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USING ZOOM FOR 21st CENTURY SITE VISITS 

 

Zoom is a great tool for virtual meetings.  It combines some of the best features 

of Skype, Facetime, Adobe Connect and other web meeting products into one.  

You can use Zoom with your computer, tablet or smart phone. 

Invitation to a Zoom meeting.   You will receive an email with a link to the 

meeting.  There is no cost or license needed.  Both the IDOE and the Iowa 

Afterschool Alliance have licenses to host these meetings. 

Vic Jaras is inviting you to a scheduled Zoom meeting. Join from PC, Mac, Linux, iOS or Android: 

https://IDOE.zoom.us/j/737274100   

The invitation looks like this: 

 

After you click on the link on your computer, you will see the web browser launch the following page.  

Usually, it will prompt you to install the add-in component for Zoom for the meeting.  However, if you 

have already attended a Zoom meeting, you will simply launch the meeting in your web browser. 

https://www.google.com/url?q=https%3A%2F%2FIDOE.zoom.us%2Fj%2F737274100&sa=D&ust=1520285028201000&usg=AFQjCNGrW5ptkpecS3Iz59wDPsfHOSe9IA
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Zoom supports multiple languages. In the right hand corner of the screen, you 

will find a Support Link and a drop-down language selection. 

Click to watch a video on Joining a Zoom Meeting- 

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials   

Another way to join a Zoom meeting is with the meeting ID.  Sometimes the 

meeting ID is a little difficult to find but it is provided with each email invitation 

for a meeting.    

Meeting ID: 737 274 100 

If you have a tablet or smart phone, it is much easier 

to simply enter the meeting ID number to join.  Think 

of this ID like a virtual phone number that is used to 

call into a Zoom meeting.  The meeting ID generally 

changes for each meeting unless the host has 

scheduled a series of recurring meetings. 

 

The meeting ID is displayed at the top of a Zoom 

window (see right).   

 

Zoom allows users to chat, and share documents within 

the meeting (see picture at right).  However, for our 

meetings, if you have a documentation that answers a 

question, you should send it via email. 

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
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Before a virtual site visit, you will receive an email with links to the site visit documents we will be using. 

TIP:  You can use a computer to connect to a Zoom meeting from  

a conference room and then connect with Zoom via your smart  

phone or tablet to visit classrooms and observe the enrichment 

programs for the day. 

 

Using a computer, there is a toolbar at the bottom.   You will want to enable 

your mic (lower left-hand corner) and start your video. 

 

 

The tool bar items on the right are generally controlled by the host of a meeting 

(except for chat). 

Zoom can support a lot of web cams in one meeting.  When you are talking, your 

window appears in the front automatically.  When you have multiple people 

connecting the video window will get smaller to accommodate everyone on the 

screen.    

 

 

 

 

 

 

 

 

 

 

PREPARE FOR YOUR CLOUD MEETING: 

Practice makes perfect.  If you need to practice, send me an email a few weeks in advance, and we can 

do a quick test call.  You can sign up for a free Zoom account and practice on your own. 
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Meeting room setup.   Connect a laptop to a data projector so that it will display on a large screen for 

the meeting participants (like community partners). 

TIP:  Make sure the laptop web cam is facing the participants so that everyone will be able to 

participate. 

 

 

 

 

 

 

 

 

Practice setting up the computer and data projector in the conference room before the actual meeting 

(see diagram). 
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 OPTION- Consider a USB Conference Microphone- these run as little as $19 but dramatically improve 

the sound quality of an online meeting. 

  

 

TIP:  In a conference room with more than one device connecting to the meeting, make sure you are 

using one device to capture your audio and one device to hear audio.  MUTE all other devices in the 

room to avoid feedback. 

The great think about using Zoom is that it is easy to connect to a meeting.   Plus you can have multiple 

devices connect at the same time.  

You can send a link to a virtual cloud meeting and Community Partners who could not make a face to 

face local meeting might be able to attend with Zoom.  It no longer matters if you are in another town or 

another state, with Zoom, you can connect from anywhere. 

 

CHECKLIST FOR A SUCCESSFUL VIRTUAL ZOOM CLOUD MEETING: 

Meeting with stakeholders Walk-through Observation 

 Meeting Documents ready  Schedule times with staff 

 Computer  Mobile device (tablet or phone) 
 Data projector  Practice holding the device 

 Conference microphone (option)  Can you stand the device? 
 Conference room reserved  Check sound levels 

 Check sound levels  Practice with staff 

 Tested and ready  Tested and ready 
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Connecting to a data projector.   You can generally 

connect to a data projector with a VGA cable 

(included with most projectors).  Newer laptops can 

connect via USB, HDMI, or wireless (depends on 

projector).  If you have an Apple laptop, there is a 

special connector you need to use a data projector 

(look in your original box or laptop bag). 

 

 

Want to learn more?   We just reviewed the 

minimum information you will need to participate in a 

Zoom meeting.  However, Zoom has a wealth of 

tutorials online to provide you with more learning. 

 

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials  

Getting started on a MAC or PC https://support.zoom.us/hc/en-

us/articles/201362033-Getting-Started-on-PC-and-Mac  

Getting started on Chrome https://support.zoom.us/hc/en-

us/articles/213298746-Getting-Started-On-Chrome-OS  

 

Watch a You Tube video on Joining a Zoom meeting on multiple devices 

https://www.youtube.com/watch?v=fGbpwZNW3oI 

 

 

https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-PC-and-Mac
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-PC-and-Mac
https://support.zoom.us/hc/en-us/articles/213298746-Getting-Started-On-Chrome-OS
https://support.zoom.us/hc/en-us/articles/213298746-Getting-Started-On-Chrome-OS
https://www.youtube.com/watch?v=fGbpwZNW3oI

