
Digital Connect Groups 
Zoom for Mac 

 In light of the recent decision to move to an all-digital Sabbath experience, we have 
been working hard to provide a suitable meeting space for our Connect Groups to gather. 
Thanks to a partnership with the NAD and the RMC, Boulder Church now has access to six 
individual Zoom licenses which allow for us to host simultaneous meetings with up to 300 
participants per group! It is our hope that, while unconventional, Zoom will allow us to meet 
face-to-face, present topics, and interact with one another just as if we were on-site at Boulder 
Church.  

 While some of you may already be familiar with telecomm meetings, we wanted to put 
everyone on a level playing field from the start so you’re comfortable with the format, user 
interface, and process of starting and facilitating a conversation online. Below is a step-by-step 
instructional guide to get you up and running on your personal computers, tablets, or cell 
phones ahead of our first week of quarantined worship. If you prefer, we have also recorded a 
step-by-step video showing this same procedure which can be accessed by entering the link 
below into your Web browser. 

With Audio Instructions: https://drive.google.com/file/d/
1GeN3iCoMvOVKsQ2RWi2zy5W9mFObRJzk/view?usp=sharing 

Without Audio Instructions: https://youtu.be/TvtxcBpsb44 

 If you find that you still have questions after reading through this guide, please do not 
hesitate to reach out with questions, comments, or concerns by e-mailing Pastor J. at 
murdock@boulder.church. 

Blessings, 

Your Boulder Church Staff 
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1. Open your preferred browser (Zoom is optimized for Google Chrome) and enter the web 
address “zoom.us" into the search bar. 

2. Once the website has loaded, in the top right hand corner, click on “SIGN IN” 
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3. Enter the appropriate e-mail address and password in each box and click the blue box below 
which is marked “SIGN IN”. Each Connect Group has been designated an individual account and 
password which is provided below. 

**For the remaining examples shown in the photos, we will be using the Open Word log-in 
information. Because of this, your screen may look slightly different, and contain differing 
information. 
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4. You will be directed to a screen that lists the pre-scheduled meetings for your Connect 
    Group. Choose the meeting associated with the correct date of your class and click “Start” on 
    the right hand side of the screen. 

Class E-mail Address

Open Word zoom.meeting1@boulder.church

The Journey zoom.meeting2@boulder.church

the Gathering zoom.meeting3@boulder.church

Impact zoom.meeting4@boulder.church

the Spot zoom.meeting5@boulder.church

Contemporary Issues zoom.meeting6@boulder.church
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5. You will be directed to a page which outlines the Connect Group details for your designated  
    class period. These settings have been pre-configured for you, so you need only click the 
    button at the top right hand side which is labeled “Start this Meeting” 
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6. If this is your first time using Zoom on your computer, you will be directed to a page which 
    looks like the one below: 

* If you have used Zoom on this computer before, your meeting will begin right away. If this is 
the case for you, please skip ahead to Step 8. 
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If you wait a few seconds longer, the page may update to show you this screen: 

In either case, to begin the meeting, you must first click on “download & run Zoom” on 
whichever screen you are able to interact with the webpage.  

* Both options will take you to the same step below. 
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7a. After clicking on the tab, you should see a file begin downloading at the bottom of your 
      screen (Google Chrome users) as seen below. If it does not appear as it does in the photo, 
      check your downloads folder on the desktop of your computer. The file should be named 
      something approximating “Zoom.pkg” with an icon resembling an open cardboard box with  
      a yellow transparent cube inside (shown below). 
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7b. Click the tab at the bottom of the screen or the icon in your downloads folder and a separate 
       dialogue box will appear (shown below). Click continue when prompted on the first screen 
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7c. For some computers, this will automatically upload the Zoom application and you will see a 
      screen appear like below: 

      For others, you will follow a series of instructions asking for an Administrative password, an 
      option to choose the destination for the application to be stored on your hard drive, etc. 
      Most of these prompts can be completed by clicking the “continue” tab or entering your 
      personal password you use to log into your computer at launch (not the password for Zoom 
      access provided above). 
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8. Once the Zoom application has downloaded and the window below appears on your screen, 
    click “Sign In” 
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9. Using the same log in information from Step 3, log into your designated account and click the 
    tab to “Sign In” 

* For the purposes of this guide, the information you will see below is for the Connect Group 
Open Word, but your information may differ depending on which group you are representing. 
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10. Once the log in information is entered correctly, you will see a window appear (see below) 
that outlines your options as a Zoom Host. Depending on the day you log in, the column on the 
right may or may not include any options for you to select. On Saturday morning, you will see a 
meeting labeled with your Connect Group pre-configured for your use. 

 To begin your class (at or around 11:00am on Sabbath morning), click the blue “Start” tab next 
to the meeting in the right hand column of the window. 
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11a. After clicking “Start” a pair of windows should pop up one in front of the other. The first 
        window will ask for you to choose one of the audio conference options, either “Join With 
        Computer Audio” or “Test Speaker and Microphone.” In most cases, you should be able to 
        jump in right away by clicking “Join With Computer Audio” as Mac computers all fit this 
        build.  

* To skip this step in the future, before clicking the blue tab, check the box on the bottom of the 
window next to the prompt “Automatically. Join audio by computer when joining a meeting.” 
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11b. The second window to pop up should be of your onboard camera which is now displaying 
         your face! If you see yourself peering back at you, you have completed your mission! 
         Welcome to your Zoom Connect Group classroom! All that is left is to do is teach and 
         facilitate!  
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Zoom for PC 

Care of Won Huh  

For those who need few more tips installing Zoom and getting online, here’s my experience 
installing Zoom on Windows PC: 

1. Click on the Zoom URL: https://zoom.us/j/714380221 

2. Zoom application should start downloading, if it doesn't, press the download link. 

3. You can click either "Accept" or "Opt-Out" at the information collecting notice. It doesn't 
affect the operation. 

4. Then, click on the "Zoom_.....exe" link at the bottom of the browser to install the Zoom 
application. 

5. Enter your name and click "Join Meeting”. 

6. If you have a camera on your laptop or computer and want to show yourself to the group 
choose "Join with Video". If you don't have a camera or don't want to show yourself to 
others choose "Join without Video".  

7. If you want to hear the conference via your computer, click on "Join with Computer 
Audio". You can click on "Test Speaker and Microphone" to test things out before you 
join. 

8. If your computer doesn't have sound or you can't get sound to work, choose the "Phone 
Call" tab, call any one of the phone numbers (like 312-626-6799) using your telephone 
and enter the Meeting ID "714 380 221#" when prompted. Click "Done". If you're calling 
in with your phone, just click "Continue". If you want to try computer sound, click "Join 
with Computer Audio”. 

9. If you use computer sound: Mute / Unmute button is at the bottom of the screen. 

10. If you want to type a message, use the "Chat" button at the bottom and type your 
message. 

11. Once you have Zoom installed on your computer, you can skip steps 2, 3 and 4, next 
time you join the conference. 
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Zoom Meeting Control Bar 

 Now that you are hosting your Zoom Connect Group classroom, there are a few controls 
you need to be aware of to properly regulate how the class operates.  

Mute 

When you enter into the space as a host, the icon that looks like a microphone should be  on.  

  

 To mute your own microphone, click on the icon. Your mic is muted when the icon 
shows a red line slashing across it and the prompt now reads “Unmute” where it once said 
“Mute” 
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 To the immediate right of the icon is a ^ which when clicked allows you to change the 
settings of your audio options (choose a microphone, choose a speaker, test mic/speaker, etc.) 
These can be adjusted as needed depending on whether or not your computer is connected to 
external speakers, headphones, etc. In most cases, whatever you begin with is a workable 
option.  
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Stop Video 

 As with the microphone, your camera should start in the on position. You will be able to 
see yourself on your screen and the icon to the left of the microphone should be that of a video 
camera.  

 If you need to turn off your own camera, click the video icon. You will know that your 
video is off when your window shows no active video (you may see a colored box with the letter 
Z in it (representing your user name of zoom.meeting) and the video icon now has a red line 
slashing through it and the prompt now reads “Start Video.” 

  

 To the immediate right of the Video icon is a ^. Clicking on this allows you to vary the 
options of your video camera in case you are wishing to using an external camera, multiple 
monitors, etc. In most cases, whatever you begin with is a workable option. 
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Invite  

 You should not need to use this button unless you know of someone who is supposed to 
be in the meeting, but is not. There at the time of your class’ start time.  
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Manage Participants 

 By clicking the Manage Participants icon, you will see a window pop up on the right 
hand side of your screen. You should use this window frequently as it gives you the most 
control over the room while you are facilitating. One of the more useful tabs in this window is 
the “Mute All” button on the bottom left hand side of the window. As may happen (though the 
Zoom meeting is designed to mute all participants once they arrive in the space), someone may 
find themselves in the space with their mic unmuted and their speaker on. This can cause a 
horrible audio reverberation to permeate the entire room. While you can request that everyone 
mute their mics while the presentation is in action, some may forget, neglect to do so, or decide 
not to comply. For the sake of the entire class and their ability to learn, do not hesitate to use 
the “Mute All” option to clear the airwaves.  
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 There is an option to “Unmute All” as well, but this is not an advisable button to press 
as you are activating a live mic in a room where someone may have intentionally muted it to do 
another task. It is requested that you not use this button. In the window space above these 
buttons, you will see a list of people in the meeting space that also include  microphone and 
video icons. If needed, you can assist someone with their video or audio by clicking on the 
individual icons to regulate their interactivity. If absolutely necessary, you can control 
someone’s video and audio, but this should only be used if someone cannot do this for 
themselves and requests help in doing so.  

Waiting Room 

  As people arrive in the space, they may land in the “Waiting Room” where 
participants can queue up to enter. When someone new enters the Waiting Room, the 
icon on the bottom of the screen that says “Manage Participants” will turn orange. 
When this happens (and when you are ready to begin) click on that tab to allow 
members to join the space.  
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Polling 

 At the bottom of the screen is an icon representing a bar graph labeled “Polling.” By 
clicking this button, a window will pop up with a tab to “Add a Question” in the center of the 
window.  
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 By clicking this button, your Web browser will automatically open and take you to a 
page with a questionnaire form for you to fill out. This will need to be done well in advance as 
there is some preparation that is best done ahead of time. For each question you prepare, you 
can pre-determine multiple choice answers or single choice depending on the type of question 
you are asking. This can give the opportunity for attendees to register their answers as needed 
for the class. When you have finished scripting your questions/answers, click “Save” and the 
poll(s) will appear back in the window inside of the Zoom meeting window. 
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 You can add as many poll questions as you would like and each poll can be labeled on in 
the window outside of the Web browser. When you are ready, select the poll question you wish 
to send and click the button for “Launch Poll” at the bottom of the window.  
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 The results from the poll will be available on the Web browser where the poll was 
originally populated and answers will be tabulated in real time as you receive responses from 
the class. 
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Share Screen 

 Some presenters may have a slideshow, photos, documents, etc. that accompany the 
presentation. By clicking the “Share Screen” icon which is green with an arrow pointing up, you 
can choose the settings for your presentation.  
 

 As you will note, Zoom will give you the option  showing your entire desktop, your 
connected devices via AirPlay, use a WhiteBoard style of presentation, in addition to showing 
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any open tabs you may have. When you have selected, click “Share” in the bottom right of the 
screen. 

  

 Use caution when using this system option! Anything you have on your desktop, 
background images, downloaded files, etc can be viewed by your class when this is operational. 
IF there is anything unsavory or inappropriate on your computer which can be seen by looking 
at a folder name or by opening anything on the desktop, it will be streamed live! Far too often 
this is an embarrassing reveal for presenters who forgot what was in their downloads folder, or 
hidden in a folder as they search for a presentation to open. Do not fall prey to this yourself and 
take extra care when preparing to share your screen publicly! 
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Chat 

 As with the Manage Participants tab, by clicking the Chat tab which is marked with an 
icon resembling a speech bubble, a window will pop up on the right hand of the screen bringing 
up a chat room. 
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 Using this feature, you can converse with any individual, or the entire group at once. By 
clicking the word “Everyone” at the bottom of the window, you can select who you are speaking 
to. Once that person has been selected, click on “Type message here…” and begin to type your 
message. This will bring up your message in the space above with a marker of whom your 
message was directed at. You can also send files this way if you would like to share photos, 
presentations, etc. to the whole group, or individuals who request it. 

Record 

 This feature allows for you to record this class session to distribute to others later. While 
this is a nifty feature, we are asking that you not record any of the Connect Groups over this 
time as you host and not allow for anyone else to record them either. Often we find that 
recording a class restricts participation as some may find there is too much pressure to perform 
when they know they are on camera and being filmed on record.  
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Breakout Rooms 

 Some classes may offer the foursquare icon representing Breakout Rooms in your 
toolbar at the bottom of the screen. If you find that it would be helpful to segment off groups of 
people to discuss a topic together, you can break the room into different groups for such an 
occasion. As most of the groups we have on a week to week basis are not large enough to need 
multiple groups, this tab may not be necessary, but it is an option for you to use should you see 
fit to do so.  

 By clicking the icon, you will see a window pop up which will allow you to assign a 
certain number of people into a designated number of rooms. You can choose people manually 
to sort into rooms or have Zoom assign them a room automatically. Once you have designated 
the correct number of people into the number of rooms assigned, click the “Create Breakout 
Rooms” button. 
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Reactions 

 The reactions tab allows for you to react to participants interacting with the class by 
adding a “Thumbs Up” or “Clapping” icon to the top left of your screen which everyone will be 
able to see as they speak.  

 This is a method to respond non-verbally in an affirmative manner so as not to interrupt 
a participant while they are speaking. As you will learn, there can be delays in the arrival of 
your voice to another person’s computer speakers as the speech is not occurring in the same 
time frame. Lagging Internet speeds can aid in creating a confusing conversation which may 
serve to trip up a participant while they speaking. Using the Reactions options can fix this for 
you so that the participant can be encouraged without being confused. 
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More 

 By clicking the more tab which is represented by an ellipsis (three horizontal dots), you 
will bring up a small window which will allow you to stream this meeting live on: Facebook, 
Workplace by Facebook, or YouTube. While we may find use for these options in the future, for 
the time being these should not be utilized by the presenter during Connect Group classes as 
anyone watching these streams will be unable to interact with the class as the other 
participants can. We are offering the links to these classes for anyone to join so there should be 
no need to stream these classes anywhere without participation. 

End Meeting 

 The final tab is the “End Meeting” button in the lower right hand corner of the toolbar. 
After your class has adjourned, you can end the session by clicking this button. Once you do a 
window will pop up giving you options for how to end the meeting. 
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 If you are the last person out of the room, or the class has ended and the conversation 
has concluded, you can choose the option “End Meeting for All” which will close the meeting 
space and eject everyone from the room. 

 If for some reason you are leaving the meeting early, but the conversation is continuing, 
you can select a different host for the meeting under the “Manage Participants” tab and select 
another person in the room and assign them as a host on the right hand side of their user name. 
At this point, you can leave the meeting but leave the room open by choosing to click the 
“Leave Meeting” button. Of course if you clicked “End Meeting” by accident, you can cancel 
your decision by clicking “Cancel”
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