
GUÍA PARA REALIZAR 
VIDEOCONFERENCIAS EN ZOOM 

Documento creado por Facultad de Ingeniería



0"1%"(')(23+&)+-'34
! !"#$%&'%&("()*#+%,%&(-../

! 0*)$)%&(#"#)1*("*(-../

! 2&.'&%/%&(3*%(3*%(&"3*)1*(4$&"%&(3*%(5)6".$.*7"&"*$)%8

! 0*5)+%&(9%&+)$)9%*+"#(5:%("*,%$"
! !"#$%&'()'*+$,$-.&/0'12/$03'/2'#014&$#.#$%&'2&'5$21"0'62.,
! !"#$%&'7)'8&9$.&/0'4&'#06620'2,2#+6%&$#0'9:.'2;$&$3

! 0*)$)%&(3*%(5)6".$.*7"&"*$)%

! ;.+.*"# 6" <$$)1*

! =./9%&+)&(2%*+%,,%

! =./9%&+)&(3*%(%9,)$%$)1*

GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 01



5)4#".,".()(-+4&"%".(6337
2%#.(>?(0*'&"#"(%,(#)+).(@++9#ABBC../?3#B#399.&+B6.D*,.%6

E"(5"&F("#+%(9%*+%,,%(G(,%(6"#$%&'%($./"*C%&F(%3+./F+)$%/"*+"?(2.&(",,.H(6"I"(@%$"&($,)$("*(
J=.*5"&#%&K(4.(L""9(#)("#(M3"(#3(*%5"'%6.&(6"()*+"&*"+("#+F("*(0*',N#8?

GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 02



2%#. O? P%G% % ,% =%&9"+% 6" J!"#$%&'%#K 4. % ,% $%&9"+% 6.*6" #" &"%,)C%* ,%# 6"#$%&'%# "* #3
"M3)9.8 G @%'% 6.I," $,)$ #.I&" ", 0*#+%,%6.& 6" -../ G #)'% ,%# )*#+&3$$).*"# 6", )*#+%,%6.&?

!"#$

%&'()&*+,-'./'0123)4+'*.')&-50/02)6&'-.17'8&'.9.2850:/.';<++=>.?.@

GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 03 



*+-#-".(8)4-9+()+(6337
2%#.(>?(0*)$)"(",(2&.'&%/%(-../(G(@%'%($,)$("*(J0*'&"#%&K

2%#. O? 0*)$)%& E"#)1*?
Q, #)#+"/% 9"6)&F M3" )*'&"#" #3# $&"6"*$)%,"#? R%
7.&/% /F# #)/9," "# @%$)"*6. $,)$ ", :$.*. J0*)$)%&
#"#)1* $.* S..',"K?

!"#$
A8.*. 8-01 -8 2+11.+ BC# ;D0 E8. .- F++G/.@>



2%#. T? E" %I&)&F #3 *%5"'%6.& D"I G 6"I"&F #","$$).*%& ,% $3"*+% S..'," M3" 3+),)C%&F? Q* "#+"
$%#. @" 6"$)6)6. 3+),)C%& /) $.&&". 9"&#.*%, 4G% M3" "# =.&+- H1+:0:/. M3" .,5)6" ,% $,%5" 6" "#"
$.&&".8?

2%#. U? V%'% $,)$ "* J<I&)& C../?3#K . "*
,% .9$)1* JR%3*$@ -../K 9%&% )*)$)%& ,%
%9,)$%$)1*?

GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 05



:.3,."7".($+"($+"(.)$+-9+
2%#.(W?(Q*($%#.(6"(M3"(*.("#+N(%I)"&+%H(6"I"(%I&)&(#3(%9,)$%$)1*(-../(4"*(#3($./93+%6.&8?

2%#.(>?(Q*(,%(9%*+%,,%(M3"(#"(5"(%($.*+)*3%$)1*H(@%'%($,)$("*(",(#:/I.,.(X

GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 06



2%#. O? R,"*" ,.# $%/9.# 6", Y.&/3,%&). M3" #" @% 6"#9,"'%6. G @%'% $,)$ "* J<'"*6%&K?

83 $1"06+.&+2 <42 23#6$=. 2, &01=62 <42 #06623"0&/. ., +21. . +6.+.6 > 32,2##$0&2 ,.3 ?2#@.3 #0&
2, @06.6$0 2& <42 62.,$-.6A ,. 323$%&)

!"# $!%&'()*(+
,- ./01234 5/ 607/8- 19:9 6/0;2</ </4/0 7 =0-8-0 0/74294/1 5/ >? ;247<91@

A/1-B<2.-0C12/;60/C
/1<-C96B234@C

07 PÁG. | GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM 



Q# 9.#)I," M3" #" @%I&% #3 $%,"*6%&). S..',"? Q#+. 9"&/)+)&F M3" #3 &"3*1* M3"6" %'"*6%6% "*
6)$@. $%,"*6%&).?

=./. &"#3,+%6. 5"&F ,% #)'3)"*+" 9%*+%,,%A

V%'% $,)$ "* JZ.#+&%& )*5)+%$)1* % ,% &"3*)1*K 9%&% 9.6"& 5"& ,.# 6%+.# 6" ,% #"#)1* %'"*6%6%?



*+;-&".(<".&-#-<"+&)4(;/"()+%"#)
2%#.(>?(Q*(,%(2%*+%,,%(6"(-../(@%'%($,)$("*(,%(["3*)1*(%(,%(M3"(6"#"%()*5)+%&(9"&#.*%#(G(@%'%($,)$(
"*(J=.9)%&()*5)+%$)1*K

I8.*017'2+H)0*+J'.&'./'H+150H0H./.-'*.'-8'.E8)H+J'./'.&/02.'*.'/0'K.8&)6&>

GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 09



2%#.(O(\ ]9$).*(>?(Q*5:"(",("*,%$"(%(+&%5N#(6"(3*(/"6).('&39%,(6)&"$+.?(2.&("^"/9,.A(_@%+#<99

D9:9C5/8/C6/=-0C:-C24E90;-B234CF7/CB9623C/4C/:C6-19C-4</0290CGC/:C;/41-H/C1/C=/4/0-0IC5/C
;959C-7<9;I<2B9@

GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 10



2%#.(O(\ ]9$).*(O?(["6%$+"(G("*5:"(%(+&%5N#(6"("Y)*)#(3*($.&&".(","$+&1*)$.(%(+.6.(#3($3&#.("(
)*$,3G%(",("*,%$"(%(,%(["3*)1*?(2.&("^"/9,.A

*&()

'/B7/05/CF7/C/1<9C/1C74C/H/;6:9CGCF7/C/:C/4:-B/C5/CJ99=:/C!//<C1/0IC52E/0/4</C6-0-CB-5-C
1/1234CF7/C1/-C0/-:2K-5-

 GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 11 



*+-#-".($+"(;-')3#3+=).)+#-"
2%#.(>?(Q*(,%(2%*+%,,%(6"(-../(@%'%($,)$("*(,%(["3*)1*(%(,%(M3"(6"#"%()*5)+%&(9"&#.*%#(G(@%'%($,)$(
"*(J0*)$)%&K

L9;9C0/17:<-59C./0IC/1<-C
6-4<-::-



>3&3+)4(')(?##-9+
R%(#)'3)"*+"("#(3*%(6"#$&)9$)1*(6"(,.#(;.+.*"#(6"(<$$)1*(M3"(9.#""(-../("*(,%(I%&&%()*7"&).&(6"(
,%(9%*+%,,%()*)$)%,?

M-82:2<-C9C5/1-B<2.-C
/:C!2B03E949

M-82:2<-C9C5/1-B<2.-C
:-CLI;-0-

%/0;2</C=0-8-0C:-C1/1234CN/4C:-C
./01234C=0-<72<-C=0-8-C>?C;247<91O

!7/1<0-C/:CLP-<C5/C
:-C'/74234

%/0;2</CB9;6-0<20C74-C
%-4<-::-C9C74-C)6:2B-B234

A/16:2/=-C:-C:21<-C5/C
%-0<2B26-4</1C-B<2.91

%/0;2</C24.2<-0CB94<-B<91C-C
:-C'/74234CF7/C/1<IC/4CB7019

(/0;24-C:-C1/1234

 GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 12



237<".&-.($+"(:"+&"%%"
2%#.(W?(!"I"(+"*"&(3*%(#"'3*6%(2%*+%,,%(6)#9.*)I,"?

2%#.(>?(V%'%($,)$("*(",(:$.*.(.(I.+1*(J=./9%&+)&K(4$3%,M3)"&%(6"(,.#(6.#(M3"("#+F*(/%&$%6.#8

 GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 13



2%#.(O?(E","$$).*"(,%(2%*+%,,%(M3"(6"#"%(=./9%&+)&(4!"#`+.9(>(.(!"#`+.9(O8(G(@%'%($,)$("*(
J=./9%&+)&K(\ Q*("#+"($%#.(#"($./9%&+"(,%(#"'3*6%(2%*+%,,%

%-0- 5/H-0 5/ B9;6-0<20 5/8/ 20 - :-
6-4<-::- B9;6-0<25- G P-B/0 B:2B /4 /:
89<34 09H9 QA/H- 5/ B9;6-0<20R NF7/
49 12/;60/ 1/ ./ B9;6:/<9O

L9;9 0/17:<-59 5/ /1<- 96/0-B234 B-5-
6-0<2B26-4</ ./0I <959 -F7/::9 F7/
71</5 P-=- /4 :- %-4<-::- L9;6-0<25-@



237<".&-.($+"(?<%-#"#-9+
2%#.(W?(!"I"(+"*"&(,%(<9,)$%$)1*(M3"(6"#"%($./9%&+)&(0:).150 4$.*(%*+"&).&)6%68?

)B:-0-B234

%7/5/CB9;6-0<20CB7-:F72/0C-6:2B-B234CF7/C</4=-C/4C17C/F7269@C+1<9C24B:7G/SC6/09C49C1/C:2;2<-C-TC
+UB/:SCV905SC%AWSC*-./=-590C5/C$4</04/<SC!-<:-8SC/4<0/C9<0-1@

2%#. >? V%'% $,)$ "* ", :$.*. . I.+1*
J=./9%&+)&K 4$3%,M3)"&% 6" ,.# 6.#
M3" "#+F* /%&$%6.#8

 GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 14



2%#.(O?(E","$$).*"(,%(<9,)$%$)1*(M3"(6"#"%(=./9%&+)&(G(@%'%($,)$("*(J=./9%&+)&K(\ Q*("#+"($%#.(#"(
$./9%&+"(Qa$",

%-0- 5/H-0 5/ B9;6-0<20 5/8/ 20 - :-
6-4<-::- B9;6-0<25- G P-B/0 B:2B /4 /:
89<34 09H9 QA/H- 5/ B9;6-0<20R NF7/
49 12/;60/ 1/ ./ B9;6:/<9O

L9;9 0/17:<-59 5/ /1<- 96/0-B234 B-5-
6-0<2B26-4</ ./0I :- -6:2B-B234 B9;6-0<25-
N5/:2;2<-5- 690 /: ;-0=/4 ./05/O@



!"#$%&"'(')(*+,)+-)./"

!"#$%&'()%(*")%+,+-.%/%-,"'(%<"-"#
123'()%(=+-.">2/',"6-(:(2$"4"5',"6-(7'/'(8,')9&",+#(:(;+,%-$%#

 GUÍA PARA REALIZAR VIDEOCONFERENCIAS EN ZOOM | PÁG. 15




