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You may be able to think of software that could be useful for writing bios and 
communicating with clients. Here are two of my recommendations for making the job 
easier.

ZOOM

Because the likelihood is that you won’t live near many of your clients, you need a 
simple, smart, and effective way to communicate with them.

For this purpose, I recommend you use Zoom.

Zoom is a video communications suite for meetings, chat, live screen share, 
conferencing, and more.

Zoom allows you to record your video calls, so you are easily able to send them to your 
clients for reference or get them transcribed for notes or later use as a resource.

There are free and paid versions of Zoom, but the free version should be all you need to 
use.

Useful Software
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Zoom Tutorial

Go to https://www.zoom.us and 
enter your email address.1

Select “Sign up it ’s free”.
2

You will receive an email. You 
now need to select Activate 
Account or copy and paste the 
link provided into your browser 
as directed.

3

You can choose if you want to 
receive training resources sent 
directly to your email address.

4

5
When you are redirected back 
to Zoom after verifying your 
email address, complete the 
WELCOME TO ZOOM form. Make 
sure you scroll down the page 
and complete all the fields before 
selecting Continue.
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Zoom Tutorial

You can choose to Zoom with other people 
by inviting them to join Zoom. This is a 
good idea if you already know who you 
will want to use Zoom with. For anyone to 
use Zoom, they have to join up. For this 
tutorial, I have chosen to skip this step.

6

You’ll be asked to start your test meeting 
and be given your personal URL. This 
remains constant, so you can copy this 
information and keep it for reference. 
You can also choose to download Zoom 
meetings directly to your web browser 
by selecting your browser icon from the 
options provided at the bottom of the 
page.

7

Select TEST MEETING. The meeting will 
launch. There is a window box at the 
top. You can check the box that says, 
“Always open these types of links in the 
associated app” and then select Open 
Zoom meeting.

8

Next select JOIN WITH COMPUTER 
AUDIO if prompted. You can also 
choose to test your speakers and 
microphone by selecting the link 
below the green “join with your 
computer Audio” button.

9
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Zoom Tutorial

If you want to use Zoom to have a meeting, you select HOST A MEETING 
from the top line on the drop-down menu. You can choose from three 
options:

1. With Video Off

2. With Video On

3. Screen Share Only

For this demo, I am selecting with video on, but masking the camera.

10

You will now need to put the email 
address of the person you want 
to have a meeting with into Zoom. 
If the person you want to have a 
meeting with isn’t connected to 
Zoom, they will be requested to join 
before you can start the meeting.

11

To invite someone to join a meeting you 
will need to send them an email. To do this, 
select your chosen email service.

12
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Zoom Tutorial

A screen saying, “PLEASE JOIN ZOOM MEETING IN PROGRESS” will appear 
in your email. All you have to do is add the contact details of the person 
you want to have a Zoom meeting with by typing in their email address 
where it says TO and select SEND in the blue box at the bottom.

13

When you join the meeting, you can choose if you want to have your video on 
or off and if you want to mute the sound. Other options that you can see here 
include inviting other participants, managing the participants, sharing your 
screen, initiating a chat screen, recording the meeting, or ending the meeting.

14

If you decide to share your 
screen, then everything you have 
open will appear, and you must 
choose what you want to share by 
selecting it and then clicking the 
SHARE button. 

Once your screen is shared, the 
video feed of you and your client 
will be reduced in size, so the 
shared screen takes up most of 
the space. You can easily switch 
between screens.

15

Exercise 13

Set up a practice Zoom call with a friend and try out the features until you feel 
comfortable using it.
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CONVERTKIT

Useful Software

ConvertKit is a software tool that allows you to create all things email.

A great email list can be a huge asset, having the ability to create one is invaluable.

With ConvertKit, it ’s easy to customize and embed forms on your website to turn casual 
readers into subscribers.

You can increase conversions with automated emails that feel personal and directed to 
the individual.

ConvertKit offers a great training program, called “Creator Pass.” With Creator Pass, 
you will be guided through lessons that teach you everything you need to know, and it 
will also help you to implement these lessons.

You can get a FREE trial of Convert Kit right here.

Test drive it and see how it can work for you.
(Please note this is an affiliate link)

Exercise 14

Go to ConvertKit and learn more about it.
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