How to set up and host
CPF Meetings on Zoom
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1) Pricing and Plans

Zoom is a video conferencing app that enables groups of individuals to meet and share
documents online, using their computers or smart phones.

With both a free and a paid account you can host up to 100 members.

With free accounts, meetings are limited to just 40 minutes, which is less time than most
CPF discussions usually take.

CPF therefore recommends that CPF Group Coordinators register for a Pro account (full
cost: £14.39 per month including taxes). This compares very favourably with the cost of
room hire that many associations otherwise incur for their meetings. It should be
considered a worthwhile investment during this period when even more individuals than
usual are experiencing loneliness and social isolation.

For further details about Zooms pricing, please visit: https://zoom.us/pricing.
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2) Reqgister for Zoom

a) Visit www.zoom.com and select ‘Sign up, it’s free’.

Zoom: A Leader in the 2019
Gartner Magic Quadrant for
Meeting Solutions

One Consistent Enterprise Experience.

o

Meetings Video Webinar Conference Rooms Phone System Business IM

P

b) Fill in your email address and return to your email inbox to activate the account.

Zoom =no-reply@zoom.us> 11:18 AM (O minutes ago)  ¥¥  4
to communications ~

zZoom Signin

Hello communications@conservativepolicyforum.com,

Welcome to Zoom!

To activate your account please click the button below toverify your email address:

Activate Account

Or paste this linkinto your browser:
https://z00m.us/activate?code=MtFMZ69VvUfGInzwBpqg_HJxjpSWqFQQtmYWT6zJfaY.8Qg
AAAFXEWoWXQANQAQY 29tbX IvbnNAY29uc: ZIcG9saWN5Zm9ydW
OuY29tAQBKAAAWZ015dUJSLS1UNIAKVWPESGhxeWRJIAWAAAAAAAAAALfr=signup

Questions? Please visit our Support Center.

Happy Zooming!

00®

+1.888.799.9666
© 2020 Zoom - All Rights Reserved

Conservative Policy Forum - How to set up and host CPF Meetings on Zoom - March 2020


http://www.zoom.com/

c) You will be redirected to Zoom, where you should fill out your name and password.

C @ zoomus/activatelcode=MEFMZEIVWUIGInzwBpag_HIGpSWQFQQtmYWT62)faY. BAGAAAFLEWOWXQANQAQY29tbXVuaWNhdGIVBnNAY 29uc2VydmFOaXZIcGIsaWNSZmOydWouY29tAQ.. ¥t -~ & 0 ;- 8 o~ @

2ZOO0NN  sownons-  paNsEPRIONG  CONTACT SALES OINAMEETING  HOSTAMEETING = SIGNIN

Welcome to Zoom

Katrina

€« C @ zoomus/invite_colleague?code=MIFMZ69VWUIGInzwBpag_ HixpSWqFQQmYWT6z/faY BQgAAAFEWOWXQANQAQY29tbXVuaWNhAGIVbnNAY 29uc2Vy

ZOONMMN  sownons-  puansarcne  coTacTsaes SCHEDULEAMEETING  JOINAMEETNG  HOSTAMEETING +

count Inf 2 Invite Colleagues -~ 3 Test Meet:

Invite Your Colleagues
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e) Click ‘Go to my account’ to complete set up.

- O
© Activate your account - Zoom X+
< C @ zoomus/signup/skipp = MtFMZ69VWUfGlnzwBpag_H)xjpSWGFQQImYWT6zIfaY.BQgAAAFKE njQA 29uc2VydmFOa INSZmoydwouv2st.. ¥ o~ & 0 /g E | @
REQUESTADEMO  +44(20)7039 8961 OR0B003687314  RESOURCES ~  SUPPORT
ZOON\  sowmons~  PLANSEPRICING  CONTACT sALES SCHEDULEAMEETING  JOINAMEETING  HOSTAMEETING +
1 Accountinfo--- 2 Invite Colleagues - 3 Test Meeting

Start your test meeting.

Excellent! Now it's time to start meeting.

Your personal meeting url:
https:/zoom.us/j/9450617398

Start Meeting Now

Save time by scheduling your meetings directly from your calendar.

;  Microsoft Outlook Plugin fo)  Chrome Extension
M Downioad N Download
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3) Schedule Your Meeting
a) From your Dashboard, click ‘Meetings’.

© My Prok
< C @ zoomus

SCHEDULEAMEETING  JOIMAMEETING  HOSTAMEETING =

Important Notice: Due to increased demand. dial-in by phone audio conferencing capabilities may be tes

audio capabilities. If you require

ity removed from your free Basic account. During this time, we strongly x
by phone audio conferencing, please see our other package options

ecommend using our compy

PERSONAL
. Edit
Profile Katrina Sale
Webinars
n
Recordings
Settings Fersonal Meeting 1D 945-061-7398 Edit
tps:200m.us /9450617398
ADMIN Use this ID for instant meet
User Management
communications@conservativepolicyforum.com Edit
Room Management Linked accounts:
© My Meetings - Zoom X o+ - 0 x
& 5> € @ zoomus/meeting * ~ T 0 pEH @ :

REQUESTADEMO 444 (20)7039 8961 OR 08003687314  RESOURCES ~  SUPPORT

Zool l l SOLUTIONS ~  PLANS&PRICING  CONTACT SALES SCHEDULEAMEETING ~ JOINAMEETING  HOSTAMEETING ~

Important Notice: Due to increased demand, dial-in by phone audio conferencing capabilities may be temporarily removed from your free Basic account. During this time, we strongly X
recommend using our computer audio capabilities. If you require dial-in by phone audio conferencing, please see our other package options.

PERSONAL

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates  gaq Get Training

Profile
e

Webinars

Start Time = Topic = Mezting ID
Recordings
Settings
The user does not have any upcoming meetings.
To schedlule a new meeting click Schedule a Meeting.

ADMIN

> User Management

> Room Management
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c) Follow the instructions.

) Sschedule a Meeting - Zoom x  +

&« c @ zoom.us/meeting/schedule

Zool l . SOLUTIONS ~  PLANS&PRICING ~ CONTACT SALES

PERSONAL
My Meetings - Schedule a Meeting
Profile
m B
—_—— Topic CPF Meeting 1
Recordings Description (Optional) Jain us for the CBE meeting on XXXX
P
Settings
ADMIN When

03/26/2020 | | 1200 ~ |/ PM ~
User Management
Duration

1 o~ |30 v |min
Room Management

Account Management Time Zone (GMT+0:00} London -

Advanced
Recurring meeting

‘ Reglstration Require
Attend Live Training
Video Tutorlals

Knowledge Base ‘ Meeting ID O Generate Automatically @ Personal Meeting ID 668-927-8505 ’

Meeting Password Require meeting password

Video Host ® on off
Participant ® on off

Audio O Telephone O ComputerAudic @ Both

Dizl from United Kingdom and ather 1 country  Edit

Meeting Options # Enable join before host

Mute participants upon entry
Enable walting room

Only authenticated users can join

Record the meeting automatically

Alternative Hosts Example: mary@company.com, peter@school.edu

Save Cancel

- Registration: If you want to know who is coming to your meeting in advance,
select ‘Registration’.

- Meeting ID: If the account is only going to be used for CPF meetings, use the
‘Personal Meeting ID’. However, if it is going to be used for different types of
meetings (egq, if it is a central association account) select ‘Generate Automatically’.

- Meeting Options: make it easier for people to join the meeting by selecting
‘Enable Join before host'.
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4) Inviting your attendees

Once you have set your meeting up, you can:

a) Add it to your calendar by selecting a calendar option.

b) ‘Copy The Invitation’ to send out the invitation to your Zoom meeting.

c) Add a poll to the meeting so you can easily collect data from the meeting (see
Polling).

When you click ‘Copy Meeting invitation’, you get a lot of additional information that your
members will not need. The easiest way to edit this is to copy the Invitation and paste it
into an email or newsletter.

Copy Meeting Invitation

Meeting Invitation

Katrina Sale is inviting you to a scheduled Zoom meeting.

Topic: CPF Meeting 1
Time: Mar 26, 2020 12:00 PM London

Join Zoom Meeting
hitps:/200m.us/|/6689278505

Meeting ID: 668 927 8505

One Lap mobile
+442034815237.6689278505¢ United Kingdoin
+442034815240,6689278505¢ United Kingdom

Dial by your location
+44 203 481 5237 United Kingdom
+44 203 481 5240 United Kingdom
+44 208 080 6591 Un om
+44 208 0B0 6592 United Kingdom
+44 330 088 5830 United Kingdom

Copy Meeting Invitation Calfe

Conservative Policy Forum - How to set up and host CPF Meetings on Zoom - March 2020



For ease, you can delete all the extra information (highlighted in red, below) and simply
provide your guests with the most important parts: the Topic, the link to join the meeting,
meeting ID and a landline to call in case they have trouble with the computer audio.

Katrina Sale is inviting you to a scheduled Zoom meeting.

Topic: CPF Meeting 1
Time: Mar 26, 2020 12:00 PM London

Join Zoom Meeting
hitps:/izoom.us/j/6E89278505

Meeting ID: 668 927 8505

Dial by your location
+44 203 481 5237 United Kingdom

5) Setting up a Poll
To run online polls your computer hardware must be up to date.

e Host user type must be Licensed

Windows Desktop Client Version 3.5.63382.0829 or higher

Mac Desktop Client Version 3.5.63439.0829 or higher

Linux Desktop Client version 2.0.70790.1031 or higher

The meeting must be either a scheduled meeting, or an instant meeting using your
Personal Meeting ID.

Users on the iOS or Android mobile app can participate in polling, but hosts need to be
using the desktop client to manage polling.

Only the original meeting host can edit or add polls during a meeting. If the host or co-
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host role is transferred to another user, that user will only be able to launch polls already
created.

Adding the poll is simple: click ‘Add’ and fill in the questions and answers. You can add
up to 10 questions, each with up to 10 answers.

Add a Poll

Enter a fitle for this poll.

Q)
Anonymous? (7)

ype your guestion here.

(® Single Choice () Muliiple Chaoice
swer 1

swer 2

swer 3 (Optional)

swer 4 (Optional)

swer 5 (Optional)

swer & (Optional)

swer 7 [Optional)

swer 8 (Optional)

swer ? (Optional)

swer 10 [Optional]

+ Add a Question
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6) Running a Meeting

To host a meeting, you will need to have Zoom downloaded on your laptop, computer or
mobile device. It is easier to chair a meeting on a larger screen so you can see all the
participants. Here is the task bar you will see when you open your meeting:

(& Zoom Meeting ID: 977-185-757

é

Katrina S&

~ B ~ L 8 ull [ B (OX [ cc | --

Stop Video Invite Manage Participants Polis Chat Record Closed Caption Support

1) Audio: You can use this to turn your microphone on and off, for example when
others are speaking to ensure there is no background sound, or if you need to talk
to someone offscreen.

2) Video: You can use this to turn your video on and off.

3) Invite: You can quickly send the meeting invitation to a participant who has lost
the email at the last moment.

4) Manage Participants: This button enables you to see meeting participants and
any votes they have made, or whether their camera and microphone is on or off.
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5) Chat: This button enables you to see the meeting chatroom. As people join your
meeting, it is helpful to have the participants and chat boxes open in case anyone
has technical difficulties.

6) Support: If one of your guests is having technical difficulties, you can offer to help
them by taking control of their desktop temporarily. If they are happy for you to do
S0, you can troubleshoot their access problems. You will temporarily have access
to their computer.

EACErAnIs LGAECIan

7) Record: You can record your conversation and publish it after the meeting has
concluded. Please note, you must have permission from everyone in the video
before you do this. Most of the time a video would not be appropriate for CPF
meetings.
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8) Share: You can share parts of your screen, which is very helpful when giving
presentations. Click the Share button, then select which part of your screen you
would like to share. You can share a single browser window; for example, you

might have the CPF briefing paper open and want to share that, or a PowerPoint

with specific information on it.

v Participants (2)
o Katrina Sale (Host, me) 8 m

Q John Hayward 8 m(

Distribution of COVID-19 cares os of 19 Mo

© © © © © ¢
Mute All Unmute All More
v Zoom Group Chat

iPhone/iPad

- "?
Venture and Victory - Cal.. “. GIMP - Downloads - Go.. “ Snipping Tool 6*2'

Optimize for full screen video clip

2 2 o @~ O @ .-

Invite  Manage Participants _ Polis Share Chat Record  Closed Caption _ Support More

9) Polls: this button will bring up the poll you designed when you created your
meeting. Launch your poll, and watch as the results come in. You can close the

poll when you have enough information and either keep the results private or opt

to ‘Share Results’ with your meeting participants.

7) Additional Support

If you need any additional support, please email katrina@conservativepolicyforum.com or

visit the Coordinator Hub at www.conservativepolicyforum.com that will be launched in
April 2020.

Conservative Policy Forum - How to set up and host CPF Meetings on Zoom - March 2020

12


mailto:katrina@conservativepolicyforum.com
http://www.conservativepolicyforum.com/

