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Module 8
Zoom on a Computer
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Module 8-Lit/CLB 1-Introduction-Visual

1. Zoom Meeting on Computer

2. Zoom Icon
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Module 8-Lit/CLB 1-Review-Visual

1. Sign in to
your account

2. enter your
password

3. Click
‘Next’

4. This is your
Primary inbox

Sign in to email (Gmail)
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Module 8-Lit/CLB 1-Review-Sign in to Email (Gmail)-Visual

5. You see this:
an email from
Caroline

6. You see this:
Invitation to a
Zoom meeting

Read email
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout A 

2. You see this:
Click ‘open
Zoom Meetings’

Join Zoom with Pre-installed Zoom App

1. Click on Zoom link
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3. You see this:
Wait for host
to let you in.

Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout A 

4. You’re connected!
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout A

5. The meeting finishes.
Click ‘leave’. You will
leave the meeting.
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout B

Join Zoom from a Browser

1. Click on Zoom link

2. Click 
‘launch Meeting’
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout B

3. Click 
‘Join from
Your Browser’

5. Type your
name in the box

4. Click ‘Allow’
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout B

8. Click ‘Join’

7. Choose if you want
to join with your mic
and video on or off

6. Click ‘I’m
not a robot’

9. You see this:
Wait for host
to let you in.
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout B

10. You’re connected!

11. The meeting finishes.
Click ‘leave’. You will
leave the meeting.
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout C

Join Zoom by Downloading Zoom app for the First time

1. Click on Zoom link

2. Click
‘download Now’
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout C

You see this

3. You see this:
Zoom is being
installed.
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout C

4. enter
your name.

5. Click ‘Join
Meeting’

You see this: 
Video Preview

6. Click ‘Join with
Video’. others
will see you.

or, don’t want
others to see
you? Click ‘Join
without Video’.
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout C

8. You see this:
Click ‘Join with
Computer Audio’

7. You see this:
Wait for host
to let you in.
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout D

Join Zoom from a Meeting Id and Passcode

Copy meeting Id and passcode.



1. open Zoom app
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout D

2. Click ‘Join a Meeting’

5. Click ‘Join’

3. enter the meeting Id

4. Type your name
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Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout D

6. enter the meeting passcode.

8. You see
this.

Wait for host
to let you in.

7. Click ‘Join Meeting’
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9. You’re connected!

Module 8-CLB Lit/1-Digital Skill 1-Learn-Handout D

10. The meeting finishes.
Click ‘leave’. You will
leave the meeting.
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Module 8-CLB Lit/1-Digital Skill 2-Learn- 
Speaker View and Gallery View-Visual

understand Speaker View and Gallery View

You

Speaker

This is
Speaker View

Speaker View =
you see the
person who is
speaking

You want to
see other
participants

This is 
Gallery View



ISSofBC DIgItal lIteraCy CurrICulum reSourCe  •  Module 8: ZooM oN A CoMPuTeR •  LIT/CLB 1 •  VISualS & HaNDoutS 21

Change to Gallery View

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout A 
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1. Click ‘View’

2. Click
‘Gallery View’

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout A 
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Now you 
see all
participants

This is 
Gallery View

You

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout A 
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You want Speaker View again

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout B 

Change to Speaker View
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1. Click ‘View’

2. Click
‘Speaker View’

3. You see this.
Speaker View
again

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout B 
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You see this

understand Who is Speaking in Gallery View

This video has
a yellow box

These videos do not
have a yellow box

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout C 
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The yellow
box shows
who is
speaking.

She is
speaking
now.

The yellow box shows
who is speaking.

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout C 

She is
speaking
now.
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Pin and unpin Participant from Gallery View

This is Gallery View You want to see one person.
You want to see only this person.

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout D 
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double click on the person that you want to pin.

You      pinned 
this person.
Now you only 
see her video.

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout D 
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You want to go back to Gallery View.

Click on

You are back in Gallery View. You unpinned this person.

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout D 
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look at documents and Media (When Host Shares Screen)

Host

“I want to show you a
document now.”

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout E 
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You see this.

This is a
document.

You see the host again.
The host stopped showing the document.

Module 8-CLB Lit/1-Digital Skill 2-Learn-Handout E 

Host

You
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No Icons on Screen – Get Screen Icons Again

1. Icons

2. You see this.
No icons!

Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout A
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout A

4. Now you see icons again

3. Click anywhere
on the screen
with your mouse.
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout B1

Turn on Video Camera

You see this.

1. Your video
camera is off.

The other person
CANNoT see you.

2. Turn on your
video camera:

Click ‘Start Video’
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout B1

You

3. Now Zoom can access
your video camera.

The other person can 
see you now.
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout B2

Turn on Mic (Microphone)

You

Host

1. Your mic is muted.

The other
person/people
CANNoT hear you.

2. unmute your mic.

Click ‘unmute’



Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout B2

3. Now your mic
is unmuted:

The other
person/people
can hear you.

You can
speak now.
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout B3

You

Take a Break during the Meeting: Turn off Video and Mic

You need to take a break:
Go to the bathroom                Get something to drink            Feed your child, etc…

Zoom meeting

You need to take a break. 
You don’t want people in Zoom to see and hear you. 
What do you do?
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout B3

Your mic is muted now.

The other person/people
CANNoT hear you.

Your video camera is off now.

The other person/people CANNoT see you.

Before you take a break:    turn off your video camera       and       mute your mic

let’s take a break.
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout C

Ask a Question: Raise Your Hand

You

Host

You are in a
Zoom meeting.

You want to ask
a question

..................................

..................................

.........................?
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout C

Raise your hand
to ask a question,
please.

do not just
unmute
your mic.

Your mic
is muted

1. Click
on this:
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout C

2. Click here:

You see this.

3. Check...
I raised 
my hand.

4. Wait
for host
to respond
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout C

Cindy (your
name), please
unmute your
mic now and
ask your
question.
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout C

7. Click
here

Now your
mic is
unmuted

6. Unmute
your mic.
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout C

..................................

..................................

.........................?

Ask your question

Finished
talking?

Mute your
mic again.

Click here.
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout D

Maybe other participants
want to ask a question. 
You can see.

See Who Has Questions

You see this:
Caroline and
Kelly raised
their hands.
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout E1

understand Chat

This is Chat

You can write
messages

You can read
messages
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout E2

open and Type in Chat

1. Click Chat

You want to
open Chat

3. Read the
message.

4. Write
a reply:
Click here.

2. You see this:
Chat is open.
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout E2

5. Click here
to type your
message.

Finish typing your
message.
6. Press ‘enter’ on the
keyboard to send.

You see this.
This is your
sent message

You see this
You got a reply.

everyone
will see your
message.
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Module 8-CLB Lit/1-Digital Skill 3-Learn-Handout E3

Close Chat. Go back to Meeting Video

1. Click
2. Click Close

You want to
close Chat

You see this:
Chat is closed.

3. Continue
with meeting


