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A message from our president, Mr. Dan Barrett:

We at Barrett Insurance Services have always taken pride in 
our customer service and our ability to provide individualized, 
one-on-one, concierge enrollment support to every single one of 
our clients.  We know that choosing the right medical benefits for 
you and your family is extremely important and no two employees 
are in the same situation.  You need to know and understand all 
the benefits available to you and which ones are right for you and 
your loved ones.   It is because of this, that even in these 
unprecedented times, we remain committed to continue to 
provide one-on-one attention to you and your family!  We have 
done so for over 60 years and we pledge to continue to do so, 
regardless of the current situation.  

We have created the following guide; designed as a tutorial 
in connecting to and using the Zoom video chat application, so 
that we may still be able to provide you with a licensed agent who 
will walk you through your enrollment, answer all questions you 
may have, and ensure that you have the coverage that is RIGHT 
for YOU!

Please take a moment to read through this guide or use it as 
you navigate through the Zoom chat program.  If you have any 
questions, please don’t hesitate to reach out to us anytime, at 
(866) 902-8239 

I ask that you stay safe and I want to thank you for entrusting 
our team with your medical benefits enrollment.

Respectfully,

Dan Barrett



This tutorial is designed to help you join a Zoom 
meeting and navigate through all the options available 
with the Zoom video chat program.  We have 
incorporated screen shots of each step in the process 
to assist you every step of the way, but are available to 
you, by phone or email to answer any questions you 
may have.  We may be reached at (866) 902-8239 or 
send us a message at: info@barrettinsurance-
services.com

To begin, once you have signed up for an appointment 
to enroll, you will receive an email from Barrett 
Insurance Services with a “Zoom link” to your individual 
meeting.  It will look like the one pictured below and 
will contain a web address that you will use for your 
meeting.  The web address is pointed out with the blue 
arrow, below.



If you can click on this web address, it will open your 
web browser up to the Zoom meeting webpage.  If your 
link is not “clickable” and it does not open your web 
browser when you click on it, simply highlight the 
address, by holding the left button of your mouse 
down and selecting all the text by dragging the mouse 
across it, as has been done in the picture below.  Once 
done, click the right button on your mouse and choose 
“copy”.

Open up your web browser, it will most likely be called 
Microsoft Edge, Chrome, Firefox, or Safari.  Now, paste 
the web address we copied into the web browser by 
clicking the right button on your mouse in the space 
shown below, by the blue arrow, and selecting “paste” 
and then pressing the “enter” key on your keyboard.



You will be taken to the following screen and if you 
have ever used Zoom on your computer before, you 
will be prompted to “Open Zoom Meetings”.  If you 
have not used Zoom before, click on the “download & 
run Zoom” link so we can install Zoom on your device.

If you needed to “download & run Zoom”, you will see 
the program download on the lower left side of your 
screen.  Once it completes, double click on the 
downloaded file to install and run Zoom.



Once you see a square “pop up” on your screen, you 
know the program is running and that you will soon be 
connected to a licensed health benefits agent.

The following 2 screens will appear on your computer 
and will allow you to better communicate with our 
licensed benefits agent.  Let’s look at and discuss both 
screens on the next page.



The screen on the left gives you the option of setting 
up and testing your microphone and speakers for the 
video call, by clicking the options highlighted by the 1st

blue arrow.  If you do not have a microphone or 
speakers built into your computer, you can use your 
phone, by clicking on the phone call tab, above the 2nd

blue arrow.
The 3rd blue arrow highlights the buttons that will start 
your audio options and will allow you to turn on your 
camera, if you choose to do so.  It is optional to have 
your camera on during the Zoom meeting.
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When the meeting begins, you will see a rectangle, like 
the one below, that shows the meeting participants 
and displays the video of anyone who chose the option 
to have video.  Clicking on the “maximize” square on 
the Zoom window will open up the “chat box” and 
allow you to text with your agent and send files back & 
forth.

Clicking the “maximize” square here, will open up the 
Zoom program to full screen and provide us with many 
more options.



The options available in the maximized Zoom window 
appear at the bottom of the screen and are pointed out 
with our blue arrow.  Depending on your computer 
browser and version of Zoom, these options may 
appear at the top of your screen instead of the bottom.

❖ The 1st button we see is “Participants”.  If you click 
on this button, you will see who is on the Zoom call.

❖ The 2nd button is “Chat”. Clicking on this button will 
open the “chat” area that you see on the right hand 
side of the screen.  We can use this chat window to 
send text messages & files back and forth during our 
meeting.

❖ The 3rd button is called “Share screen” and will allow 
you to show your licensed medical benefits agent 
what you see on your screen if their happens to be 
any difficulties in communicating what is happening 
on your computer.

❖ The 4th button “Record” allows you to record your 
session with your licensed medical benefits agent 
and save that recording to your device.

❖ The 5th button “reactions” gives you access to 
certain emojis you can use during your conversation, 
if you so wish.



The picture below shows us what we will see when we 
click on the “participants” button.  We can see the 
names of the people online and whether or not they 
have their microphone on or muted, and whether or 
not they have their video camera turned on.  We can 
also chat from this screen in the chat box provided at 
the bottom right of the screen, underneath the list of 
participants.

Clicking on the “share screen” button will allow the 
licensed agent helping you access to see your screen.  
As you can see, when we click this button, we are 
presented with several options.  We can share 
everything on our screen or just a specific program; like 
our web browser.  You will see from the example below 
that we have the option of sharing any program we 
currently have running on our device.  If you only want 
your agent to see what you are looking at on your web 
browser, simply highlight the icon with your web 
browser and select “share”. If you prefer to share 
everything on your screen, select screen. 



When you are sharing your screen, you will see a green 
bar at the top of your computer screen with the ID 
number of your Zoom session.  This lets you know that 
your screen is being shared.  Just to the right of the 
green bar is a “Stop Share” button.  Clicking this button 
lets you stop sharing your screen with your licensed 
agent at any time.

Clicking on the “Reactions” button gives you access to 
some emojis you can use during your video chat.  They 
are nice to have, but aren’t necessary for your meeting 
with your licensed medical benefits agent.

Throughout the course of your Zoom video meeting, it 
is possible that a situation arises where you would 
prefer it if your licensed agent could be present with 
you, to show you exactly where to click to continue 
with your enrollment and ensure the enrollment 
process is completed correctly.  
While the current pandemic may restrict your licensed 
agent from physically being with you, we do have the 
option of allowing your licensed agent to temporarily 
take control of your session and show you exactly 
where to click.  Let’s explore this option further.



To begin, share your screen with your licensed agent, as 
we discussed earlier in this tutorial.  Afterwards, hover 
your mouse over the “green bar” and you will see the 
menu pictured below appear.  You will see different 
options available, many of which we have already 
covered, with just a couple of new options.  Hover your 
mouse over the “remote control” option and choose 
“Give Mouse/Keyboard Control to:” your licensed agent 
by left clicking your mouse on his or her name.

Once you choose your licensed agent’s name and they 
accept control, your medical benefits agent now has 
the ability to control your mouse and keyboard as if 
he/she was sitting right next to you.  You have the 
option of discontinuing their access to your keyboard 
and mouse at any time by clicking on the “abort 
control” button (shown below).  This will cease your 
licensed agent’s ability to remotely control your 
computer and this ability can only be restored by going 
through the same steps we previously used to share 
control, as we did in the steps above.



During the course of your enrollment session, it may 
become necessary to share a document with your 
licensed agent, or he/she may need to share a 
document with you.  If this happens, simply open a 
chat window (by moving your mouse to our options bar 
at the bottom of the screen) and clicking on “chat”.
From the chat window, click on the word “File” and 
choose the option that will take us to where your file is 
located.  If you have the document stored on your 
computer, for example, then choose “Your Computer”.

Navigate to the location of your file and choose “open” 
to upload it to your licensed agent.  In the example 
below, you can see that we want to share the 
document named “Life insurance info” that is located 
on our desktop.  We navigate to “desktop” then 
highlight “life insurance info” and click on “open”.



Once we click on “open”, the document will begin to 
upload and be accessible to your licensed agent.  If 
your licensed medical benefits agent needs to share a 
document with you, they will go through the same 
process and their file will become available to you, in 
the chat window.  To view any document they send 
you, simply double click on the file when it appears in 
the chat window, as pictured below.

Once you have finished enrolling in your medical 
benefits, you have submitted your choices for your 
coverage and your licensed agent has answered all 
questions you may have about your coverage; it will be 
time to end your online Zoom session.  Your licensed 
agent will terminate the video call and you will see the 
“leave meeting” window pictured below.  Once you see 
this window, your session is over and your licensed agent 
will not have any access to your device, your screen, or 
any of your stored files.  You can end the Zoom program 
from your side by clicking on “leave” or by just pressing 
the “X” on the “leave meeting” window.



If you need find you need further assistance from your 
licensed agent, after your session, please call Barrett 
Insurance Services at (866) 902-8239 or email us at 
info@barrettinsurance-services.com and we can answer any 
questions you may have.  Or, if you prefer, we can schedule 
another Zoom meeting for you to be able to work with your 
licensed agent again.

Some questions you have may already be answered on our 
website, found at: www.barrettinsurance-services.com
we invite you to visit our site and learn more about our 
company and the medical benefits you have chosen for you 
and your loved ones.

All of the licensed agents we employ are highly experienced 
and knowledgeable in medical benefits; all are Texas 
residents and have passed rigorous screening before being 
chosen to join the Barrett Insurance Services Team.  

We are proud to be family owned and Texas based for over 
60 years; and we love to be able to serve the people in the 
communities we call home.  We thank you for the 
opportunity to serve you and look forward to continuing to 
do the same in the years to come.

mailto:info@barrettinsurance-services.com
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