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Course Goals 

This short course will introduce you to Zoom, a popular video 
conferencing tool used for meetings, webinars, and online 

social gatherings. 

 

By the end of this mini course, you will be able to: 

Join or host a Zoom meeting 

Use basic controls (mute, video, chat) 

Share your screen 

Stay safe & secure on Zoom 
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What is Zoom? 
 

Zoom is an app (and website) that lets you make video or audio calls 
with people anywhere in the world. 

 

Used for business meetings, online classes, family chats, and more. 

 

Available on computers, smartphones, and tablets. 
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Create a Zoom 
Account linked with 

a Google Account  
(5 Steps) 

 
 

 

 
Social Planning Council Ottawa 



Step 1:  
Click “Sign in with 

Google” Button 
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Step 2:  

Sign into your Google 
Account  
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Step 3:  

Read & Agree to the 
terms of use  
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Step 4:  

Confirm Age & Click 
“Continue” 
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Step 5:  

Click “Create 
Account” to set up 
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Host and schedule 
Zoom meetings 

(4 Steps) 
 

Sign Up: Create a free account at zoom.us. 

 

Schedule or start: Click New Meeting to start right away, or 
Schedule for later. 

 

Invite others: Copy the invite link and send it via email, text, or 
WhatsApp.  
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https://zoom.us/


Step 1:  

Click “Schedule” to 
set up a meeting for 

a later date  
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Step 2:  
Enter the meeting 

details  
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Step 3:  

Enter the emails of 
the invitees  
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Step 4:  

Click “Save” to 
confirm create 

meeting  
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How to Join a Zoom 
Meeting 

 

Download Zoom: 

Go to zoom.us/download or your device’s app store. 

Join via link: 

Click the meeting link sent by the host. 

Or 

Enter Meeting ID: 

Open the Zoom app → tap Join → enter the meeting ID and 
passcode. 

 

💡 Tip: You don’t always need a Zoom account just to join. 
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Zoom Meeting 
Controls 

 

🔇 Mute/Unmute: Turn your microphone on/off. 

 

🎥 Start/Stop Video: Turn your camera on/off. 

 

💬 Chat: Type messages to everyone or privately. 

 

👋 Reactions: Give thumbs up, clap, or raise your hand. 

 

🖥 Share Screen: Show your screen (host may enable it). 
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Staying Safe on 
Zoom 

 

 Use waiting rooms to control who enters. 

Don’t share meeting links publicly. 

Lock the meeting after everyone joins. 

Use strong passwords for meetings. 

 

Resources & Quiz 

Resources that can improve your Zoom experience: 

Zoom Video 
 

Technical Guide (Help Center) 
 

To access QUIZ (CLICK HERE) 
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https://www.youtube.com/watch?v=VomOzeE7Z-k
https://support.zoom.com/hc/en
https://docs.google.com/forms/d/e/1FAIpQLSeqeayolpjulIao_mxoE5Mxl4S2_DkcwJIJHaYQj9ZQlk2qiQ/viewform?usp=share_link&ouid=115599319295869240199
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