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1. Click “Sign Up, Its Free” 



2. Insert work email address & click “Sign Up”. 



3. Go to your email inbox (the email address you 
provided to zoom). You should have a confirmation 
email from Zoom to activate your account. Click 
“Activate Account” 



4. Insert the following information  



5. This is your zoom profile. From here you can schedule, host, and join 
meetings. 



6. If you click on host meeting it will prompt you here where you 
can select from the following options for your meeting. 



7. When you click “Schedule A Meeting” you can now schedule your 
own meeting. Be sure to include a Topic, Description, Date, Duration. 
*Zoom’s basic plan allows you to have up to 40 minutes for free. 
To upgrade for additional time you will have to pay (quick tip 
save money- schedule two meetings back to back.* 
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