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Video Meetings
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Overview

This document is a short guide about two meeting applications: Zoom and LifeSize.

Including images and steps this document will guide you to start any of this applications creating
one time meeting from the point of view of the Host and Participant. A Participant is an invitee in
a meeting created/scheduled by a Host.

The guide was made based on Microsoft Windows 10 and Android but the steps are quite similar in
other platforms such Apple or Linux. The Basic Plan was used in both cases, there are more plans
available in each application according to your needs, but for a basic operation basic plan is enough.

General Recommendations

Before a meeting

- Look a quiet place far away from environment noise.

- Make sure that your audio, microphone and webcam works properly, although Zoom and LifeSize
has test options you can also check this before and troubleshoot any issue (figure 1, figure 2).

- If you have the chance, connect to the network via network cable you should have a better speed
and you should avoid and problems related with signal lost.

- If you have only access to the network via Wi-Fi, find the place with the best signal reception

- Pause or cancel any download activity that could reduce bandwidth during the meeting

- Check that your internet browser are up to date.

- If you are the host, check that you have the correct email address of the participants.

- If the meeting includes video, check that the camera is centered and focused on you.

- Connect your laptop to a power supply or check that your battery is enough for the meeting
duration.
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Figure 1, Sound / Microphone test.
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Figure 2, Webcam test.
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During the meeting

- If you have the chance, use a headphones with microphone.

- Mute your microphone while you are not speaking or if number of participants are greater than
five or you are in a noisy environment. This will help to reduce misunderstandings and clarify the
meeting.
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- If you are the host and you are sharing the screen, check with the other participants if they could
see properly your screen, if not, you can change this on the display settings.

- If you are the host and you are sharing the screen, check with the other participants if they are
able to see properly your screen, if not, you can change this on the display settings (figure 1 and
figure 2).

Figure 1, Change Display settings. Right click on the desktop and click Display settings.
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Figure 2, click on Display resolution to change.
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@) Sound
Windows HD Colour
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I;
D Focus assist and apps on the display selected above
Windows HD Colour settings
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= Storage
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e Display resolution
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' Remote Desktop N .
Multiple displays
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try to connect to them.
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End of meeting

- When the meeting finished, close all programs / windows / tab browsers related with Zoom or
LifeSize.
- Take note of the issues arose in the meeting to improve the next time.
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1-Zoom

Registration and make a TestMeeting

Follow this section if you never used Zoom before and you don't have an account.
If you have a Zoom account and Zoom installed please refer to:“Start a new meeting”.

1)
- Navigate to: https://zoom.us (1)

- Enter an email address to register (2)
- Click on Sign Up Free (3)

© Vides Conerencin x + - o x
« C & 0mus |B * 6

zZoom

Zoom for video,
conference rooms
& phone.

2) On the Welcome pop-up screen, check the email address and Click Confirm

© Video Conterencieg. Web Cone: X | - o x

« C @ zoomus T 6

e! Please confirm your email below to get s ¢
. Jeveracomuy
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3) An email sent to the email address entered on the first page.

@ Voo Contwrarcing Web Conbe: X 4 - 8 x
€ C @ momusiemaisentient . * 0

zoom WTIONS = PLANS & POSCH ——" N AMEET OITAMITING >  SCHDS

1
w

We've sent an email to [——J@vera.com.uy

Click the confirmation link in that email to begin using Zoom

Bezend another sma

4) Open the email received from Zoom and click on the button: Activate Account

Please activate your Zoom account

Zoom S

https:Fzoom.us/activate?code=pTxil_Kin2P72XO7EHgSm_X_MNnrtuCPxIX8QZVxicw.BQg/

AFw_dHpSwWANJQAUYWRIDWFyaWFAImVYYS5ib20udXkBAGQAABZQM2FZWHUWN1RxN
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5) A new tab will be open on your browser with the welcome screen.

© Vidoa Canfurancing, Wk Canler %

8 zoom.us/activate?

X

1 Accountinfo—— 2 Imwite Calleagues - 3 Test Meeting

Welcome to Zoom

Hi, ademaris@ivera.com.uy. Your account has been successfully created. Please fist

6)

— Enter your First Name (1)
— Enter your Last Name (2)
— Enter your Password (3)
—Confirm Password (4)
—ClickContinue (5)

lease actiate your Zoom acco. X () Actrate your sccount - Zoom X @9 Lifesize Gor Start Your Free \ @ X | () Video Conferencing, Web Confe: X | +

C @ usDdwebzoom.us/sctiv

Welcome to Zoom

M@gmail.com.

cEma—

&
L6

Password must NOT:
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7) On the next screen click Skip this step

© Video Conferencng Web Confe: X Verx Please acthate your Zoom - X (@) Actra

< C @ zoomus/mwite colleague?code=pTxl1_KIn2P72XO7EHgSM_X_MN

8) Click Start Meeting Now

2 Invite Coleagues ---- 3 Test Meeting

name@domain.com

name@domain.com

name@domain.com

I'm not a robot

SCHEDULE A MEETING

Invite Your Colleagues

e Zoom account today! Why inv

GAAAF w_dHpSWANJQAUYWRILWF yaWHAGMVYYS5j020ud XkBAGOAABZOM2F 2ZWHUWN 1 RANKIQCOIMcnVISENSAAAAARAAARA

REQUESTA ]

JOIN AME|

zoom

Start your test meeting.

Your personal meeting urk

https:/zoom.us/j/ 7138193032

Start Meeting Now ’

Save teme by schedling your meetings directly from your calendar

g ¢
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9) Zoom installer start downloading

C @ zoom.us/s/3375184303

200m

A download should start automatically in a few seconds.

If not, download here.

Copyright ©2020 Zoom Vi
P

10)
— Click on the downloaded file when finished (1)

— Wait until the installation finish (2

© Video Corermncng Web Corfe: X | () Vern: Pleae actvate your Zoom X | () Activete your sccount - Zoom X () Laarch Meetng - x * o X
C @ zoomus/y7132191022 * O
zoom t .

A download should start automatically in a few seconds.
6 ~ .

Your meeting will begin soon... B

¢ Click Zoom ... .exe.

=
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11) If a User Account Control message appears, click Yes

User Account Control

Do you want to allow this app to make
changes to your device?

U Zoom Video Communications, Inc.

Verified publisher: Zoom Video Communications, Inc.
File origin: Hard drive on this computer

Show more details

12) Installation will continue

Archiva Maquina Ver Entrada Dispositivos Ayuda
O Video Confrencng Wiss Conle: x| [ e activate your Zoow - X | @) Actwate you

§ zoom.usis713819303

0
+

Zo0m wport Ein +

A download should start automatically in a few seconds.

)

Your meeting will begin soon...

The




Byron James, Expatriate Law, March 2020

13) When installation finish, Zoom started automatically

c

]

© Video Conferencing, Web Co

& zoomus/s/3

@ zoomus/s/337

x | B vers Bwl)e.aa-,rc

Meeting Topic:

Invitation URL:

Participant 1D:

© foin Aude

Automatically join audio by computer when joining a mesting

Mr Smith T's Personal Meeting Room
Mr Smith T
https//zoom.us/j/3375184303

Copy URL

26

B

Test Speaker and Microphone

jte Others

¢ Click Zoom ... .exe.

14) Click on Test Speaker and Microphone to check the audio and microphone settings

© Video Comterencing, Web Cont

x | @ vewsandejaced ©

zZoom

Meeting Topic: Mr Smith T's Personal Meeting Room
Host: Mr Smith T
Invitation URL: httpsy//zoom.us/j/3375184303
Copy URL
Participant ID: 26
© Jon Audio X
(— Join with Computer Audio
L e s 23
Join Al

Others

] Automatically join audio by computer when joining & meeting

Jpport

En
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15) Check that you hear the ring tone and click Yes

o ) Web Conte X | [ Vers: Bandejoded @

Zoom

Meeting Topic: Mr Smith T's Personal Meeting Room
Host: Mr Smith T
Invitation URL: httpse//zoom.us/j/3375184303
Participant ID: 26
Do you hear a ringtone? paad
-y - " o
Share Screen Ievvite Others
peake High Definition Audio De

16) Now check the microphone and click Yes if all was successfully
-} — X | G verx Bandended ©

2Z00m '

Meeting Topic: Mr Smith T's Personal Meeting Room
Host: Mr Smith T

Invitation URL: https://zoom.us/j/3375184303
Participant ID: 26

Speak and pause, do you hear a replay? ﬂ
y @

Share Screen Imvite Others

Microphone 1: | Microphone (High Definition Audio,
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17) Click Join with Computer Audio

- =

Meimise
2 2 ey @:
200m '

Meeting Topic: Mr Smith T's Personal Meeting Room
Host: Mr Smith T

Invitation URL: https://zoom.us/j/3375184303
Participant ID: 26

A

Invite Others

18) Click Join with Computer Audio
You can select the checkbox: Automatically join audio by computer when joining a meeting to
avoid this question every time you want to start or join a meeting.

x | B Ve Bandejaced @

Zoom -

Meeting Topic: Mr Smith T's Personal Meeting Room
Host: Mr Smith T
Invitation URL: https://zoom.us/j/3375184303
Comim -
© Join Audio X
Participal

{ Join with Computer Audio .

g

Others

Automatically join audio by computer when joining a meeting
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19) Now you are hosting a meeting with no participants.

X | [ Vers: Bandeja ded ) Zoom Meeting D: 337-518-4303

@ zoom.us/s/337518430: . a

Meeting Topic:
Host:

Invitation URL:

Participant ID:

Join Audio

Computer Audio Connected

Talking: Mr Smith T

Mr Smith T's Personal Meeting Room
Mr Smith T

httpsy//zoom.us/j/3375184303

)

@

Invite Others

20)
-Info about meeting room and basic options (1)
- Task bar with more options (2)

% | @ Vers:Bandejaded (@ Zoom Meeting ID: 337-518-4303

& zoom.us, 518430 .U
Zoom

Talking: Mr Smith T

Meeting Topic:

Host:

Invitation URL:

Participant ID:

Join Audio

Computer Audio Connected

Mr Smith T's Personal Meeting Room
Mr Smith T

https://zoom.us/j/3375184303

O

@

Invite Others
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21) Click Invite Others
o Conferencing, We % | B Vers Bandeja ded ) Zoom Meeting 10: 237-518-4303 - o x|

= @«
zoom :

Meeting Topic: Mr Smith T's Personal Meeting Room
Host: Mr Smith T
Invitation URL: httpsy//zoom.us/j/3375184303

Participant ID: 26

Join Audio Share Screen

Audio Connected

22) Here you can choose your email service to send the invitation

| © zoo fect D7 O
:
Talking:
) Invite people to join meeting 713-819-3032 X

Choose your email service to send invitation

Default Email Gmail Yahoo Mail

Copy URL | | Copy Invitation |

~—

Join Audio Share Screen Invite Others

Computer Audio Connected

& . w FOTY )

Start Video Invite Manage Participants  Share Screen Record
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23) For example if you use Gmail and you clicked on the Gmail icon, automatically open a new
email and you only have to fill the Recipients of the competitors and write aSubject, after this you
send the email with the invitation.

24) Another easy way is click on Copy URL.
fere e % | G} Vers: Bandeja de d @ Zoom Meeting 10: 337-512-4303 - o x|

' CcC = :"-.—‘m us, 184 . 8
2Z00m

Meeting Topic:

Host:

Invitation URL:

Participant ID: 26

25) Open your email client and compose a new mail.
— Enter the Recipients of the participants (1)

— Write theSubject (2)

—In the body paste the URL copied before (3)

— Click Send (4)
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B Send @ Attach v [ Sensitivity ¥ [ Discard - [
To D Bcc
Cc
Add a subject 2

<£nps:/Izoom.usljﬂ13819303§ > |3

Join our Cloud HD Video Meeting now

Zoom is the leader in modern enterprise video communications, with an easy, reliable
cloud platform for video and audio conferencing, chat, and webinars across mobile,
desktop, and room systems. Zoom Rooms is the original software-based conference room
solution used around the world in board, conference, huddle, and training rooms, as well
as executive offices and classrooms. Founded in 2011, Zoom helps businesses and
organizations bring their teams together in a frictionless environment to get more done

X M e 9 b B

1]
i
1]
I
Il
I
}

20 SNy
@ o 1m0

26) Also you can copy all the info about the meeting selecting: Copy Invitation

— Enter the Recipients of the participants (1)

— Write the Subject (2)

— In the body paste the Invitation copied before (3)
— Click Send (4)

S — e ]
- @
S
“
[
» A G P - 4SOOI YUK e WHIGOW S SYMEI (1Y) 38 UETBIS Wwessums riaes)
> e g pe e e . Sm—
- o
o ] Iz ]
—Y
L | losting -
< haps izoom usy7138190832
Choose your email service to send invitation Meeting 1D 713 819 3032

1 Detansht Emad Gemad Yahoo Mad
<
Gy
“~ o~ Smsseit - - B I U E-iz=mm
- 1
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Participant

27) The participant will receive an email with the invitation link.
Click on the Join Zoom Meeting link.

= ll Gmail Search mail

Zoom meeting link and info

2 o ST

0 mbox
Starred

Snoozed

Meeting 1D 713 819 3032

One tap mobile
7138193032# US Toll

Dial by your location
US Tol

Meeting ID: 713 819 3032

Find your local number: hitps /200 s/'w/ararmtiQE

28) A new tab will be open on your browser.
Zoom installer start downloading

A download should start automatically in a few seconds.
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29) Click Openon the downloaded file when finished

« 2> C 8 zoom.us/)/5517049097pwd=V0g3ZnVsdiQOUHK1Z)FCUFZJRNROdZ09

Z00m

Always open files of this type

Show in folder

O Zoometb938le.ene ¥

30) Wait until the installation finish.

M Zcom Mesting - andresdemanz X (@) Launch Meeting - Zoom x  +

« > C @ zoom.us/|/5517049097pwd - V0q3ZnVsdIQOUHK1 Z)FCUFZ IRnROdz09

200m

¢ Click Zoom ... .exe.

A download should start automatically in a few seconds.

If not, download here.

If you cannot download or run the application, join from your browser.

Copyright ©£2020 Zoom Video Communications, ic. All rights reserved.
Privacy & Legal Policies

A download should start automatically in a few seconds.

X

Your meeting will begin soon...

t you're installing will shorten the time it takes to join

Cogymight 2020 Zoom Video Communications, Inc. A rghts reservec.
Pricacy & Ligal Pusicies

Support

B
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31)
— Enter your name to join the meeting (1)
— Click Join Meeting (2)

M Pe X | O Launch Mecting -2 x 4+

C @ zoomus,

200m

32) Click Join with Computer Audio

™M o (-]

© Zoom

A downloa

X

w seconds.

Enter your name

|
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33)
- You will see the host: Mr Smith T (1)

—You see the number of participants: two (Mr Smith T as the host and John M as participant) (2)
X O Lsunch Meet Zo x +

© Zoom Meeting ID: 337-518-4303 - u] X
9

18, 518430

®:
Zoom

Meeting Topic: Mr Smith T's Personal Meeting Room
Host: Mr Smith T EI
Invitation URL: https://zoom.us/j/3375184303
Participant ID: 28

o

@

Join Audio Share Screen Invite Others

& ~ W

Mute Start Video
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Host

34) Click Manage Participants
o

.h

Meeting Topic:
Host:

Invitation URL:

Participant 1D:

Mr Smith T

httpsy//zoom.us/}/337

Share Screen

Ar Smith T's Personal Meeting Room

Invite Others

35) List of participants listed at the right corner (Mr Smith and Mr John).

(=]

| a
. Talking: Mr John M

Meeting Topic:
Host:

Invitation URL:

Participant ID:

Mr Smith T's Personal Meeting Room

MrSmith T

https://zoom.us/j/3

375184303

Participants (2)

@ Mr Smith T (Host, me,
@ wrsonnm

)

@

Invite Others

Mute All Unmute All
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36) Click Share Screen

© Zoom Meeting ID: 337-518-4303 - =] X

L

Meeting Topic: Mr Smith T's Personal Meeting Room

Host: Mr Smith T
nares
RENSA Invitation URL:
oGl
flodw{
»
ADEP. Participant ID: 26

ladero|

witack
ecrulti
st N
ffoBuf A
ecrulti
ociedal
foBw
ecruiti Join Audio Share Screen Invite Others
ADEP

sdolod

cruiti|

omputer Audio Connected

ompra
uevod|
ADEP

miversi

Mute All Unmute All More v

37)
- Select Screen (1)
- Click Share (2)
o
= ' e
@ e sohom

Meeting Topic: Mr Smith T's Personal Meeting Room

Host: Mr Smith T

© Select a window or an application that you want to share x

our Bask Advanced Files

/

Whiteboard iPhone/iPad

uith
Vera: Redactar - Google Chrome Zoom Cloud Meetings c
pra

Share computer sound Optimize Screen Sharing for Video Clip

T

L L3
~ - Mute All Unmute All

Mute Start Video Invite  Manage Participants  Share Screer
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38) Now the host (Mr Smith) is sharing the screen with the participant invited (Mr John).

® s0p s

Hll O Type here 1o search

Participant (Mr John)

39) On the participant you will see a message (up in the center) that you are viewing the host
screen (Mr Smith screen)




Byron James, Expatriate Law, March 2020

Start a new meeting

Follow this section if you have a Zoom application installed and a Zoom account created before.
If not, please refer to: “Registration and make a Test Meeting”.

1) Click on the Windows icon at the left corner.

Microsoft Edge

4

= Recently added Productividad

Ea 3D Viewer

A

9 Alarms & Clock e w v

¢ MicrosoftEdge  Photos Microsoft To...
E Calculator Explorar

§| Calendar

= G v 7 @

Microsoft Store  Madrid Microsoft Ne...

Mostly Cloudy

Connect

Feedback Hub

Netflix Entretenimiento
Films & TV

Chrome

Q Get Help
9
o

H) O [iype here to search
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2)
— Type zoom (1)
— Click Start Zoom (2)

Start Zoom
£ zoom - see web results App

Search the web

Settings (6)
[ Open

©  quit Zoom

3) Click Sign In

) Zoom Cloud Meetings

Join a Meeting

Version: 4.6.7 (18176.0301)
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4)

— Enter your email address (1)
— Enter your password (2)

— Click Sign In (3)

© Zoom Cloud Meetings

Sign In

\[ | 1 | Q Sign In with SSO

I | | : F or G Sign In with Google

(O Keep me signed in m f Sign In with Facebook

Sign Up Free

5) Click New Meeting

© Zoom - o X
[ =) © Q Search (0]

Home Chat Meetings Contacts
o

53
24 March 2020

New Meeting Join

s o
No upcoming meetings today

Schedule Share screen ~
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6) Zoom meeting screen.
Click Join with Computer Audio

J Zoom Participant ID: 50 Meeting ID: 392-632-211

ra .
T3 Enter Full Screen

Enter Full Screen (Alt

Join with Computer Audio

Test Speaker and Microphone

Automatically join audio by computer when joining a meeting

Click to invite participants

Mo o~ W at 2! [ 1 @ ©

Join Audio Start Video Invite  Manage Participants Share Screen Record  Reactions

7) Meeting started
Click Invite

J Zoom Meeting IU: 152-984-834

P Erer Full Seree
T3 Enter Full Screen

MrSmith T

~ Wl at » @ ©

Start Video Invite. Manage Participants  Share Screen Chat Record Reactions
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8) Click Email
Refer to section:“Registration and make a Test Meeting”, step 22 to continue.

L

ra . e
v o Enter Full Screen

) Invite people to join meeting 610-792-302

Contacts

Choose your email service to send invitation

O O O

Default Email Gmail Yahoo Mail

Copy URL Copy Invitation Meeting Password: 263086

& ~ at a’ o~ e @ ©

Start Video Invite Manage Participants  Share Screen Chat Record Reactions
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Download and install Zoom application manually

Follow this section if you have a Zoom account created and you want to install the application
on your computer.

1) Navigate to https://zoom.us
Go to the bottom of the page and click Download

© Vides Conferencing, Web Confe: X | +

< C & zoomus

REQUESTADEMO 18887999666  REsq]

ZOONY  sowrons - PLANSEPRICNG  CONTACTSALES somaveenne  vostaveenne - senin ([

We have developed resources to help you through this challenging time. Click here to learn more.

About Download Sales Support Language

Zoom Blog Meetings Client 1888799.9666 Test Zoom Englih ~
Customers Zoom Rooms Client Contact Sales Account

OurTeam Browser Extension Plans & Pricing Support Center
Why Zoom Outiook Plug-in Requesta Demo Live Training
Features Lync Plugrin Webinars and Events Feedback
Careers. iPhone/iPad App Contact Us
Integrations Androld App Accessibility
Partners

Investors

Pre .
Madia e ® in v o §

How to Videos

Currency

US Dollars § ~

Copyright ©2020 Zoom Video Communications, Inc. Al ights reserved. Privacy & Legal Policies | About Ads | Do Not Sell My Personal Information | Cookle Preferences.

2) On Zoom Client for Meetings, click Download

* Download Center - Zoom x4
< X @ zoom.us/download

REQUEST A DEMO

ZOOI I l SOLUTIONS +  PLANS&PRICING ~ CONTACT SALES JOINAMEETING ~ HOSTAMEETING v SIGH

We have developed resources to help you through this challenging time. Click here to learn more.

Download for IT Admin ~

Download Center

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

Download Version 4.6.8 (19178.0323)

Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Outlook installs a button on the Microsoft Outlook tool bar to enable
you to start or schedule a meeting with one-click.

Download Version 4.8.19156.0322
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3) Zoom Installer download in progress.
When download process finish, click on the file (Zoomlnstaller.exe) to start the installation.

< (] & zoom.us/download

Z OO' l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES

We have developed resources to help you through this challenging tin

Download Center

Zoom Client for Meetings

The web browser client will download automatically when you start or
meeting, and is also available for manual download here.

Download Version 4.6.8 (19178.0323)

Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Outlook installs a button on the Microsoft Outloo
you to start or schedule a meeting with one-click.

Download Version 4.8.19156.0322

https://zo0t

[ Zoominstaller.exe

4) Zoom will install and initialize automatically

PLANS & PRICING CONTACT SALES JOIN AMEETING HOST AMEETING ~ SIGN IN

We have developed resources to help you through this challenging time. Click here to learn more.

Download Center Download for IT Admin ~
ZO (© Zoomll-nstaller - X
The Initialize...
meeti| |

Download Version 4.6.8 (19178.0323)

Zoom Plugin for Microsoft Outlook

The Zoom Plugin for Outlook installs a button on the Microsoft Outlook tool bar to enable
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5) Zoom meeting screen.

Refer to section: “Start a new meeting”, step 4 to continue.

[ ) Zoom Cloud Meetings

Z00Mm

Sign In

Version: 4.6.8 (19178.0323)

[ Ad
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Installing Zoom Android app

Follow this section if you have a Zoom account created and you want to install the application
on your cell phone or tablet device.

1) Tap on Play Store icon

ol AT s N52% wH3se

= 1]

For you Top charts Categories Edi

Apps tiles para estar en casa -

o Uber
w

ZOOM Cloud Uber Eats: Local  Duolingo - Leam R
Meetings food delivery Languages Free
28 MB & 2m8

I.ts Suggested for you .

Boc

PedidosYa R.mm Mercado Libre:
Dedivery Online compea facily 1
24 ME oM
Jusl updated >
Fresh featur ontent

. m [
m .. l

l'
c, ames Apps \Aowc Books
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3)
- Enter zoom (1)
- Tap on ZOOM Cloud Meetings (2)

Antel .l W N 52% w355

« = 1@ =~

[ ) zoom cloud Meetings ] | 2 l
Q zoom
Q  zoom camera
Q zoomcar
Q, zoomerang
Q_  zoom cash loan app
< zooming zoom zoom in

1 2 3 4 5 6 7 8 9 0

4) Tap on Install

Antel .l R s 1E52% be k355

& Qi
ZOOM Cloud
Meetings
Zoom.us

4.0% | 5

92K reviews 28 MB Everyone @ D

Install

About this app >

Zoom is a free HD meeting app with video and
screen sharing for up to 100 people

Business #1Top free
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5) Installation in progress

Antel ol = s (¥ 52% 1w ) 355

¢« Q

\ ZOOM Cloud

Meetings
20% of 28.04 MB
@ Verified by Play Protect

Cancel ]

You might also like >

6) Tap Open when installation finish

Antel AT 101 52% e ) 3:53

<« Q

ZOOM Cloud
o Meetings
B

Uninstall | Open ’

You might also like

Skype - free IM&  Linkedin: Job Microsoft Excel M
video calls Search & Busine.. Create and edit cof
13 3 2MB 15
4.0% L 3 5

92K reviews 28 M8 Everyone ® D
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7) TaponSignin

Antel all F @ i0ia0% T 86

@ .

Start a Meeting

Start or join a video meeting on the go

N
gy
e

s

Mt

o

Join a Meeting

8)

— Enter youremail address (1)
— Enter your password (2)

— Tapon Sign In (3)

Antel il = @ 10140% @818

Cancel Sign In

[ ] (1)
C(z)

Forgot Password?

OR, SIGN IN WITH
Q  sSo
~

& Google

f Facebook

1T 2 3 4 5 6 7 8 9 0
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9) Tap onNew Meeting

@ i01a0% W 820

Antel all =

g Meet & Chat @

Q Search

0000

New Meeting Join Schedule Share Screen

m Mr Smith T (you)

» ®© )
IMeet & Chat V-d.-.*e".lu‘tacts- Settings

10)
— Disable Video On (1)
— Tap on Start a Meeting (2)

@ i0139% e

Start a Meeting

[\/ideo on U

Use Personal Meeting ID (PMI)

713-819-3032
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11) Tap on Got It

Antel

Please allow Zoom access
permission.

For the best meeting experience, Zoom may
ask to access to your microohone, camera, and
storage.

12) Tap on ALLOW

203-633-768%

Fasswerd: 82

9

Allow Zoom to record audio?

Invite Others
Invite your contacts to join this meeting
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13) New meeting started

Tap on Participants

Antel Ll 7w (g ul

an 140-763-0758

Passwaord: 604497

Invite Others
Invite your contacts to join this meeting

Mule  Start Video

14) Tap on Invite

Antel

Close Participants (1)

Mr Smith T WZl

Chats ul-: All Unmute All
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15) Select the method to invite participants
In this case, tap on Copy URL

Antel Ll 7w~

Hangouts
Messages

Gmail

! Email

Invite Zoom Contacts

16) Open your email client and compose a new email to send the invitation link
— Enter the Recipients of the participants (1)

— Write the Subject (2)

— In the body paste the Invitation copied before (3)

— Click Send (4)

Antel .l e W ION73% 0 719

<« Compose @
From
v Of )| KN

[Zoom cellphone meeting] | 2 I

ttps://zoom.us/j/579253152?
pwd=MXIZMnYrUIBveTU2SkYrcXhHNHp

4dz09

s E | La
12 3 45 6 7 8 9 0

Q W E R T Y U I O P

A S D F G H J K L N

Z X C V. B N M
-

<
a



Byron James, Expatriate Law, March 2020

Participant

17) The participant will receive an email with the invitation link.
Click on the Join Zoom Meeting link.

M Zoom cellphone meeting - andre X +

< C & mail.google.com/mail/u/1/#inbox/FMfcgxwHMZJvDbwbKngMPMQqIPTNWZdL

— B

a o
I- Compose

Zoom cellphone meeting Inbox x

Gmail Q  search mail

Inbox
Starred ) i @gmail.com>
Snoozed fome =

Sent o -
Drafts

STE m» Forward

4 Reply

18) A new tab will be open on your browser.
Click on Open Zoom. If you don’t have zoom installed, refer Section X, to download and install

theapplication.

M Zoom cellphone meeting -andr= X ) Launch Meeting - Zoom x  +

X @ zoom.us/j/5792531522pwd=MXIZMnYrUIBveTU2SkYrcXhHNHp4dz098istatus=success

zoom Open Zoom? Support

https://z00m.us wants to open this application.

=

If nothing prompts from browser, download & run Zoom.

Copyright ©2020 Zoom Video fons,
Privacy & Legal Policies
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19)
— Enter your Name to join the meeting (1)
— Click Join Meeting (2)

M Zoom cellphone meeting -andre X (@) Launch Meeting - Zoom x  +

C @ zoom.us/j/5792531522pwd=MXIZMnYrUIBveTU25kYrcXhHNHp4dz09&istatus=success

zoom

20) Click Join with Computer Audio
© Launch Meeting -| @ 7 Participant ID leeting ID: 579-253-15

31522pwd=MXIZMnY{

200m

Meeting Topic:
Host:
Password:

Invitation URL:

Please clic

If nothing prompts fr¢

© Zoom X

Enter your name

 Your Name

“ Mr John M l |II

") Remember my name for future meetings

tem dialog.

wnload & run Zoom

[ Cancel |

Copyright ©2020 Zoom Video Communications, Inc. All rights reserved.
Privacy & Legal Policies

Mr Smith T

Mr Smith T's Zoom Meeting
Mr Smith T
448650

https://zoom.us/j/579253152?pwd=MXIZMnYrUIBveTU2SkY...

© Join Audio

Participal

'R

1t

Join Au

X

o —
Join with Computer Audio

Test SpeaReramaMicrophone

te Others

Automatically join audio by computer when joining a meeting

~ W

Join Audio Start Video Invite

Participants Share Screen Record

Support

Jpport

English +

Engl
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Host

21) On the host you will see the two participants: Mr Smith T (host) and Mr John M (participant)

Antel Ll = - @ 10§74% =1 7:29
Close Participants (2)
MrSmith T [ /1]
Mr John M

Chats Invite Mute All Unmute All

22) Another screen on the cell phone to see the participants

Antel il 7 -
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Chat

1) Click Chaticon

& Zoom Meeting ID: 627-148-021 —

Mute «e

Mr Smith T

Mr John M

~ Wi - e e - e @ o

Start Video Invite Manage Participants  Share Screen Chat Record Reactions

2) Atthe right Zoom Group Chat displayed.
Select Everyone (in Meeting) to chat with all participants

1~

Zoom Group Chat
Mr Smith T

Mr John M

To:  Everyone v

LN /] & a2 B0 - . (O) ® TIPS & Everyone (in Meeting)

Unmute Start Video Invite  Manage Participants  Share Screen Chat Record  Reactions Mr John M
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3) Insert the text to start the chat and hit Enter.

© Zoom Meeting ID: 627-148-021 - o X
Unmute === o Zoom Group Chat
Mr Smith T
To: Everyone v O File
o [ Hello John!
:” a L ;+ &.. ’ .y - - © ©
Unmute Start Video Invite Manage Participants ~ Share Screen Chat Record Reactions

4) Click File to see the options to upload files to the chat.

© Zoom Meeting ID: 627-148-021

Unmute +es Zoom Group Chat

Mr Smith T

Mr John M

To:  Everyone v O File

3 Hello John! 23

Y o~ Wil o a2 a0 - . @ [} 32 Dropbox
Unmute Start Video Invite  Manage Participants  Share Screen Chat Record  Reactions & Microsoft OneDrive
& Google Drive

box Box

[ Your Computer
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5) Click on the ... (1) to Save the chat (2)

O Zoom Meeting ID: 627-148-021 Ll a X
Unmute| === Zoom Group Chat

Mr Smith T From Me to E

Hello John!

Mr John M

To:  Everyone v O File

Y o~ Wl a 22 C ~ | 0) 1 pe message here.d  Save Chat

Unmute Start Video Invite Manage Participants ~ Share Screen Chat Reactions Participant Can Chat With:
No One
Host Only
Everyone Publicly

v Everyone Publicly and Privately

Participant

1) Click Chaticon

9 @ Zoom Meeting ID: 627-148-021 - [m] X

Mr John M

MrSmith T

L o~ wa o PEl e o

Unmute Start Video Participants Share Screen Chat Record Reactions
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2) Zoom Group Chat displayed.

& Zoom Meeting ID: 627-148-021

Mr John M

MrSmith T

Y o~ Wi e [+ ] » @ ©

Unmute Start Video Participants Share Screen Chat Record  Reactions

o
v Zoom Group Chat

From Mr Smith T to Everyone:

Hello John!

To:  Everyone v O File
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Record

1) Click Record icon.

J Zoom Meeting ID: 627-148-021 - o
Unmute == v Zoom Group Chat
Mr Smith T From Me to Everyone:
Hello John!
(0"
To:  Everyone v O File
Ty h
Y o~ W & a o - . ®@ © pe e
Unmute Start Video Invite Manage Participants  Share Screen Reactions
2) Recording buttons (1)(2)
& Zoom Meeting ID: 627-148-021 - =}
" Zoom Group Chat
Mr Smith T - Evervone
Hello John
To:  Everyone v O File

L o~ wa &t » mo

Unmute Start Video Invite  Manage Participants  Share Screen Pause/Stop Recording

Reactions
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3) Click Stop.

© Zoom Meeting ID: 627-148-021 - o x
Unmute o= w v Zoom Group Chat
Mr Smith T From Me to Everyone
Hello John!
© Recording
To:  Everyone v O File
oo 2 o Type message here
N & a2 o - » oo (-] ‘

Unmute Start Video Invite  Manage Participants Share Screen Chat Pause/Stop Recording  Reactions

4) A message indicates that the recorded file will be converted whtn the meeting ends.

O Zoom Meeting ID: 627-148-021

Unmute === The recorded file will be converted to mp4

when the meeting ends

Mr Smith T

Mr John M

To:  Everyone v
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5) Click End Meeting

© Zoom Meeting ID: 627-148-021 - o
v Zoom Group Chat
Mr Smith T From Me to Everyone:
Hello John!
To:  Everyone v O File
-
Y o~ Wl » @ © ’

Unmute Start Video Invite  Manage Participants Share Screen Record  Reactions

6) Click End Meeting for All

Unmute «=s

v Zoom Group Chat
Mr Smith T From Me to Everyone:
Hello John!
© End Meeting or Leave Meeting?
To keep this meeting running, please assign a Host.
T —
( End Meeting for All ) EERJVEEN] Cancel
To: Everyone v O File

je here.

72PN /| - * | . @

Unmute Start Video Invite  Manage Participants Share Screen Chat Record  Reactions
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7) Converting record file.

o - O
[, o O Q Search e
Home Chat Meetings Contacts
e
) Zoom - Converting the meeting recording
o Convert Meeting Recording
You have a recording that needs to be converted before viewing.
37%
Stop Converting
Schedule Share screen v
8) Recorded files stored on the Documents folder.
o [u}
[, 2 O Q Search @'
Home Chat Meetings Contacts
-]
IBE- Play 2020-03-30 13.02.11 mr smith t's zoom meeting 627148021 - o X
Home Share View Video Tools
1~ > ThisPC > Documents > zoom > 2020-03-30 13.02.11 mr smith t's zoom meeting 627148021 v O Search 2 P
Name T Type Size
s Quick access P
@] audio_only MA4A File 51KB
Deskt *
B Desktop [a] playback M3U File 1K8
¥ Downloads 6] zoom_0 MPA4File 159 KB
[£ Documents  #
&=| Pictures *
b Music
B Videos
@ OneDrive
[ This PC
8 3D Objects
[ Desktop
| Documents
& Downloads
D Music
&= Pictures
B Videos

‘i Local Disk (C:)
¥ CD Drive (D) Virtua
== discolTB (\VBoxSv

¥ Network
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2-LifeSize

Start a new meeting

Follow this section if you never used LifeSize before and you don't have an account.
If you have a LifeSize account and LifeSize installed please refer to: “Download and install
LifeSize application manually” step: 10.

1) Navigate to: https://lifesize.com
Click Meet now, it’s free

© vetes Comtancing - X | ) Actteyour scmur X | () fan- Zooe % | G Googhhzowt X | G Gt X | M bor-sdemaalt X @ hesVesager X @ Uit Zoom W X | @ Vides Conterancing | X

@ |ifesize WhyLifesize «  Products «  Solutions

Lifesize Merges with Serenova

Delivering high-definition experiences for the meeting room, contact center, and beyond

Introducing the world’s first
global 4K video
conferencing solution

Rated best-in-clsss for video, sudio and content-sharing clanty.

2) Welcome screen

G

lifesize

Welcome to Lifesize Go
Free, unlimited group video conferencing calls with up to 8 participants. Enter your
information below to get started.
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3)

— Enter your Name (1)

— Enter your email (2)

— Click the checkbox: | have reviewed and agree to the Terms of Service and Privacy Policy (3)
— Click Let’s Go (4)

G Vers: Racactar X | @ Ulesce Video Conferencing Sy’ X @ Léesce Go St Your Free Vide X o

C @ goMuizecom

G

lifesize

Welcome to Lifesize Go
Free, unlimited group video conferencing calls with up to 8 participants. Enter your

information below to get starte

Cm—
.

r »@gmailcom
e eviemed snd e o he Tcmaal Secice oné P

4) New tab will be open on your browser.
Click Allow to use your microphone
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5) Initial screen of Lifesize with you as a host and no participants.

— Task bar with options (1)

€ C &y

6) Click on the first icon to add participants.

€ C @ gakeszacomie-betisg - s ©Q
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7) On the left side, you can send the invite link.
Enter an email address of a participant on the text box and click on the blue arrow to send the

invitation.
(<} X | @ (2) New Messages X @ lifesizeGorStart Your free . @ X |
&« C @ golifesize.com

Send invite link

[ jeqmalcom

Tap to copy invite link

Incall

8)
- You can enter another emailaddress to invite (1)
- You can see the email address of the people recently invited (2)

[ Vera: Redactar X | @ Lifesize: Video Conferencing Sys: X @ Lifesize Go: Start Your Free . @ X =

€« C & gollifesize.com/vmr-g6fiak

e[

Send invite link

Tap to copy invite link

Recently invited @
[ @gmail.com > l

In call
& e Smith T (you




Byron James, Expatriate Law, March 2020

Participant

9) The participant invited should receive an email like the image.
Click Join now

M 4 ardresdemariapascealBor X M Jor s meetng row x  + jOBRCLOE - © | - 8 x

€« C @ maigoogle.com/mail/u/1/#in MPpACRAQUGHOd)MIbSF W -« @ :

C[®) ;

lifesize

L}

Join a meeting now on Lifesize Go! D e«

1

Lifesize G0

S 9seIP®PVVOe D

Andres has invited you to join their Lifesize Go video call

>

10) New tab will be open on your browser.

- Enter your Name (1)

- Click the checkbox: I have reviewed and agree to the Terms of Service and Privacy Policy (2)
- Click Join (3)

M lina meeting row on Lifesize © X @ Lfesze Go Surt YourFree Vide X 4

C & goMesizecom/vmr-ghfigk

G

lifesize

Welcome to Lifesize Go

Enter your info below to join the video call.

[ 1|3
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11) Click Allow to use your microphone
M - andesdemarapescusl@gr X | M Jom s meeting now on Lifesize . X @ Litesae tart eeVide: X 4
C (W) goresize.compmir-wuk)

golifesize.com wants to

& Use your microphone

12) You have joined the meeting.

M8 e Sl 50 [ M e iy e S L T @ Ui G St Your ree ' @ X I

C @ golfeszecom/vmr-wukljo -
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Host

13) On the host you can see the participants in the call (1)
In this case there are two persons in the meeting: the host and one participant.

B} Verx Recactar X | @ Lifesize: Video Conferencing Sys' X @ Lifesize Go Stant Your Free . @ X

<« C @ golifesize.com/vr

Send invite link

Tap to copy invite link

Recently invited

14) As host, click the second icon on the task bar options to share the screen.

ov wev X | ) Acwazeyoursccount -2 X | () Staet-Zoem X | M Inboc-semaa2ei0; X @ LreceGo st @ X @ godeszecom X | @ LretewZoom|Whe X @ Vo Conferencmg P X t
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15)
- Select the first tab: Your Entire Screen (1)
— Click Share (2)

© Video Conderencing We: X | () Activate youraccount-70 X | Q) Stat- Zoom X M Inocx-sdemwa2dil@c X @ LfecteGo Ganvec B X @ gabfeszecom X @ Ufecizeve. Zoom | Wher X | @ Video Conferencing Price X | 4

€« C @& goleszacom/vme-vaiklo Video Conferencing Pricing and
Subscription Stans | Lifesize

"esize £OMm

16) A message at the bottom advice you that you are sharing your screen, you can Stop Sharing or
Hide the advice.
e ) (G X || M b shemei o005 X @ s GoSuto. @ % | @ goBiwbacen e Y ———

€« C @ golifeszecom,
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17) Minimize your browser and open the File explorer for example.

" v | Fik Expriorer

1T & > Guceacces »

# Uurceaccess ~ Frequent folders (6)
I Desitep [
& Douloads e

o Music

D e

Recent files (1)

B Voo
@ Unebrve
150
W This PC

i Nebwork

Participant

18) Now the participant is watching the host screen with the File explorer opened.

M - sndres demariapascusi@gr X | M Joina meeting now on Ufesze © X @ LtesaeGo St Vourfree . @ X 4

C @ golfesize.comivmir-wkie -

P Type here to search
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Download and install LifeSize application manually

Follow this section if you have a LifeSize account created and you want to install the application
on your computer.

1)
Go to the bottom of the page on the Support section click Software Downloads

@ Lifesize: Video Conferencing Sys: X 4

< ]

Navigate to https://lifesize.com

@ lifesize.com

Why Lifesize v Products v Solutions v Pricing

Get your team started on Lifesize today

Meet now, it's free

& lifesize

About Lifesize [ Video Conferencing Support Solutions Customers
i

Overview

Management Locate a Reseller Software Downloads Plans & Pricing Case Studies

Video Conferencing Best

Awards Partner Portal Practices Support Center Why Lifesize Use Cases

Video-First
Organizational Culture

Trust Center Become a Partner Lifesize Share: Meeting News

Room Digital Signage &

Legal Wireless Screen Sharing  Sitemap
Selecting a Video

Careers Conferencing Solution

Contact Us Video Conferencing

Terminology: A-Z

TWITTER | FACEBOOK | LINKEDIN | YOUTUBE | RSS | INSTAGRAM

NC. ALL RIGHTS RE: D. PRIVACY POLICY | TERMS OF SERVICE

2) On the LifeSize App section click Download App

@ Software Downloads x  +

& > C @ lifesizecom/en, e-downloads

+55 212025-6925 ext. 682 Language Y  Partners  Support  Community  Resources  Blog Q

selutons - Pridng

Login

Why Lifesize v Products v

lifesize

Software downloads

Lifesize On-Premises Lifesize App

Your Lifesize products will run at their best when you
keep them current. To make sure yours is up to date,

you can download software updates here. To activate

your video conferencing software download, log in
to your account below. If you're new to Lifesize, you
must first create an account. Once it’s active, you'll
be able to download software, and you'll be
registered to get software update notifications.

Please note: You need a current maintenance
agreement to access product updates. If yours isn't
current, contact your authorized Lifesize partner or
email us directly at Service Renewals.

Recent Updates

Lifesize Icon customers are advised to bookmark this
webpage and monitor the Recent Updates section to
ensure they are up-to-date on the current software
releases. Additional update information is available
on the Lifesize Icon What's New Page.

Already a Lifesize customer and looking for the
Lifesize app? Visit our Lifesize Software Download Page
to download the Lifesize app for your laptop (Mac or
ablet or smartphone (i0S or Android)

- ust be a current Lifesize account
holder to download the app. Want to try out Lifesize
free for 14 days? Click to start your trial.

Recent Updates

If you use the Lifesize App, you don’t need to worry
about these updates. Your software updates
automatically, so it’s always up to date. Additional
update information is available on the

Lifesize App What's New Page.
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3) Click Download Windows App

@ Software Downloads X @ Ldesize|Ca x 4+

C & calllife

Lifesize Desktop Apps

Join calls from your browser

4) LifeSize Installer download in progress.

@ Software Downloads X @ Lifesize| Cal x  +

C @ calllifesizecloud.com/downloads

O lifesize.

Lifesize Desktop Apps

Enjoy the power of Lifesize on your desktop—the only service that
offers a shared directory with click to call by name, instant and
scheduled video calls, single and group calls (up to 50-way), single and
group chats, and call recording.

Lifesize Mobile Apps

Do everything you need
connection is the sam

with our Lifesize mobile apps. The
ust the size of the screen that changes.

Join calls from your browser

Al of the Lifesize features you've come to know and love are available
right from your Google Chrome™ browser.

You can also join a meeting from Firefox, Internet Explorer® 11
Microsoft Edge, or Safari and we'll detect if you have the desktop app
installed. If you don't have the desktop app installed, we will prompt
you to download and install it

Lifesize Downloads

gle Play

Lifesize Downloads

.o ‘
[ 3 App Store Google Play

€
@eeco
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5) When download process finish, click on the file to start the installation.

@ Software Downloads x

(]

Lifesize Desktop /#
Enjoy the power of Lifesize
offers a shared directory w
scheduled video calls, sing
group chats, and call recor

Lifesize Mobile A

Do everything you need to
connection is the same—it

Join calls from yoi

Al of the Lifesize features
right from your Google Chi

You can also join a meetiny
Microsoft Edge, or Safari &

you to download and install it

Lifesize Microsoft Outlook Add-In

Lifesize Downloads

Google Play

lifesize.

installed. If you don't have the desktop app installed, we will prompt

6) While installing LifeSize, go back to Software Download page and click on trial link

@ (2) New Messages! x 4+

< c

@ lifesize.com/en/software-downloads

+55 212025-6925 ext. 682 Language ¥ Partners

@ lifesize

Why Lifesize v Products v Solutions v Pricing Meet now, it's free

Login  Q

Resources

Blog

Support  Community

Software downloads

Lifesize On-Premises

Your Lifesize products will run at their best when you
keep them current. To make sure yours is up to date,
you can download software updates here. To activate
your video conferencing software download, log in
to your account below. If you're new to Lifesize, you
must first create an account. Once it's active, you'll
be able to download software, and you'll be
registered to get software update notifications.

Please note: You need a current maintenance
agreement to access product updates. If yours isn't
current, contact your authorized Lifesize partner or

7) Fill your information

- Enter your Full Name (1)

- Enter your Company Name (2)
- Enter your Work Email (3)

- Enter your Phone Number (4)
- Click Continue (5)

Lifesize App

Already a Lifesize customer and looking for the
Lifesize app? Visit our Lifesize Software Download Page
to download the Lifesize app for your laptop (Mac or
Windows), tablet or smartphone (i0S or Android).

Download App

Please note: You must be a current Lifesize account

holder to download the app. Want tgdry out Lifesize
free for 14 days? Click to start yo @

Recent Updates

If you use the Lifesize App, you don’t need to worry
about these updates. Your software updates
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@ (2) New Messages! X+

<

C @ lifesize.com/en/video-conferencing-app/trial

& lifesize

Try our video
conferencing app free for
14 days

Our app for desktop, mobile and browser delivers
high quality video communication that you can
depend on. With industry-leading reliability and an
experience designed around ease of use, we provide
a proven, modern solution for your mission-critical
meetings.

No credit card required.

Let's get started

Full Name*

Mr Smith T E'

Company Name*

]

Work Email*

+55 21 2025-6925 ext. 682

="

Phone Number*

L

J[+]

By submitting your information you're agreeing to

our Privacy Policy and Terms.

‘What brings
today?

8)

<

Create your password
Enter your password (1)
Confirm your password (2)
Click Register (3)

@ (2) New Messages! x  +

C & lifesize.com/en/video-conferencing-app/trial

& lifesize

Try our video
conferencing app free for
14 days

Our app for desktop, mobile and browser delivers
high quality video communication that you can
depend on. With industry-leading reliability and an
experience designed around ease of use, we provide
a proven, modern solution for your mission-critical
meetings.

No credit card required.

Create your password

Password (Min 8 chars)*

E==m—

Confirm Password*

+55 21 2025-6925 ext. 682

(]

N

o

Go back

What brings
today?
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9) Registration finished

@ (2) New Messages! X +

&« [¢] @ lifesize.com/en/video-conferencing-app/trial

@ lifesize

Watch the 90-second
video Start using Lifesize!

Learn everything you need to start making video calls

and scheduling meetings on Lifesize. el e

10) Click on the Windows icon at the left corner

Productividad

3D Viewer

(] 4

Microsoft Edge  Photos Microsoft To...

Calculator Bxplorar

Calendar Mostly Cloudy'

e G " F @

@y Microsoft Store ~ Madrid Microsoft Ne...

Feedback Hub

Films & TV Entretenimiento

Get Help

Google Chrome

01 Groove

) O frype here to search

What brings you to |
today?
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11)
- Type lifesize (1)
— Click Lifesize (2)

N4

Google
Settings Web
Best match
Q
a @ Lifesize
Life App
Apps -
Lifesize
® Lifesize Setup 2.210.2578.exe > App
uzc Search the web
L lifesize - See web results > = Open
L lifesize download > £SO Run as administrator
L lifesize cloud > I3 open file location
& o
R lifesize descargar > Pin to Start
. -2 Ppin to taskbar
L lifesize app >
@ Uninstall
L lifesize cloud download >
L lifesize icon 400 >
L lifesize web >
Hll O lifesizel Il 1 l = ™ I% -

12) LifeSize Welcome screen.
¥ (2) New Messages! x @ Lifesize | Cal x +
C @ callliifesizecloud.com/downloads
D lifesize.
@ Lifesize

File Edit Window Help

O lifesize

Welcome to Lifesize

| have an account | am a guest

Please sign in to get started.

¥ Keep me signed in
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13) Enter your email address (1)
Click Next (2)

® Lifesize
File Edit Window Help

& lifesize

Welcome to Lifesize

I have an account | am a guest

Please sign in to get started.

’;*”@gmail.com ]

) Keep me signed in

14) Enter your password (1)
Click Sign In (2)

@ Lifesize

File Edit Window Help

& lifesize

Welcome to Lifesize

| have an account | am a guest

Please sign in to get started.

n ‘@grﬁail.com

Forgot password?

) Keep me signed in
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15) LifeSize will open with the Welcome screen

@) Lifesize
File Edit Window Help

Upcoming

Contacts

Room Systems

Meetings

16) Click Schedule

@Lifesize
File Edit Window Help

Upcoming

Contacts
Room Systems

Meetings

Welcome, Mr Smith T!

What would you like to do?

@)

Schedule

Welcome, Mr Smith T!

What would yo

Schedule

Activity

Recents

Your call history and any missed calls will
appear here

Favorites Add

When you add favorites, they will appear
here.

Recordings

[ View Recordings

O Search

Activity
Recents
Test
Test
Meeting 1365284

Meeting 1361572

Favorites Add

‘When you add favorites, they will appear
here

Recordings

View Recordings
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17) Click Choose or search
Click New one-time meeting

@ Lifesize
File Edit Window Help

Schedule a Meeting

Where should the participants call?

18) Enter the Name of the meeting (1)
Click Next (2)

Window Help

Schedule a Meeting

New one-time meeting

Name* Meeting 1

Moderator* Mr Smith T

Numeric
Passcode

e - o
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19) Click Copy on the meeting link and close the Schedule a Meeting window.

® Lifesize
File Edit Window Help

Schedule a Meeting

Where should the participants call?

Share Meeting 1's invitation

m () Catendar [l (3] Ciipboard
https:«‘x‘call.lifesmecloudcom.ﬂ 367452

20) On the left options, click Meetings (1)
Click Meeting 1 (2)

® Lifesize - u] X
File Edit Window Help
O Search o
22
Meetings
Upcoming
iy Show All -
@, Meeting 1 E'
¢
’ y
Room Systems « b
«
Meetings
i
¢
‘
- |
& lifesize
L
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21) Click on the headphones

® Lifesize

file Edit Window Help

22
Meetings
i Show All v

©®  Room Systems

@ Meetings

& lifesize

22) Meeting started

®) Lifesize
File Edit Window Help

Meeting 1

@ lifesize

You are the only participant in the meeting.

© Search o

Meeting 1 |
® Ready
-0
Calling Details

https/call.lifesizecloud.com/1367452

1367452@lifesizecloud.com

- -

X
Call Details

https:/call.lifesizecloud.com/13674....
Copy link

1367452
1367452@lifesizecloud.com

Mr Smith T

[ Copy Call Details

Add a participant to the cal
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23) Compose a new email to invite a participant
- Enter the participant email address (1)

- Enter the email Subject (2)

- Paste the meeting link copied before (3)

- Click Send (4)
i i
1 'S
Draft saved
0 e
[ -
LifeSize Meeting 1
it 2y
https //call ifesizecloud com/1367452
W t
[« S
h n
t ¢
\ U
0 to
Ip a
h sa
(¢ u
£ ~ o~ SansSeif - T+ B I U Av E- S S EE -

28.pdf

©
D]
o
log
]

Participant

24) Click on the meeting link received

pve g e g Py

M LifeSize Meeting 1- andresdem: X 4

c

<&

& mail.google.com/mail/u/0/#inbox/FMfcgxwHMZ JvNCsmKGHXnpmTsrQJvkTn

= ‘ Gmail Q  Search mail

°

LifeSize Meeting 1

Inbox

Starred
Snoozed fome ~

https:/icall lifesizecloud.com/1367452

Sent
Drafts

More « Reply

® Forward
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25) A new tab will open on your browser

- Enter your Name (1)

- Check “l have reviewed and agree to the Terms of Service and Privacy Policy” (2)
- Click Join Meeting (3)

M LifeSize Meeting 1 - andres.dem: X @ Lifesize - Guest x  +

C @ guestlifesize.com/1367452

O lifesize

Get Ready For Your Meeting!

e John M ]

New to Lifesize? Sign up, it's free -

24) Participant (Mr John M) joined the meeting.

o n @ :
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Host

26) List of participants on the host (Mr Smith T)

® Lifesize
File Edit Window Help

Meeting 1

2 Participants

Mr Smith T

Mr John M

Moderators

Mr Smith T

(- (=

@ Add a Participant

2. Lock this Meeting
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Install LifeSizeAndroid app

Follow this section if you have a LifeSize account created and you want to install the application
on your cell phone or tablet device.

1) Tap on Play Store icon

2) Locate the search text box
- Enter lifesize (1)
- Tap on LifeSize Video Conferencing (2)

antel RO o 1 3% ey 950

¢ [ ] .
¢ Lifesize Video Conferencing E

life size

lifesize cloud app

lifesize app

lifesize cloud

L L L L P

lifesize video conferencing

A~

& lifesize life-size life-sized

123456 789

U-—|O

- B EEER R K
q w e r t y u i o
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3) Tap on Install

antel MRD a3 0001 3% ey 9:50

¢ Q

v

Lifesize Video

@ Conferencing

Lifesize
38% | 1
612 raviews 15 ME Everyohe o

Ering the mesling room &

Yy
o A

About this app 2>

4) Installation in progress

amtel RO o 101 3% Py 9:51
¢ Q i
™~

Lifesize Video

@ Conferencing

14% of 14.79 MB
@ Verified by Play Protect

Cancel Open
You might also like 2
Microsoft Excel:  Mercado Litre: Wicrosoft Mi
Create and edil . compra facilyr.  Outlook wh
7213 19 MB 84 MB 77

38% 1t
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5) Tap on Open when installation finish

antel =D o 01 /3% ey .55

¢ Qi

Lifesize Video

@ Conferencing

Lifesize
Uninstall
You might also like ->
Microsoft Excel:  Mercado Libre: Microsoft Mi
Create and edit .. compra facilyr.  Outlook K
77 M8 19 MB R4 MB i
38% t 1«
6) Tap on ALLOW

& lifesize

©

Allow Lifesize to take pictures and
record video?

Join as a guest
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7) Tap on ALLOW

& lifesize

9

Allow Lifesize to record audio?
ALLOW

DENY

Join as a guest

8)
- Enter your email address (1)
- Tap onNext (2)

& lifesize

—
| C e D[]

New to Lifesize? Sign up free

Join as a guest
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9)
- Enter your password (1)

- Tapon Signin (2)

& lifesize

New to Lifesize? Sign up free

Join as a guest

1 2 3 4 5§ 6 7 8 9 0

@ # S & _ - () = %

10) Tap on ALLOW ONLY WHILE USING THE APP

& lifesize

Q©

Allow Lifesize to access this device's
location?

ALLOW ONLY WHILE USING THE APP

DENY

New to Lifesize? Sign up free

Join as a guest
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11) Tap on On-time meeting

Get ready for your meeting

= 2]

Make aNew Call ', One-time meeting
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13) Tap on the share icon

Meeting 1357841
< Participants (1) <:
Mr Smith T ) %
Vat
Moderator ¥ /

Moderator Controls ~

14) Tap on Copy

Share with

You're invited to call Meeting (
1357841 on Lifesize. Join: https//ca
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15) Compose a new email to invite a participant
- Enter the participant email address (1)

- Enter the email Subject (2)

- Paste the meeting link copied before (3)

- Click Send (4)

Antel Tl = 43 10187% ) 8:39
<  Compose @ E
From agmail.com v

o @f [

[Life—size cell phone meeting ] @

ou're invited to call Meeting 1357841

on Lifesize. Join: B
https://call.lifesizecloud.com/1357841

1357841

12 3 45 6 7 8 90

<
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Participant

16) The participant will receive an email with the invitation link.
Click on the Join LifeSize Meeting link.

M Life-size cell phone meeting -ar X+

<« C & mailgoogle.com/mail/u/1/#inbox/FMfcgxwHMZJvDjIFkICZHWSTTZMKzKId

N1

Inbox

Gmail Q  search mail

Life-size cell phone meeting box x

Starred
Snoozed fome ~

Sent You're invited to call Meeting 1357841 on Lifesize. Join: https:/call lifesizecloud.com/1357841

Drafts

4 Reply

Fq d
More m» Forwar

17) LifeSize application will open
Click Join

@) Lifesize - [m] X
File Edit Window Help

Joining

Meeting 1415402

Video Audio

No camera detected Default - Microphone (High Definiti... ¥

)
Microphone (" @)

Speakers

Default - Altavoces (High Definition... v

Test my speakers
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Host

18) Error received on the host: “Call failed”
If this error persist use Zoom application

Meeting 1415402

call failed

Cancel or call again
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Chat

Chat is not available for one-time meetings.
We recommend to use Zoom if you need Chat feature on meetings.

Record

1) Click on the record icon

Meeting 2

Call Details

hitpsJ/call ifesizecloud.com/15031
Copy link

Pl 1503169
1503169@ifesizecioud com

Mr Smith T

Copy Call Details

2) Click Stop to stop recording.

® Litesize
File Edit Window Help

Meeting 2

Mr John M @ Call Details

hitps://call kfesizecloud.com/15031
Copy link

Sol 1503169
1503169@lifesizecioud com

Mr Smith T

Copy Call Details
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3) Click End icon.

Meeting 2

Call Details

[ ony CollDetae

4)Click End Meeting

Leave Meeting

Would you like to leave the
meeting or end the meeting for
everyone?

[ G |

‘ Cancel ‘
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5)Click Home icon (1)
Click View Recordings (2)

® tresze

File Edit Window Help

Welcome, Mr Smith T!

Contacts

Meetings
Call Schedule

6) Enter your email and click Next
M Inbox (16) - ademaria2480@gm: X @ Sign In - Lifesize x +

C @ login.lifesizecloud.com/Is/login/?source=client.adminSnext = https%3A%2F%2Fmanage.lifesize.com%2FrecordingsFeed

& lifesize

Please sign in to get started

Email

New 1o Lifesize? Sign up, I's free

Activity

Recents

Favorites Add

Recordings E
View Recordings
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7) Enter your password and click Sign In

M Inbox (16) - ademaria2480@gm: X @ Sign In - Lifesize x o+

Cc @ login.lifesizecloud.com/lIs/login/?source=client.admin&next=https%3A%2F%2Fmanage.lifesize.com%2FrecordingsFeed

& lifesize.

Please sign in to get started

Email

Password

Forgot password?

New to Lifesize? Sign up, it's free

8) A new tab will open on your browser with the Recordings Feed

M Inbox (16) - ademaria2480@gm= X & Lifesize - Admin x o+

<« C & managelifesize.com/recordingsFeed

Recordings Feed

Recordings

Recordings Feed

Sort:  Date

L
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3-Flowcharts -

Zoom Start a new meeting

Start a new
Zoom meeting

Goto Enter your emai
address and
gn Up on
Zoom

Activate the
registr
email re

ter your

Starta N Skip Invite information to
Meetin: colleagues finish the
. stration

Open Zoom

Zoom
application nstall the Zoom
down application Errors installing
2 when download the application?
finish

Zoom
plication Audio and
pened. Test Microphone OK?
manually Audio and
Microphone

Login

successfully?
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LifeSize Start a new meeting

Start a new
LifeSize
meeting

Go to
https://lifesize.com

and enter your
information

Start a New
Meeting
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Zoom / LifeSize Start a new meeting from the Application Desktop

Start a new Zoom / LifeSize
meeting

Download Zoom / LifeSize
application

Start Zoom / LifeSize
application

Have Zoom
/ LifeSize
account?

Register on Zoom / LifeSize

< Start a New Meeting
web site No




