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Getting started with Zoom
Mountain View Buddhist Temple uses Zoom for services, events, interactive activities,
conversations, and other meetings. It’s a great way for the members of our Sangha to keep in
touch while we are social distancing.
This guide will help you get started and go over the controls.

What you need
• iPad 2 or later, iPad mini, or iPad Pro
• Internet connection
• Email
iPads come with a camera, microphone, and speakers built in.

Preparing for a meeting
Position your camera: Hold or prop up your iPad so the camera is facing you. It should
capture your head and shoulders.
Clean up your background: Move anything in your background that you don’t want others
to see.
Minimize noise and distractions: Turn off the TV or anything that might make a lot of noise.
If you have others in your household who will not be joining, let them know that you will be
in a video meeting.
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Getting the Zoom app
Download the Zoom app for the easiest experience. Make sure to get the Zoom app before
your first meeting starts.
1. Go to the App Store.
2. Search for ZOOM Cloud Meetings.
3. Tap Get to download the app.
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Joining a Zoom meeting
You must download the Zoom app before you can join your first meeting.
1. Go to your email inbox. About a week to
a day before the meeting, an email will
be sent to you with a link to the Zoom
meeting. Check Putra’s Post for service
or event links.

The Zoom link may look like
a button or a web address.

2. At the time of the meeting, tap the Zoom
link. This link may automatically direct
you to the Zoom meeting or take you to a
browser page.

2

Security note: Don’t share Zoom links in public places such as Facebook.
3. If this is your first meeting, enter your
name and tap Continue. You may not get
this window if this is not the first Zoom
meeting using the app.
You may need to wait for the host to let
you into the meeting.
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4. Tap OK to allow Zoom to access your
microphone.
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5. Tap Call using Internet Audio.
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6. Tap OK to allow Zoom to access your
camera.
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Tip: Your microphone and camera may be on when you join the meeting. That means
others may be able to see and hear you.

6

Finding the Zoom controls
Most of the controls for Zoom are in the top bar. If you don’t see this bar, tap your screen.
The control bar should pop up.
Leave button
Leave the
meeting.

Switch to
Gallery View/
Active Speaker
Change your
screen view.

Audio button
Turn your
microphone
on or off.

Video button
Turn your
camera on or
off.

Participants
button
See who is in
the meeting.

More button
Access the
chat function
and more.
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Turning the microphone on or off
The audio button for the microphone is in the top control bar.
Your microphone is OFF if your audio button looks like this. (No one can
hear you.)
Tap the Unmute button to turn your microphone ON. The red slash will
disappear to show your mic is on.
Your microphone is ON if your audio button looks like this. (People can
hear you.)
Tap the Mute button to turn your microphone OFF. A red slash will
appear to show your mic is off.

Tip: Keep your microphone OFF unless you are speaking. This minimizes background
noise and avoids everyone overhearing you unintentionally.

Turning the camera on or off
The video button for the camera is in the top control bar.
Your camera is OFF if your video button looks like this. (No one can see
you.)
Tap the Start Video button to turn your camera ON. The red slash will
disappear to show your camera is on.
Your camera is ON if your video button looks like this. (People can see
you.)
Tap the Stop Video button to turn your camera OFF. A red slash will
appear to show your camera is off.

Tip: Video meetings are a lot more fun if everyone can see each other. It is recommended
that you keep your video ON.
Feel free to turn your video off when you need to.
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Changing the screen view
Change your screen view to see the person speaking or to see multiple people on your
screen.

Active Speaker to
Gallery View

Gallery View to
Active Speaker

Tap Switch to Gallery View.

Tap Switch to Active Speaker.

Screen viewing options
Here is what the screen viewing options look like.
Active Speaker View
The speaker has the largest screen.

Gallery View
Everyone has equally sized screens.
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Changing your name
You can change your name if the name on your video screen doesn’t match your own.
1. Tap Participants in the control bar. A
screen with a list of participants will
pop up.
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2. Tap on your name.

2
3. Tap Rename.
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4. Tap the field under Rename and type in
your name.
5. Tap Done to save your name change.
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Viewing messages in chat
Chat refers to text messages sent during the meeting. Use these instructions to view
your messages.
1. Tap the More button located in the top
right.
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2. Tap Chat. A window will pop up where
you can view the previous messages and
where you can send a message.
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Sending messages in chat
You can send public or private messages in chat. Public messages will be sent to
everyone. Private messages will only be viewable to individuals.

Sending public messages
1. Tap More on the control bar and then tap Chat.
2. Make sure the Send to: section is set to Everyone. If it is not, tap on the downward arrow
and select Everyone from the drop-down menu.
3. Tap on the Tap here to chat or tap a message to reply section to start your message.
4. Tap Send.
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Sending private messages
1. Tap More on the control bar and then
tap Chat.
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2. Tap on the downward arrow next to
Everyone.
3. Select who you want to send a message
to from the menu.
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4. Tap on the Tap here to chat or tap a
message to reply section to start your
message.
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5. Tap Send.
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Leaving the meeting
You can leave a meeting at any time. Leaving a meeting will turn off your microphone
and camera.
1. Tap the Leave button in the top left.
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2. Tap Leave Meeting to confirm that you
want to leave the meeting.
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Resources
MVBT’s Tech Support team is happy to help!
Please email us at techsupport@mvbuddhisttemple.org or call 650-964-9426 extension 3
and leave a voicemail. Our team will get back to you ASAP!
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