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Getting Started 
Open Zoom: you will need an account to host a meeting but not to join one. To get a Zoom account, simply 

select Sign in with Google. 

 

*Note: The Zoom application will most likely need installed: 

On a computer: https://zoom.us/support/download 

For iOS visit the Apple App Store and search “Zoom.” 

For Android, visit Google Play or search “Zoom HD meetings.” 

To Start 

After you launch the app, you have two options. You can select "Join a Meeting" or "Sign In."  If you just want to 

join a meeting-in-progress click on "Join a meeting."  No account or sign in is needed to join a Zoom meeting.  

If you would like to log in and start or schedule your own meeting, click on "Sign In." 

Meetings 

Attend a Meeting 

To attend a meeting get the link from the host. The 
link can be emailed or posted. Just click the link to 
connect.  

Notice there is an option to join by phone as well. 

This message may pop up. Choose  
Open URL: Zoom Launcher 

 

Join Meeting Audio 

Join by Computer: most common choice, will play audio through your computer 
speakers and microphone. 

Join by Phone: not as typical but will work if there’s no microphone on the 
computer. 

 

Host a Meeting 

 
 
Sign into Zoom with your account (required for hosting).  

Choose to start with or without video.  

Invite people (Up to 100 may be invited) 

 

https://zoom.us/support/download


You can share the invitation in a few different ways: 

 

● Clicking the Copy URL button, then paste the URL into an email message 

to the participants you wish to invite. 

● Click the Copy invitation button, then paste the message into an email 

to the participants you wish to invite 

● Click one of the email service buttons. Your chosen email service will 

appear with a preformatted invitation. 

 

 

 

Schedule a Meeting 

● Meeting ID - Select Generate Automatically if not selected 

● Password - Highly Recommended 

● Video (when joining a meeting) A camera is required for this, 

either built in or mounted. It’s not necessary. 

● Audio Options - If you don’t have a microphone, the telephone 

option works. 

● Advanced Options 

○ Enable waiting room 

○ Enable before host allows participants to join before 

host. Select this if you want the meeting to start 

before you arrive. 

● Calendar 

Select which Calendar type  

*Note: Selecting Other Calendars will allow you to copy and 

paste the meeting information into any calendar program.  

 



Share the Scheduled Meeting 

An email will be generated with the information your invitees need to join. 

All that is needed is to add the email addresses of the attendees. 

The email can be edited to include other pertinent information from the host. 
 

 

Settings 

 

Click the Gear for Settings 

 

 

Edit Your Profile: Settings > Advanced > Edit My Profile.  

 

Add an image, change your password, even the name of your personal link. Your Personal Meeting ID is your 

Conference Room.  

 

 

 

This can be listed in your email signature as Conference Room: https://paiu.zoom.us/j/4247830684  

 

 

https://paiu.zoom.us/j/4247830684


 

 

 

Audio: be sure to test your speakers and microphone. 

Microphones built into laptops will work but are not the best 

in quality. A USB microphone or clip-on mic will provide 

better quality sound.  

One choice is to automatically mute your microphone when 

joining a meeting.  

 

As a presenter you may want to use the Chat feature to tell folks 

they should be hearing audio so they know to listen and check 

speaker settings. 

 

 

 

 

Video: Some folks cover their camera but in the video 

settings, one option is to turn off video. Another video 

setting provides a gallery display for up to 49 participants. 

Even though you can Zoom on tablets and smartphones, best results 

come from a larger screen. 

 

The camera on your laptop will work but adding an external video 

camera will provide greater pixels and more quality. The 

recommended resolution is 720p or higher.  

 

The standard is to use one monitor but Zoom does allow users to 

choose dual screens. Learn more about this here: Settings for Dual 

Screens 

Test before Zoom 

 

https://support.zoom.us/hc/en-us/articles/201362583-How-to-use-a-dual-monitor-display
https://support.zoom.us/hc/en-us/articles/201362583-How-to-use-a-dual-monitor-display


You can run a test on your own by going to https://zoom.us/test to ensure that your camera and microphone 

are working. You should see yourself if your camera is working, and you should see the microphone icon (on the 

bottom left of window) have a green color bouncing in it. 

 

To ensure that your speakers are working, click on the little arrow next to the microphone button and choose 

"audio options". Then choose "test mic and speakers". Then click on the button for "test speakers". If you can 

hear the chime, then you know your speakers are working and if you can see the green line bouncing in the 

microphone section, then you know your microphone is working. 
 

More info on testing/troubleshooting AUDIO can be found here: 

https://support.zoom.us/hc/en-us/sections/200319096-Audio 

 

More info on testing/troubleshooting VIDEO can be found here: 

https://support.zoom.us/hc/en-us/articles/201362313-How-Do-I-Test-My-Video-  1

 

Recording: use this screen to set where the 

recordings will be stored. This will happen 

automatically once the recording has stopped. 

Zoom saves the recordings in a default 

location: 

● PC: C:\Users\User 

Name\Documents\Zoom 

● Mac: /Users/User 

Name/Documents/Zoom 

● The default file name is: 

zoom_0.mp4 

Zoom recommends recordings be stored on a computer then moved instead of storing in Google Drive or 

Dropbox. 

To dig deeper into recording settings see: Local Recording  

To view a list of your recordings: https://zoom.us/recording/local  

 

Recording file format: MP4 

 

Advanced Settings: accessed through the Zoom website: zoom.us. In the General Settings window select Enable 

Advanced Features > in Advanced > Meeting Settings Under In Meeting Basic > Enable End-to-end encryption. 

 

 

1 Source: https://kb.brandeis.edu/display/LTS/Zoom+Best+Practices  

 

https://zoom.us/test
https://support.zoom.us/hc/en-us/sections/200319096-Audio
https://support.zoom.us/hc/en-us/sections/200319096-Audio
https://support.zoom.us/hc/en-us/articles/201362313-How-Do-I-Test-My-Video-
https://support.zoom.us/hc/en-us/articles/201362473-How-do-I-record-a-meeting-
https://zoom.us/recording/local
https://kb.brandeis.edu/display/LTS/Zoom+Best+Practices


Accessibility: options include always show controls and closed captioning. A list of keyboard shortcuts are also 

available on the Zoom Help Center. 
 

Co-host: 

Have the same in-meeting controls as hosts. They can continue the meeting if the host leaves. To enable a co-host go 

to Account settings > click Account Settings > Navigate to Co-host on the Meeting tab under In Meeting (basic) and 

enable. 

 

Once your co-host has joined the meeting go to manage participants > slide over their name for a More button to 

appear. Choose make co-host. A verification screen appears. Remove a Co-host in the same way selecting Withdraw 

Co-host permission. 

 

  

Recurring Meetings 

Use the same Zoom meeting room over for classes or meetings.  

Give your topic a name and description. Set the date and check the box for recurring daily, weekly, monthly, or no 

fixed time. Choose the day of the week and how many occurrences. The rest of the settings are the same as individual 

meetings. 

 

 

https://support.zoom.us/hc/en-us/articles/205683899-Hot-Keys-for-Zoom


 

Recurring meetings will be listed under the tab Upcomings Meetings 

 

 

Ad Hoc Meetings 

Share your Zoom Personal Meeting ID to create meetings on the fly. If you have added the ID to your email 

signature, others can click to start a meeting on demand. If someone clicks the link, an email notification wi sent 

to you.  

 

 

Breakout Rooms 

Breakout rooms are individual sessions that split from the main meeting. Participants are invited to join the 

breakout rooms by the host. Once invited,click join. If you choose Later, joining is possible by clicking the 

Breakout Rooms option in the meeting controls. These can work like in-person meetings where you break into 

small groups.  

 

Participating in the Breakout Room 

Once you've joined the breakout room, you will have full controls similar to the meeting . You can: 2

● Mute/Unmute to speak 

● Start/Stop Video 

● Participants - view the Participants list 

● Share screen - read more about screen sharing 

● Chat - type messages to the other participants in your breakout room 

● Record - you can record the Breakout Room locally if the host gives you recording permission. The 

Zoom meeting will be recorded in the current layout that the host is recording. For example, if the 

host is recording in Gallery View the recording will be in gallery view. Read more about local 

recording. 

2 Source: https://support.zoom.us/hc/en-us/articles/115005769646-Participating-in-Breakout-Rooms  

 

https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-
https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.zoom.us/hc/en-us/articles/115005769646-Participating-in-Breakout-Rooms


● Ask for Help - request help from the meeting host. Asking for help notifies the Host.  

 

 

Leave the Meeting or just the Breakout Room 

 

When the host ends the breakout rooms, you will be notified and given the option to return to the main 

room immediately, or in 60 seconds. 

Check out this  Zoom Video Breakout Rooms Video for details. 

Annotations - did you know you can write on your Zoom screen? 

Select Annotate to begin once your screen has been shared.  

 

 

The tools include: Mouse, Select,Text, Draw, Spotlight/Arrow, Eraser, Format, Undo, Redo, Clear, and Save. 

Saving allows you to save all annotations as a screenshot. This is saved as a separate file in the same location as 

your recordings.  

 

https://youtu.be/j_O7rDILNCM


Best Practices for Presenters 

 

As a presenter during a Zoom session, you will likely be sharing content from your computer desktop.  

● Close applications that you will not be referring to during your presentation. 

● Turn off visual and auditory notifications that you have set up on your computer (new incoming email, 

text messages, weather notifications, etc.)  They can be an unexpected distraction during your 

presentation. And you do not want them recorded.  

● Forward your phone to voicemail 

● Get your applications, files, websites, etc., that you expect to share with your audience ready and loaded 

ahead of time.  

● When ready, click the 'Share Screen' icon at the bottom center of the Zoom window. 

● If Zoom screen sharing takes over your screen due to full screen, simply roll up to the top right of the 

window and click: Exit Full Screen. 

● If you lose your Zoom window, you can: 

○ On a Mac, just go to the Window Menu when Zoom is clicked on and choose another window in 

the list at the bottom. 

○ On a PC, you can click on the Zoom icon in the Windows taskbar to see all of the Zoom windows. 

● When scheduling the meeting, in the settings, select turn off video when start. This means you won’t be 

viewed while getting ready if others have joined.  

 

 

If you are the host and have to step out of the meeting choose “Leave” not “End Meeting”. This way participants 

can continue the meeting after you have left. You also have the option to rejoin the session. 

 

Good lighting is important. Can you see your participants?  

Can they see you? What else are they seeing? 
 

 

 



Some Good Advice  3

 

 

 

 

3 Source:https://docs.google.com/presentation/d/1xTqc8g0A0DJ741Vxd8GnFJ_QgN3paDu2-n-kN0t7nus/edit#slide=id.g1f627b1600_0_30  

 

https://docs.google.com/presentation/d/1xTqc8g0A0DJ741Vxd8GnFJ_QgN3paDu2-n-kN0t7nus/edit#slide=id.g1f627b1600_0_30
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Did you: 

____ Schedule your webinar or meeting? 

____ Invite your participants? 

____ Check you Audio and Video settings? 

____ Rehearse with co-hosts or presenters? 

____ Add poll questions (if you are going to use)? 

____ Send an invite even if your meeting is recurring (send an invite to yourself as well) 

____ Prepare your presentation? 

____ Load any applications and websites ahead of time? 

____ Check your appearance, the lighting? 

____ Forward your phone, turn off and notifications? 

____ Post a note on your door that you are videoconferencing? 

 

 

 

Congratulations you are ready to ZOOM! 
 

4 Source: https://blog.zoom.us/wordpress/2017/06/15/your-zoom-video-webinar-management-countdown/  

 

https://blog.zoom.us/wordpress/2017/06/15/your-zoom-video-webinar-management-countdown/

