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fuys we;s ish¿u ;sr o¾Yk (Screenshots) https://zoom.us/ fjí wvúfhka iy tu wdh;khg wod, ksIamdÈ;hkaf.ka Wmqgd 
.kakd ,§.

ish¿u ysñlï wejß‚. m%ldYlhdf.a mQ¾j ,sÅ; wjirhlska f;drj fuu m%ldYkfha lsis÷ fldgila l=uk wdldrhlska fyda l=uk 
l%uhlska Pdhd msgm;a lsÍu, má.; lsÍu fyda hdka;%sl l%ufõohla uÕska iïfma%IKh lsÍu fyda fnod yeÍu imqrd ;ykïh.

This work is licensed under a Creative Commons Attribution 4.0 International License

https://zoom.us/
https://creativecommons.org/licenses/by-nc-nd/4.0/
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fuu ud¾f.damfoaYfha mrud¾:h jkafka mdi,a moaO;sh ;=< fukau Wm-
ldrl mka;s lafIa;%h ;=, isák .=rejrekag Zoom Ndú;d l< yels wdldrh 
f.kyer oelaùug Wmldr lsÍuhs.

Zoom iuÕ mgka .ksuq

1. Google fj; msúi zoom.us search lrkak.  

2. ñ<Õg, by< ol=Kq fl<jf¾ ;eô,s meye;s “Sign Up, It’s Free” Button tl la,sla 
lrkak. 

zoom yryd úêu;a wOHdmkhlA

- ud¾f.damfoaYh -

http://zoom.us
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3. ñ<Õg, i;Hdmkh (Verify) lsßu i|yd, Tnf.a Wmka j¾Ih, Wmka udih, iy Wmka 
Èkh we;=<;a lrkak.

4. ñ<Õg, Tnf.a úoHq;a ;eme,a ,smskh “Email Address” we;=<;a lr “Sign Up” la,sla 
lrkak.

5. ñ<Õg, Google reCAPTCHA iuÕ i;Hdmkh (Verify) lrkak.
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6. Tnf.a úoHq;a ;eme, “Email” fj; f.dia Zoom uÕska hjk ,o ;yjqre lsÍfï úoHq;a 
;emE, (Confirmation Email) ys “Activate Account” u; la,sla lr i;Hdmkh (Verify) lrkak.

7. ñ<Õg, Tnf.a uq,a ku, wjidk ku mqrjd uqrmohla iE§u i|yd Tnj kej; yrjd Zoom 
Main Page tl fj; hjkq ,efí.
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8. B<Õ mshjr w;HjYH fkdfõ, Tng tajd uÕ yer Tnf.a .sKqug (Zoom Account) hd 
yelsh.

9. ñ<Õg, Zoom ys Tnf.a .sKqu fmkajk wdldrh.
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1. Zoom Main Page ys by< ol=Kq fl<jf¾ we;s Resources fukqj fj; msúi Download 
Zoom Client u; la,sla lrkak.

2. Download Center fjí msgqfjys we;s Zoom Client for Meetings ys Download Button tl la,s-
la lr Tfí mß.Klh i|yd Zoom Client tl nd.; (Download) lr.kak.

Tfí mß.Klh i|yd Zoom Client tl nd.; lrkafka (Download)
flfiao lshd wms bf.k .ksuq.
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3. ñ<Õg, nd.; (Download) lr.;a Zoom Client tflys Setup File tl u; Double Click lr 
Zoom Desktop Client tl Tfí mß.Klfha Install lr.kak.

4. Install lr.;a miq Tnf.a mß.Kl ;srh (Desktop) u; fujeks w;=reuqyqK;la (Interface) 
osia jkq we;.

5. fuys Sign In u; Click lr Tn úiska fmr mshjrhkaySos idod .kakd ,o Zoom .sKqug 
we;=,;a lrk ,o úoHq;a ;eme,a ,smskh (Email Address) iy uqrmoh (Password) ,nd oS my; 
mßos we;=,;a jkak. 
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6. túg fujeks w;=reuqyqK;la (Interface) Tnf.a mß.Kl ;srh (Desktop) u; osiafõ.
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Tfí mß.Klfha Install lr.;a Zoom Client ys w;=reuqyqKf;ys (Interface) 
we;s úúO úl,amhka (Options) y÷kd.ksuq.

1 2 3 4

5 6

7 8

9

11

12

10

1   - 	 by;ska Èia jkqfha Zoom Desktop Client ys Home fukqjg wod< w;=reuqyqK; (Inter-	
	 face) hs.

2   - 	 fjk;a Zoom mßYS,lhskag (Users) laI‚l m‚úv (Instant Messages) heùug Zoom 	
	 Ndú;d l< yelsh.

	 ;ks Zoom mßYS,lfhl=g m‚úv heùu (Individual Messaging).

	 - Home ;srfha by<ska we;s ‘Chat’ f;darkak. fuysos Tnf.a uE; Chat History tl  	
	 Èiajkq we;.
	 - Tng Chat lsÍug wjYH Zoom mßYS,lhd fidhd .ekSug by<ska we;‘ fijqï’ 	
	 lafIa;%h (Search Area) tl ;=< mqoa.,hdf.a iïmQ¾K ku ghsma lsÍu wdrïN 		
	 lrkak. bkamiq kj Chat tlla újD; lsÍug ,ehsia;=fjka Tjqkaf.a ku f;darkak.
	
	 ie.hq. fï i|yd wod< mßYS,lhd Tnf.a Contact List tl ;=, isàu wksjd¾h fõ.
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	 - mßYS,lhd f;dard.;a miq Tnf.a peÜ m‚úvh (Chat Message) we;=<;a lr 		
	 bkamiq th heùug zEnterz Tnkak Tn Tjqka iuÕ l;dnia ieishla (Chat Session) 	
	 wdrïN l< nj fuh mßYS,lhdg okajhs.
		 - Starred Messages - jeo.;a m‚úv u; Star tlla ;nkak, miqj tajd blau‚ka 	
	 ne,Sug Tng bv i,ihs. 

	 - Starred Contact - fï wdldrhg Tng jeo.;a Contact tlla u; jqjo Star i,l=K 	
	 ;nd .; yelsh, miqj tajd o blau‚ka ne,Sug Tng bv i,ihs. 

	 Tnf.a .sKqfuys (Account) Contact List tl ;=,g Zoom mßYS,lfhl= tl;= 
lrkafka flfiao @.
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- Contact Requests - Zoom Chat yryd Tn úis-
ka hjkq ,enQ iy Chat ;=,g meñ‚  ish¨‍u ,sms 
f.dkq, rEm, ùäfhda, jeks ish¨‍u oE fuu.ska fiùu 
isÿ l< yelsh. 

- Your Personal Space - Tng mqoa.,sl peÜ wjldYhlg (Personal Chat Space) m%fõYh 
we;s w;r Tng m‚úv ,sùug, Screenshots .ekSug iy Tng muKla fmfkk f.dkq 
iq/lSu l< yelsh.

- fuys§ Tn úiska iq/lsj ;nd.kakd f.dkq fjk;a Zoom mßYS,lfhl= yd yqjudre 
(Share) lr.ekSfï yelshdjo mj;S. 

- Contact Requests - fjk;a mßYS,lfhl= 		
Tn yd iïnkaO ùu i|yd tjkq ,nk 		
b,a,Sï (Requests) fuys fmkakqï lrhss. 
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New Meeting tlla Create/Schedule lr.kakd wdldrh

My Personal Meeting ID (PMI)

Tn wdh;kh úiska Default 
;;ajfhka ,ndfok Contact 
j,g wu;rj fuys§ External 
Contact tlla Add lr .ekSfï 
yelshdj we;. 

3   - 	 fuu Meetings fukqj ;=,ska Tng boßhg meje;aùug kshñ; Meetings ms,sn| 		
	 f;dr;=re iy Tn úiska Record lrk ,o Meetings j,g wod< f;dr;=re oek.; 	
	 yelshs.

4   - 	 Tnf.a Zoom .sKqu yd iïnkaO ù we;s wksl=;a Zoom mßYS,lhkaf.a f;dr;=re iy 	
	 Tn iïnkaOj we;s Zoom Rooms iy Zoom Channels j, f;dr;=re fuu Contact 	
	 fukqj ;=, we;=<;a fõ.
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	 - 	 óg wu;rj Tnf.a wdh;kh ;=, oekg l%shd;aulj we;s Zoom Channel tllg 	
	 Join ùu fyda kj;u Channel tlla Create lsÍu fyda Apps Install lr.ekSfï yelshdj 	
	 mj;S. 

- fmr§ Tn úiska Star i,l=K ;nd.;a 
Contacts fuys§ o fmkakqï lrhs.

- fmr§ Tn úiska ndysrj (External) 
we;=,;a lr.kakd ,o Contacts fuys§ 
fmkakqï lrhs.

- Tn úiska Zoom ;=, oekg we;=,;a lr  
(Install) lr we;s Apps fuys§ fmkakqï 
lrhs.

- Tn úiska fjk;a Cloud Service tlla 
;=, oekgu;a Save lr we;s Contact List 
tlla Tnf.a Zoom .sKqu yd iïnkao 
lsÍfï yelshdj mj;S.

	 - 	 Zoom Channel tlla hkq, Private Public Group myiqfjka ks¾udKh lsÍug, 	
	 Group Chat, ,smsf.dkq, Screenshots, mska;+r heùug iy ùäfhda iuÕ fyda ke;sj 	
	 laI‚l lKavdhï /iaùula (Instant Group Meeting) wdrïN lsÍug wjldYh i,id 	
	 fok Option tlls.

5   - 	 New Meeting tlla Start lsÍu ioyd fuu Icon tl Click lsÍfuka iïnkaO úh yel. 
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	 - 	 fuys§ Start with Video Option tl Enable lr ;eîfuka (by; wdldrhg) 	
	 Meeting tl ioyd w;=reuqyqK; (Interface) Open jk wjia:dfõ Tnf.a leurdj On 	
	 ;;ajhfha mj;S. 

- Start with Video Option tl 
Disable lr we;s wjia:dj. 

- Tnf.a .sKqfï Settings 
u.ska fuf,i Image tlla 
ilid .; yel. 

My Personal Meeting ID (PMI)

fuys§, Tfí Personal Meeting Room tl hkq Tn 
fjkqfjka iaÓrj fjka lr we;s Meeting Room tlla jk 
w;r, Tfí Personal Meeting ID ^PMI& fyda Personal 
Link tl iuÕ Tng Meeting tlla ioyd m%fõY úh 
yelsh. Tng Tnf.a PMI tl iuÕ laI‚l /iaùï ^In-
stant Meeting& wdrïN l< yelsh. ke;fyd;a Tfí PMI 
tl Ndú;d lr /iaùula Schedule l< yelsh. fuys, 867 
438  4857 hkq  udf.a .sKqu i|yd ks¾udKh jQ Personal 

Meeting ID ^PMI& tlhs. fuu Personal Meeting ID ^PMI& tl iy Passcode tl ;j;a Zoom 
mßYS,lfhl= yd yqjudre ^Share& - ^By Copy ID or Copy Invitation& lr ;nd .ekSfuka, tu 
Zoom mßYS,lhd fyda mßYS,lhka iuÕ Instant Zoom Meeting  tlla wdrïN lsÍfï yelshdj 
mj;S. Tnf.a Personal Meeting ID ^PMI& iy Personal Link tl Zoom Web Portal ;=< fï 
whqßka Èiafõ.
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- fuu Default ;;ajfha we;s PMI tl 
Tng fjkia l< yels w;r ta i|yd jk 
Guidelines/Conditions fuys https://bit.
ly/3aazVtN imhd we;. 

- fuys we;s Passcode tlo fjkia l< 
yels w;r, wod, Conditions j,g hg;aj 
f;dard .; hq;= fõ. 

- fuu.ska Meeting tlg iyNd.S jk 
Host iy wksl=;a iyNd.sjkakkka Meet-
ing tl meje;afjk w;=reuqyqK;g (In-
terface) msúfik úg Video On ;;ajfhka 
fyda Off ;;ajfhka iyNd.S lr.; yel.  
Meeting tlg msúis miq iyNd.sjkakkag 
Video On lr.ekSu Off lr.ekSu isÿ l< 
yel. 

- Meeting tlg iyNd.S jk Audio 
Type tl fuys§ Select l< yel. ks;ru 
mß.Klhla ud¾.fhka iïnkaO fõkï 
Computer Audio ,nd §u iqÿiqfõ  

- Host g fmr iïnkaO ùug iyNd.sjka-
kdg bv ,efí.

- iyNd.sjkakka we;=,a jk úg Tjqkaf-
.a Microphone ksYaYío (Mute) lr 
we;=,alrjd .; yel. 

- iyNd.sjkafkl=g Zoom .sKqula
fkdue;s kï, fuu Option tl il%sh lr 
we;akï Tjqkag /iaùug iïnkaO ùug 
fkdyels jkq we;.- fuu Option tl il%sh lr we;akï 	

Meeting tl Auto Record jkq we;.

- fuu Option tl Ndú;d lr Tng 
úl,am Odrlfhl= (Host) kï l< 
yelsh.

- iyNd.sjkafkl= Meeting tlg tlajk 
úg Waiting Room úfYaIdx.h Meeting 
Host g md,kh lsÍug bv fohs. fuys§, 
Meeting Host f,i Tng iyNd.sjkakka 
tlska tl we;=<;a l< yelsh. ke;fyd;a 
ish¨‍u iyNd.sjkakka Waiting Room ys 
;ndf.k Tjqka ish,a,kau tljr ms<s.; 
yelsh. Waiting Room tlla wjYH fkd-
jk úg fuu yß ,l=K bj;a lr Meeting 
tl Create l< yel.

https://bit.ly/3aazVtN
https://bit.ly/3aazVtN


L e t ’ s  L e a r n  Z o o m

jdKscHh yd l<ukdlrK wOHhk msGh
le<Ksh úYajúoHd,h

2020 foieïn¾ ui | ieliqu( l,aydr .=K;=x.
			   iyldr lÓldpd¾h - le<Ksh úYajúoHd,h

17

- Meeting tllg iïnkaO 
ùug Tng Meeting ID 
tlla fyda Personal Link 
tlla ,eî we;akï th 
fuys we;=<;a lsÍfuka Tng 
Meeting tl yd iïnkaO  
úh yel. 

- fuu Drop Down tl 
Click lsÍu u.ska, Tn úiska 
óg fmr iyNd.S jQ Meet-
ings j,g wod, Meetings 
ID oel .; yelsh. - Meeting tflys Tnf.a 

ku Èia úh hq;= wdldrh 
fuys§ ilia lr.; yel. 

- Meeting tlg 
wjYH ud;Dldjla 
(Topic) fuys§ ,nd 
Èh yel. 

- Meeting tl 
mj;ajkq ,nk 

Èkh. 

- Meeting tl 
mj;ajkq ,nk 

ld, iSudj. 

- Schedule lr.;a 
Meeting tl, Tn úiska 

Ndú;d lrkq ,nk 
Calender tl yd hd-
j;ald,Sk lr .ekSu 

(Sync) fuu.ska isÿ 
l< yel.

- iuÕ /iaùï Sched-
ule lrkak, túg iEu 

Occurrence tlgu 
tlu Meeting ID iy 
Settings Ndú;d lrhs.

- Meeting tl 
mj;ajkq ,nk 
fõ,dj. 

- Meeting ID tl 
Auto Generate 
ùug fyda fuys 
§ we;s Personal 
Meeting ID tl 
fyda f;dard.; 
yel. 

wksl=;a Options 
ish,a, Person-
al Meeting ID 
Settings hgf;a 
y÷kd.kakd ,§. 

- Meeting tl yd iïnkaO 
ùfï§ Audio iy Video, On 
;;a;ajfha mj;ajd .kakjo 
keoao hkak fufy§ ,nd 
Èh yel. 

6   - 	 Meeting tllg Join ùu ioyd fuu Icon tl Ndú;d l< yel. 

7   - 	 Meeting tlla Schedule lsÍug Tng fuh Ndú;d l< yelsh.



L e t ’ s  L e a r n  Z o o m

jdKscHh yd l<ukdlrK wOHhk msGh
le<Ksh úYajúoHd,h

2020 foieïn¾ ui | ieliqu( l,aydr .=K;=x.
			   iyldr lÓldpd¾h - le<Ksh úYajúoHd,h

18

8   - 	 Meeting tlla ;=,g Screen tl Share lsÍu i|yd fhdod.; yelsh. Tng oekgu;a 
meje;afjk Meeting/Video Conference tlla ;=,g Tnf.a Screen tl Share lsÍfï yelshdj 
mj;S.	  

9   - 	 fuys Tn iyNd.S úh hq;= oekgu;a
	 Schedule lr we;s Meetings ms<sn|
	 oekqï §ï we;=,;a fõ. 

- Tn úiska Screen 
tl Share l< hq;= 

Meeting tlg wod< 
Meeting ID tl iy 
Passcode tl fuys 

we;=,;a lrkak.
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10   - 	 Search Bar tl Wmfhda.S lr.ksñka Tnf.a .sKqu ;=,
	 yqjudre jQ m‚úv (Messages), ,sms f.dkq (Files), 
	 Contacts iy Channels myiqfjka fidhd .ekSfï yelshdj 	
	 mj;S. 

11   - 	 Tnf.a Desktop Zoom Client yS Profile Picture tl u; Click lsÍu u.ska Tng my; 
fukqj ,nd .; yel. 

- Tn Ndú;d lrkq ,nk Zoom Licence 
tflys j¾.h (Type) fuys fmkakqï lrhs.  

- Tng leu;s Personal Note tlla fuys 
we;=,;a l< yel. Tnf.a Chat Profile tl 
View l< yels ´kEu wfhl=g fuh oelsh 
yelsh. 

- Settings fj; msúiSug Ndú;d l< yel.  

- Account tflka bj;a ùu ioyd. 

- oekg Ndú;d lrk Account tl fjk;a 
Account tllg fjkia lsÍu ioyd. 

- Tnf.a Current Status tl wksl=;a Zoom 
mßYS,lhkag fmkaùu i|yd Ndú;d l< 
yel.

- Zoom Web Portal ys Tnf.a Profile tl 
fj;g msúiSug Ndú;d l< yel. 

- Tnf.a Zoom Desktop Client tflys View 
tl Portrait fyda Landscape f,i fjkia l< 
yel. 

- Tnf.a Zoom Desktop Client fj;g ,eî 
we;s kj;u Updates Check lsÍu ioyd 
Ndú;d l< yel. 
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- Landscape View 

- Portrait View
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12   - 	 Desktop Zoom Client yS Settings ;=,g msúiSug fuh Ndú;d l< yel. wms oeka n,uq 	
	 tla tla Setting Category ;=, wmsg jeo.;a jk ^il%shj ;eìh yels& Settings fudkjo 	
	 lshd. 

Automatically copy invite link once the meeting starts - fuys§ Meeting tl wdrïNfha§ Invitation Link 
tl Copy lr .ekSfuka Meeting tl meje;afjk w;r;=r§ jqjo Email uÕska fyda Meeting Link tl Share 
lr.ekSfï yelshdj mj;S. Always show meeting controls - fuys§ Meeting tflys Meeting Control Options  
Screen tl u; iEu úgu Visible ;;a;ajfha mj;ajd .; yel.  Ask me to confirm when I leave a meeting 
- fuys§ Tn Meeting tflka tlajr Leave ùug W;aiy lsÍfï§ tu ;SrKh ;rjqre lr.ekSfï i|yd kej; 
Tfí ;SrKh úuihs.  Show my connected time - Tn Meeting tlg iïnkaO ù isg iïmqrK ld,h fuys§ 
fmkakqï lrhs. Stop my video and audio when my display is off or screen saver begins - fuh wdrla‍Is; 
l%shdud¾.hla jk w;r Tn Video On ;;a;ajfha ;ndf.k isák úg fkdoekqj;a fyda Tnf.a mß.Khlfha 
;srh Off jqjfyd;a oekg On ;;a;ajfha we;s Tnf.a Webcam tl Automatically off ;;a;ajhg m;a lrhs.
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Mirror my video - Mirror  
tll fuka mßYS,lhdg Tjqkaf-
.a Personal Image tl Tjqka 
fj; kej; mrdj¾;kh lr 
fmkaùug Ndú;d lrhss.
Always display participant 
names on their video - iEu 
úgu mßYS,lhdf.a ku tu 
mßYS,lhdf.a Video tl u; 
fmkakqï lrhsss.
Turn off my video when joining meeting - Tn Meeting tlg Join jk úg Tnf.a Video tl Off ;;a;ajfha 
mj;S.
Always show video preview dialog when joining a video meeting - fuu.ska Video tl View jk njg 
m‚úvhla ;srh u; Èiafõ. 
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Advanced yS we;s fuu Settings Default ;;a;ajfha mj;ajd .kak. 
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Speaker and Microphone - Test Speaker and Test Mic - Tn ndysßka fjk;a Speaker tlla fyda Micro-
phone tlla iú fkdlrhs kï fuu Setting tl Same as System ;;a;ajfha ;nkak. ñg wu;rj fuys we;s 
Test Speaker iy Test Mic Button fol Click lsÍu uÕska Tn oekg Ndú;d lrk Speaker tl iy Micro-
phone tl Active ;;a;ajfha mj;skjd oehs ;yjqre lr.; yel.
Automatically adjust microphone volume - fuu Setting tl Tick tl oud il%sh ;;a;ajfha;a Suppress 
background noise hkak Auto ;;a;ajfha;a ;nkak.
Automatically join audio by computer when joining a meeting - fuh il%shj ;eîfuka Meeting tlg Join 
jk úg Tnf.a mß.Klfha Ndú;d jk Audio iu. Tnj Meeting tlg iïnkaO lrhs.
Mute my microphone when joining a meeting - Meeting tl yd iïnkaO jk úg Tnf.a uhsl%f*dakh Mute  
^ksYaIío& ;;a;ajfha mj;S.
Press and hold SPACE key to temporarily unmute yourself - Tnf.a h;=remqjrefõ (Keyboard) we;s 
Space Key tl Press lrf.k isàfuka Tnf.a uhsl%f*dakh ;djld,slj Unmute ;;a;ajhg m;afõ Space 
Key tl w; weßh jydu kej;;a Mute ;;a;ajhg m;afõ.
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Advanced yS we;s fuu Settings Default ;;a;ajfha mj;ajd .kak. 
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Window size when screen sharing - Tnf.a Screen tl Meeting tl ;=< Share lrk úg Zoom Desktop 
Client ys Window tl mej;sh hq;= m%udKh (Size) fuys§ ,nd Èh yel.
Scale to fit shared content to Zoom window - Share lrkq ,nk Content tl ke;fyd;a Window tl Zoom 
Desktop Client ys Window tflys iïmq¾K m%udKhg Resize ù fmkakqï lrhs.
Side-by-side mode - Tjqka f;dard.;a View tl (Speaker View/Gallery View) u; mokïj wksl=;a mßYS,l-
hka iuÕ yjq,a ;srhla (Shared Screen) u; ne,Sug yelshdj ,nd fohs.
Silence system notifications when sharing desktop - Screen tl Meeting tl ;=, Share lsÍfï§ Tnf.a 
mß.Klfha System tl ;=,ska meñfKk m‚úv (Notification) j, Yíoh bj;a lrhs. 
Share Applications-Share individual window-   tla jrlg tla‌ Window tl ne.ska Share lsÍug wjia:dj 
i,id fohs.
When I share my screen in a meeting-Show all sharing options - Screen tl Meeting tlla ;=< Share 
lrk úg oekg il%sh ;;a;ajfha we;s ish¿u Windows fmkakqï lrhs.
When I share directly to a Zoom Room-Show all sharing options - Screen tl Directly Zoom Meeting 
Room tlla ;=,g Share lrk úg oekg il%sh ;;a;ajfha we;s ish¿u Windows fmkakqï lrhs.
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Advanced yS we;s fuu Settings Default ;;a;ajfha mj;ajd .kak. 
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Show Audio Message button - 
Zoom Chat yryd Audio Mes-
sages heúh yels w;r fuu 
Setting tl uÕska th il%sh 
lr.; yel. 

Include Link Preview - 
wka;¾cd, ,smskhla (Web Ad-
dress/URL Link) tlla Zoom 
Chat yryd Share lr.ekS-
fï§ tu Link tlg wod, Site 
tfla Preview tlla fuh il%sh 
lr.ekSfuka oelsh yel. 
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Meeting Background tl fjkia lr mßYS,lhdf.a miqìug fjk;a Background tlla fuys§ Ndú;d l< 
yel. wu;r myiqlula f,i Background iy Background Ndú;d lsÍug myiqlï o i,id we;. 



L e t ’ s  L e a r n  Z o o m

jdKscHh yd l<ukdlrK wOHhk msGh
le<Ksh úYajúoHd,h

2020 foieïn¾ ui | ieliqu( l,aydr .=K;=x.
			   iyldr lÓldpd¾h - le<Ksh úYajúoHd,h

30

fuu.ska Tn úiska má.; (Record) lr.kakd ,o Meeting tl Save l< hq;= ia:dkh ,nd Èh yel. óg 
wu;rj Tn úiska f;dard.kakd ,o mß.Klfha Drive Partition tl ;=< oekg we;s bv m%udKh (Free 
Space) jeks oE n,d.; yel.  
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Keyboard Shortcuts ;=, Tng Meeting tlla w;r;=r Ndú;d l< yels Shortcut Keys /ila fm<.iajd 
we;. Enable Global Shortcut uÕska Tng Shortcut Keys il%Sh lr .ekSfï yelshdj mj;S.
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Zoom Meeting Controls

- Zoom yS Meeting tlla Start l< miqjo 
Tng wjYH f,i Microphone tl iy Speaker 
tl Select lr.ekSfï yelshdj mj;S. Select 
lr.ekSfuka miqj jjqjo Test Speaker & Mi-
crophone Option tl uÕskaa Tn Select lr.ka-
kd ,o Microphone tl iy Speaker tl Test 
lr.ekSfï yelshdj mj;S. 

- Speaker tl Test lsÍfï§ Tng Ringtone tlla 
wefia kï Tn f;dard we;af;a ksjerÈ Speaker 
tlhs. tfukau Microphone Test lsÍfï§ Tng 
kej; Tn lshQ foa wefia kï (hear a replay) Tn 
f;dard we;af;a ksjerÈ Microphone  tlhs. 

- Switch to Phone Audio fj; udre lsÍu 
u.ska Tng ÿrl:kh Tiafia tl yd iïnkaO 
úh yel ^kuq;a fuh nyq,j Ndú;d fkdfõ&.

- Leave Computer Audio Click lsÍu u.ska 
Tn oekg Ndú;d lrk Computer Audio j,s-
ka bj;a ùu isÿ fõ. túg Tng fujeks ,l=Kla 
Èiafõ.- Audio Mute l< úg. - Audio Unmute l< úg.
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- Meeting Controls yS we;s Video Option uÕs-
ka Tfí mß.Klhg iïnkao lr we;s wksl=;a 
Camera fmkakqï lrk w;r Tng tys§ wjYH 
Camera tl f;dard .; yel ^fuys§ we;af;a tl 
tlla mu‚&.

- fuys§ Meeting tflys Host yg .; yels 
wdrla‍Is; (Security) Wml%u lsysmhla fmkakqï 
lrhs.
- Lock Meeting - Tn oekgu;a wdrïN lr we;s 
Zoom Meeting tlla w.=¿ oeuQ úg Meeting 
ID iy Passcode ;snqK;a kj iyNd.sjkakkag 
iïnkaO úh fkdyel.

- Enable Waiting Room - Waiting Room Enable 
lr ;eîfuka Host úiska iyNd.sjkakka Meeting 
tl ;=,g we;=,a lr.kakd f;la iyNd.sjkakkag 
Waiting Room tll /§ isàug isÿfõ.

- Hide Profile Pictures - iyNd.sjkakkaf.a Pro-
file Pictures Hide lsÍfï yelshdjla we;.

- óg wu;rj Virtual Background tlla iy Vid-
eo Filter tlla f;dard .ekSfï yelshdjo we;. 

- óg wu;rj by; tla tla l%shdldrlu ioyd iyNd.sjkakkag wjia:dj ,nd§u fyda fkd§u Host 	
   yg isÿ l< yel.
	 - Share Screen - Screen tl Share lsÍug fyda fkdlsÍug. 
	 - Chat - Chat tflys m‚jqv (Messages) Send lsÍug fyda fkdlsÍug.
	 - Rename Themselves - Meeting tflys iyNd.sjkakkaf.a kï Tjqkgu Rename lsÍug fyda 	
	 fkdlsÍug.
	 - Unmute Themselves - Meeting tflys iyNd.sjkakkag Tjqkaf.a Microphone Tjqkgu Un	
	 mute lsÍug fyda fkdlsÍug.
	 - Start Video - Meeting tflys iyNd.sjkakkag Tjqkaf.a Video On lsÍug fyda fkdlsÍug 	
	 wjia:dj ,nd Èh yel.

- Video Off l< úg. - Video On l< úg.
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- Suspend Participant Activities - /iaùu ;djld,slj kj;d lvdlmam,aldÍ iyNd.sjkafkl= 
(Distruptive Participant) bj;a lsÍug Host g iy Co-Host g oeka wjia:dj ;sfí’. —Suspend Par-
ticipant Activities˜ la,sla lsÍfuka, tu ld,h ;=< ish¨‍u Video, Audio, Meeting Chats, Annota-
tion, Screen Sharing iy Video Recording k;r jk w;r Breakout Rooms o wjika fõ.	

- kj iyNd.sjkafkl=g wdrdOkd lsÍu (Invite) 
iy oekg iyNd.S ù isák msßi oel .ekSug 
fuh Ndú;d l< yel. 
- wjYH mßYS,lhka my; wjia:djlska 
fidhdf.k, tu kï u; Click lr Invite lsÍu 
uÕskaa fï fudfydf;a meje;afjk Meeting tllg 
wdrdOkd l< yel.
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- Participants u; Click lsÍu uÕskaa Tng fuu 
fukqj ,efí.

- fuys§ Host g iyNd.sjkafkl=g Video tlla 
wdrïN lsÍug wdrdOkd lsÍu,

- iyNd.sjkafkl=g Host ùug wdrdOkd lsÍu,

- iyNd.sjkafkl=g Co-Host ùug wdrdOkd lsÍu,

- Allow to multi-pin uÕska Host g Active Speaker 
View bj;a lr úfYaIs; lÓlhka 9 la olajd Screen 
tfla View lsÍug bv ,nd foa,

- iyNd.sjkafkl= Rename lsÍug,

- iyNd.sjkafkl= Waiting Room tlg bj;a lsÍug,

- iyNd.sjkafkl= Meeting tflka bj;a lsÍug,

- iyNd.sjkafkl= Report lsÍug,

- iyNd.sjkakka ish,a, Mute lsÍug,

- Chat u; Click lsÍfuka Chat Box tl Open jk 
w;r, iyNd.sjkakka w;r flá m‚jqv yqjudre 
lr .ekSu isÿ l< yel.

- fï w;r iyNd.sjkakkag Chat l< yelafla ld 
iuÕo hkak Host g ;SrKh l< yel. 

- iyNd.sjkakka we;=,a jk wjia:dfõu Mute lr 
;eîug,

- flfkl= Meeting tlg we;=,a jk úg fyda msg jk 
úg Yíohla weiSug,
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- Meeting tfla§ jrlg Meeting 
tl ;=,g Screen tl Share l< 
yelafla tla wfhl=g muKlao 
ke;fyd;a lsysmfofkl=g iud-
ka;rj tla jr Screen tl Share 
lsÍfï yelshdjo Host g ,nd Èh 
yel.   

- óg wu;rj fuu Whiteboard Option tl Ndú;d lsÍu uÕska 
Tng Screen tl u; hula meyeÈ,sj ,sùug fyda Type lsÍug 
yelshdj ;sfí. 

- Share Screen Option tl Click l< úg my; mßÈ Tnf.a mß.Klfha Task Bar tl ;=< 
Active j mj;sk ish¨‍u Windows fmkakqï lrhs. fuys§ Tn Share lsÍug n,dfmdfrd;a;= 
jk Window tl f;dard Share Button tl Click l< hq;= fõ.

- Tn úiska Video tlla jeks hula Share lsÍfï§ fuu ,l=Kq (Tick) fol fh§u l< hq;= fõ.  
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- WodyrKhla f,i Tn úiska Whiteboard tl Share l< úg fujeks Screen tlla Display fõ.

- óg wu;rj Advanced Sharing tl ;=, we;s Options Ndú;d lsÍu uÕska,
	 - PowerPoint Slide Show tlla Tnf.a Virtual Background tl f,i fhdod .ekSug;a 
	 - Portion of Screen - Screen tflka fldgila muKla Share lsÍug;a
	 - Music or Computer Sound Only - mß.Klfha Yíoh muKla Share lsÍug;a
	 - Content from 2nd Camera - mß.Klh yd iïnkao lr we;s fojeks leurdjlska 
,nd.kakd o¾Yk muKla Share lsßug;a yelshdj mj;S. 
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Tfí Annotations  f;darkak (Se-
lect) , f.khkak (Move) fyda 
m%udKh fjkia lrkak (Resize). 
tljr Annotations lsysmhla 
f;dard .ekSug, tajd u; Tfí 
Mouse la,sla lr wÈkak (Drag).

Shared Screen u; we£ug (Draw) Annotation uÕska Tng bv ,nd fok w;r, Whiteboard uÕska 
iEu flfkl=gu oelsh yels ysia ;srhl (Blank White Page) ,sùug bv ,nd foa. fuu Setting 
tl Activate lsÍu i|yd Zoom Web Portal Settings fj; msúfikak.

jpk we;=,a lsÍug. 

bj;a lsÍug
(Delete). 

Screen tflys we;s 
ish¨‍u Annotations 
Screenshot tlla f,i 
iqrlskak.

Annotations

(Share Screen Meeting Controls)

f¾Ld (Lines) B;, 
(Arrows) iy yev 
(Shapes) we;=¿ 
lrkak.

Colour, Line Width iy 
Font jeks Annotations 
j, Formattings fjkia 
lrkak.

Tnf.a Annotation 
fldgia uld oeóug 
Click lr wÈkak 
(Drag).

lrk ,o fjkia 
lula kej; bÈßmig  
fjkia lsÍu.

whslk (Icons) we;=¿ 
lrkak.

Cursor tl Spotlight 
tlla njg yerùug 
fyda Arrow tlla njg 
yerùug. 

lrk ,o fjkia lula 
kej; miqmig fjkia 
lsÍu.
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Record

Breakout Rooms

iyNd.sjkakkag Share  
lrk ,o Screen tlla u; 
Annotate lsÍfï yelshdj 
fuys§ Disable l< yel 
Bg wu;rj Annotate lrk 
iyNd.sjkakkaf.a kï Hide 
lsÍfï yelshdjo mj;S.  

- Meeting tlla  Record  lsÍfï§ Zoom 
Meeting Controls yS we;s fuu Record But-
ton tl uÕska Meeting Video tl Save l< 
yel. fuys§ Save lr.kakd Meeting Video 
tl Tng wjYH mßÈ Tfí mß.Klhg fyda 
Tn Ndú;d lrkq ,nk Zoom Cloud Service 
(fndfyda úg fï i|yd f.ùula lsÍug isÿfõ) 
tflys Save lr.ekSfï yelshdj mj;S.   

- Tfí Zoom Meeting tl fjku ieis (Session) 50 
la olajd fn§ug Breakout Rooms Tng bv i,i-
hs. /iaùfï Hostg iajhxl%Shj (Automatically) 
fyda Manually fuu fjku Breakout Session  j,g 
f;dard .ekSu l< yelsh. ke;fyd;a iyNd.sjka-
kkag Tjqka leu;s mßÈ Breakout Session f;dard 
.ekSug iy we;=¿ ùug bv Èh yelsh. Hostg 
´kEu fõ,djl ieis (Session) w;r udre úh 
yelsh.

Screen Share lsÍu 
fuu.ska keje;aúh 
yel. 
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m%:ufhka fuu Setting tl Activate lsÍu ioyd Zoom Web Portal Settings fj; msúfikak.

fuh Enable lsÍu u.ska Hostg Meeting tl Schedule lrk wjia:dfõ§u Breakout Rooms Cre-
ate lr iyNd.sjkakka Rooms j,g Pre-Assign lsÍfï yelshdj mj;S.

- Assign manually select l< úg by; mß§ Hostg iyNd.sjkakka Manually Rooms j,g As-
sign lsÍug yelsh.

- Assign Automatically Select l< úg Tn 
úiska Create l< Rooms j,g iyNd.sjkak-
ka Automatically fn§hdula isÿ fõ. 

- Number of Rooms m%udKh ,nd 
ÿka úg, tla Room tlla ioyd fn§ 
hk iyNd.Sjkakka (Participants per 
room) m%udKh my;ska fmkakqï lrhs.
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Assign l< miq Open All Rooms Click 
lsÍu uÕska Breakout Room Session 
tl wdrïN l< yelsh. 

kj Room tlla
Add lsÍug.

uq, isg Rooms 
Create lsÍug. 

Options fj; msúis úg by; mßÈ Settings lsysmhla oel .; yels w;r, tys§,
 
- iyNd.Sjkakkag Breakout Room tlla Select lsÍug wjia:dj ,nd§u. 

- iyNd.Sjkakkag wjYH ´kEu fõ,djl Main Meeting Session tl fj; kej; meñŒug 
yelshdj ,nd §u. 

- iyNd.Sjkakka ish,a, Automatically Breakout Rooms j,g Assign lsÍug. 

- Breakout Rooms wjika ùu i|yd fõ,djla ,nd §u ^fuys§ Rooms ish,a, úkdä 30ka miq 
wjika fõ&.

- Breakout Room Session wjika l< miq wjika ùug we;s fõ,dj iyNd.Sjkakkag oekaùu 
i|yd Countdown Timer tlla Set lsÍuo isÿ l< yel.
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Broadcast Message to All Click  lsÍu 
u.ska Rooms ish,a,gu tljr Mes-
sages heúh yel. 

Tng Polling tlla ks¾udKh lsÍug fmr Polling úl,amh il%Sh l< hq;=h. fï i|yd Zoom Web 
Portal tl fj; msúish hq;= fõ.

- my; mßÈ Polling Setting tl il%Sh lrkak. 

Close All Rooms Click  lsÍu uÕska 
Rooms ish,a, tljr wjika l< yel. 
Countdown Timer tlla ,nd § we;akï 
Close l< miq Timer tl Start fõ. 

Polling for Zoom Meetings
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- miqj Zoom Web Portal tflyS Meetings tl fj; 
f.dia oekgu Schedule lr we;s fyda New Meet-
ing tlla fyda Open lr, tu msgqfjys wjidkhg 
we;s Poll Option tl fj; f.dia Poll tlla Add 
lr.kak. 

Poll tl i|yd Title tlla Add lr.kak. 

;j;a m%YaK we;=<;a l< yel. 

fuys Tn úiska n,dfmdfrd;a;= 
jk Answers ish,a, we;=<;a 
lrkak. 

fuys Tn úiska n,dfmdfrd;a;= 
jkafka tla Answer tllao 
ke;fyd;a Answers lsysmhlao 
hkak i|yka lrkak.

Tn Results  olsk úg, 
ienE mßYS,lhd fjkq-
jg —wuq;af;la˜ (Guest)
m%Yakhg ms<s;=re ÿka nj 
Tng fmfkkq we;.

m%Yakh fuys
we;=<;a lrkak. 
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wjidkhg Save Button 
tl Click lrkak. 

Meeting tl Start l< úg 
fuu Icon tl Screen Control 
;=< oelsh yels fõ. fuu Icon 
tl Click l< úg my; mßÈ  
Poll tl Display fõ.

fuys Launch Polling Button tl Click l< 
úg Poll tl iyNd.Sjkakka w;rg Share 
fõ.
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,efnk ms<s;=/ m%;sY;h Tng fuys§ oel 
.; yels w;r, Tng wjYH úgl Poll tl 
End l< yel. 

wjika Result tl 
fuf,i Èia jk w;r 

Result  tl Share 
lsÍu fyda 

Poll  tl kej; Re-
launch lsÍu fyda isÿ 
l< yel. 
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- Tn Meeting tflys Host jYfhka 
isák úg iyNd.Sjkakka ish,a, i|yd 
Meeting tl End l< yel. ta i|yd 
my;ska we;s End Button tl hgf;a 
we;s End Meeting for All Click l< hq;= 
fõ. Tn muKla Meeting tflka bj;a 
jk úg Host jYfhka ;j wfhla kï 
lr Leave Meeting Click lsÍu uÕska 
Meeting tl ;=,ska bj;a úh yel. 

End Meeting




