
ZOOM Settings & Chat Good Shepherd Church

1. Go to www.Zoom.us on internet.  Install Zoom app and open on your device—smart phone, 

iPad or computer. 


2. Click on Zoom icon to open Zoom.


3. Zoom box opens. 





4. Click on Join a Meeting.


5. Meeting ID box opens. Type in Meeting ID & 

your name. Meeting ID are on emails from 

GSC (Good Shepherd Church). 


6. Please wait box opens.
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7. If you would like to change the settings, click on Test 

Speaker and Microphone button at bottom of wait box.


8. Audio Setting opens. 





9.  Click on Test Speaker button. 


10. Click and hold slider circle on Output Volume to adjust the volume.


11.  Click on Test Mic button.


12. Click and hold slider circle on 

Input Volume to adjust the 

volume.


13. Make a check on Automatically adjust microphone volume.


14. Click on General button on left of Settings box. 


15. General setting opens. Check the options you wish.
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16. Click on Video button for setting.


17. Click on the options you wish.


18.  Click on Share Screen button for setting.


19. Click on the options you wish.
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20. Click on Accessibility button for setting.


21. Accessibility opens.


22. Closed Captioning has a slider circle for adjusting Font Size.


23. Put check on Always show meeting controls.


24. On the meeting screen, pictures of everyone may be seen.


25. On the bottom of meeting screen is a black control strip.


26.Please be sure that the Mic button is OFF.  It is on bottom left of the black control strip. 

Extraneous noise is distracting. Turn on Mic if asked to talk to everyone.
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27. Click on the Chat button on the middle of black control strip to communicate 

silently.


28.  A large, white box opens on the meeting screen.  Drag and drop it to a 

side of the meeting screen.


29.  At bottom of the Chat 

box is a message box. 


30. Click on To: Everyone or 

choose someone else. 

31. Click into message box. 


32. Type your message. 

Click on right scroll 

arrow to see each line.


33. Press return at the end to send your message.


34. Your message is delivered at the top of the Chat 

box.
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35. Another way to respond is click on Reactions button on bottom black 

control bar.


36. Select quickly clap or thumbs up.


37. It can be seen temporarily on top left corner of meeting screen.


31. Click on Leave Meeting button at right on bottom black control 

strip when the meeting is over.


32. Zoom screen opens.





33. Click on red button to quit in upper left corner. 
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