How to use Zoom for Branch Family History Meetings
Apple iPad Version

Step 1 – Download the App.
Download Zoom
We recommend that before the meeting, perhaps the day before, that you download the
Zoom software. Look around and explore. To download the software use the ‘App Store’.

Type in ‘Zoom’ in to the search box.

ZOOM Cloud Meeting should be the first item. It is free so just click on ‘Get’. (It says
‘Update’ here because I had already installed it.) Wait until it has downloaded then click
on ‘Open’.
After it has finished, you will be asked for your email address. They then send you an
email like this. Click on ‘Activate Account’.

Next you will be asked for further details and you have to enter a password. A Short
while later you will see – Join a Meeting.

At this stage you cannot join a meeting as the Host (Steve) might not have set one up,
but you can sign up. If you select the free version you can try it out for 40 mins.

Step 2 – How to Join the Meeting
Steve will invite you to a meeting with an email like this.

You do not need Zoom to be running. Just click on the long web address and you will be
in. Next you will be invited to join with or without Video or Audio.

For our needs I suggest joining with both. You can easily turn them on and off. This is
what you get.

Step 3 – How to use Zoom
This is what the meeting screen might look like.

At the start and end of the meeting you will be free to see and greet each other.
These are the controls that you might use in the meeting.

The controls shown at the top and left of the screen are often hidden. Touching the
screen will reveal them and touching again will hide them.
The iPad has two cameras and touching the cameral symbol on the left will switch
between the two.
Two different views of the people attending the meeting are available - ‘Gallery View’
and ‘Speaker View’. The button bottom left switches between the two. However, only
one person can be heard at a time. The person who is speaking has their picture
highlighted with a green box. The view below is called ‘Gallery View’.

Alternatively you can select ‘Speaker View’ selected at the top right of the screen.

In this case the person who is speaking fills the screen and at the right is a selection of
the other attendees. In either view if the number of people is too large then you can
scroll between them.

To turn the microphone on and off then, click on the headphone symbol. (At our
meetings you will be muted by the Host whilst the main speakers are speaking.)
To turn the camera on or off then, click on the video camera symbol.
The ‘Chat’ button allows you to type in questions to the speaker. He / She will answer
them at the end of the meeting. This is one of the items in the drop down list under the
three dots that indicate the ‘More Menu’. The text will appear in a box on the screen.

The speaker will not know of the questions until question time.

The ‘Share Screen’ button will be mainly used by the speaker. It enables them to show
Power Point slides, web pages, documents etc. This button may well be disabled. But the
host may allow you to put up a picture/web page etc. during questions. If you click on it
and it is working then you will be shown the pages that you can call on. Select one.

Lastly to end the meeting, click on the button 'Leave', which is at the top left of the screen.

