting.

https://cotc-edu.zoom.us/j/1234567

Dial by your location

+1 646 876 9923 US (New York)

+1 651 372 8299 US (St. Paul)

+1 301 715 8592 US (Germantown)

Join by SIP
123456789@zoomcrc.com

Join by H.323

162.255.37.11 (US Wekt)
162.255.36.11 (US East)
115.114.131.7 (India Mumbai)
115.114.115.7 (India Hyderabad)

|
|
Join Zoom Meeting
213.19.144.110 (EMEA) l

2. Sign in with your COTC credentials



THE OHIO STATE
UNIVERSITY
NEWARK

Ohio State Newark and Central
Ohio Technical College

Sign in with your username and password.

SIGN IN

Application Use Notification

This information system, including all related
‘equipment, networks and network devices, is provided

solely for use authorized by The Ohio State University.
Use of this system constitutes consent to abide by all
applicable policies including the Ohio State

University Computing and Network Resources Policy,
A and the COTC Data Policy and Responsible Use of
A COTC Computing Resources Policy. The Ohio State
’ {‘\ " ™ o m S University may monitor use of this information system
b & without notice. Unauthorized disclosure of information,

’6’

or evidence of unauthorized use may be subject to
‘administrative action, civil action, andlor criminal
prosecution.

3. Click Open zoom.us

Open zoom.us?

https://cotc-edu.zoom.us wants to open this application.

Cancel Open zoom.us

4. Select Join with video in the video preview if the meeting is a video
conference



5. You are now in the meeting!



