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Zoom guide: From basic help to 
advanced 
Video conferencing has never been so critical to our work and 
personal lives. Here's everything you need to make your meetings 
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OVERVIEW  - Getting Started with Zoom 

Where do I download the latest version of Zoom?  
You can download the latest version of Zoom from our Download Center. 


How to I use Zoom on my PC or Mac? 

After downloading Zoom, learn how to use the Zoom Desktop Client.


Do you need an account to use Zoom?  

A Zoom account is not required if you are strictly joining Zoom Meetings as a participant. If someone invites you to their meeting, you can join as a participant 
without creating an account. However, if the host has restricted joining meetings using authentication profiles, then the participant will need a Zoom account 
to access the meeting. Learn more about joining a Zoom meeting. 


A Zoom account is only required if you need to create your own meetings and send invitations to participants. Having a Zoom account allows you to create 
your own Instant Meetings or Schedule Meetings. An account also allows you to access your personal settings, where you can update your profile or upgrade 
your plan at any time. 


How do I signup for Zoom? 
You can sign up for a free Zoom account at zoom.us/signup. 


How much does Zoom cost? 

A basic Zoom license is free. 


https://support.zoom.us/hc/en-us/articles/zoom.us/download
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-PC-and-Mac
https://support.zoom.us/hc/en-us/articles/360037117472
https://support.zoom.us/hc/en-us/articles/201362193
https://support.zoom.us/hc/en-us/articles/201362533
https://support.zoom.us/hc/en-us/articles/201363203
https://support.zoom.us/hc/en-us/articles/207597883
https://support.zoom.us/hc/en-us/articles/207597883
https://support.zoom.us/hc/en-us/articles/207597883
https://support.zoom.us/hc/en-us/articles/207597883
http://zoom.us/signup
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OVERVIEW  - Getting Started with Zoom 

Joining a Meeting  

How do I join a Zoom meeting?  
You can join a meeting by clicking the meeting link or going to join.zoom.us and entering in the meeting ID. 


How do I join computer/device audio? 

On most devices, you can join computer/device audio by clicking Join Audio, Join with Computer Audio, or Audio to access the audio 
settings. 


Can I Use Bluetooth Headset? 

Yes, as long as the Bluetooth device is compatible with the computer or mobile device that you are using.


Do I have to have a webcam to join on Zoom? 

While you are not required to have a webcam to join a Zoom Meeting or Webinar, you will not be able to transmit video of yourself. 


You will continue to be able to listen and speak during the meeting, share your screen, and view the webcam video of other participants. 
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Scheduling a Meeting 

How do I schedule a meeting?


You can schedule a meeting on the web, through the Zoom Desktop client or mobile app. 


How do I invite others to join my meeting? 

You can invite others to join your meeting by copying the join URL or meeting invitation and sending it out via email. 
There are many other ways to invite others to join your meeting.

OVERVIEW  - Getting Started with Zoom
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Getting started: Zoom basics 
The platform is compatible with Windows, Mac, Linux, iOS, and Android. 


The layout will be slightly different depending on whether you are on desktop, tablet or mobile. 


There are several plans available; the most popular now likely being the free tier, in which virtual meetings can be held 
with up to 100 participants, 1-on-1 meetings without a time limit are possible, and meetings with multiple participants 
can be held for up to 40 minutes. (When your time is up, you can simply restart a meeting if need be.).


The free option also allows users to conduct meetings in HD video and with audio, participants can join via their PC or 
a tablet/SmartPhone, and both desktops and apps can be shared.
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Zoom – Desktop user guide 

This guide provides basic instructions on creating an account 


and Setting up a meeting OR Joining a meeting using Zoom from your PC or Mac.


Zoom offers free video conferencing and messaging across any device,


with up to 100 participants. 

For Tablet and Smart Phone use  
Please See “Using Zoom  on your Tablet or Smart Phone Guide” section
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1. Go to https://zoom.us/ 


Zoom – Desktop user guide 

Account Registration 
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1. Select your preferred Registration Method (outlined below)  

Option 1: Registration by email address 

 Enter your email address into the ‘your work email address’ field. This will send an email to the address provided. 
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2. Click the Activate Account button 
 

3. Enter your First Name, Last Name and choose and confirm a Password. Click the Continue button to verify your 
email account. 

You will then be prompted to invite colleagues to a meeting, though you can skip this step for the moment. 
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Scheduling a meeting 

1. Select the Meetings Tab on the left of the screen and click the Schedule a New Meeting  

button, or use the Schedule Meeting button in the Navigation Bar at the top of the screen  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2. Enter a Topic, a Description (optional), date and time, and a meeting duration  

You can set the meeting to recur daily, weekly or monthly and limit the number of recurrences using the End Date 



U3A Dacorum Zoom Desktop Users Guide

3. Make a note of your meeting password, which users will need to gain access to the meeting 


4. For video conferencing, be sure to select On for both Host and Participant 


5. Click Save to complete  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6. Copy the Join URL and Meeting Password 


7. Click Start this Meeting 


8. Click Open Zoom  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This will Download or Launch the Zoom App and your meeting will begin. 

From here you can also invite attendees via an email link (using the large Invite others icon or the smaller Invite icon 
at the bottom), share your screen with attendees, and enable a group text chat which will run simultaneously to your 
conference call. 
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Start a Screen Share Meeting: 

If you would like to start an instant meeting for screen share (no video) or an audio-
only meeting, you can do so by selecting the "Start with no video" at the Home tab.


After selecting "Start without Video" your meeting will start.


• Audio Conference: Meet with no video or content sharing(audio only).


• Share Screen: Share content with audio only(video is off)


• Invite Others: Send invitations for others to join your meeting.


Note: Video is not automatically turned on during a screen share meeting. You will 
need to "Start" your video/camera during the meeting.

Leave meeting or End Meeting For All: 

You can choose to -


• Leave meeting - Leave the meeting but, leave the meeting open and running.


• End the meeting for all - As the "Host" you can choose to End the meeting.




U3A Dacorum Zoom Desktop Users Guide

How Do I Start A Screen Share Meeting?
Select a window, desktop or iPad/iPhone: 


Once you click on share screen, you will be prompted to select the desktop, 


a specific window or an iPhone/iPad app to share. 


Switching Windows during Screen Sharing: 

During screen sharing, you can switch between different Windows or Desktop by moving your mouse/pointer to the top of the meeting window. 


Select - " New Share"


Other options during screen sharing includes- mouse/keyboard control, annotate, record, mute, chat, etc.. Click here to learn more about available 
features during Screen Sharing.


To end your screen share meeting simply select "Stop Share." 

https://support.zoom.us/entries/24056313-Screen-sharing-and-Annotation-for-Windows-
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1. If you plan to attend the Zoom meeting by smart phone or iPad, 


then go to your App store and download the Zoom Cloud Meetings app. 


 If you will be using your computer, then you’ll be downloading Zoom in step #3.


2. You will receive an email inviting you to attend a Zoom meeting. The email’s content should look 
similar to the example below. The arrow points to the URL or web address that you’ll need to join the 
meeting. Click on the link or copy and paste it into your web browser.    

Joining a Zoom Call for the First Time 
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Joining a Zoom Call for the First Time 
3. If you are using your computer for the Zoom meeting, and have never used Zoom,


you’ll be prompted to download and run Zoom. Click on the “download & run Zoom” link. 


An .exe file will appear in the bottom left-hand corner of the screen Click to install Zoom. 



U3A Dacorum Zoom Desktop Users Guide
Joining a Zoom Call for the First Time 

4. After your program is downloaded, you’ll be prompted to enter your name 


and then click on “Join Meeting” 
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Joining a Zoom Call for the First Time 

5. The next screen should ask if you want to “Join with Video.” 


We usually recommend that you join with Video so that the facilitator and other attendees can see you. 

6. Click on “Join with Computer Audio” 


so that you can participate in the meeting. 


Note: there will be an option to put yourself on mute. 
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 7. In the lower left-hand corner, you can unmute or mute your microphone.


Next to that you also have the option to stop your video. 


If you stop your video, then the facilitator and other participants cannot see you. Normally, when you start a meeting, 
you want your video and sound to be turned on.


Depending on the type of meeting, the facilitator may mute participants until it is their turn to speak. This method 
reduces background noise. The upper right-hand corner controls your view (Gallery or speaker view).


Note: If the meeting has not started, the facilitator may have participants in a “waiting room” prior to beginning the 
meeting.

NOTE: Gallery View Icon (Top Right hand corner of the screen)


 displays all participants ,click here to change to Speaker View 


to display only the Speaker
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Zoom – Mobile App user guide 
Zoom offers free video conferencing and messaging across any device, with up to 100 participants (with a 40 minutes 
time limit on meetings with three or more total participants), and unlimited 1:1 meetings. 

This guide provides basic instructions on creating an account and setting up a meeting using Zoom from your phone 
or tablet. 
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Downloading the App 

Open your device’s App manager – this will be the Google Play store for Android devices, 


or the Apple App store for Apple devices: 


https://play.google.com/ or  https://www.apple.com/uk/ios/app-store/ 

Use the Search Bar at the top of the page to search for ‘Zoom’ and click Install 

Once successfully downloaded, the Install button will turn into an Open button. Click Open to launch 
the app. 

With the App launched, you will be given the option to Join a Meeting,  

if you have been invited to join one hosted by another person, 


Sign Up if you have not yet registered or Sign in with an existing account. 

https://play.google.com/
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Registration 


Option 1: Registration by email address 


If you selected to Sign Up you will have the option


 to register using your Email address. 


Enter a valid email address, your First and Last Name 


and agree to the Terms and Conditions 


The Next button in the top right will become active. 


Click Next 
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Login 


Enter your Email address and Password, 


or sign in using the Google or Facebook account that was used earlier. 
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From the Meet & Chat screen you can Add Contacts from your Phone Contacts


 or using an Email Address. 


Enter your phone number to search for any contacts registered for Zoom. 


You will need to give the App permission to view your Phone Contacts to do this. 


If there are no matches, you can invite any of your contacts to join Zoom. 


Alternatively, search for the Email address in the Zoom database, and Add any Matched Contacts 


Matched contacts can later be found in the Contacts area 
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Starting a meeting 

From the Meet & Chat screen, click on New Meeting 

If you do not want your meeting to have Visual, Move the slider to turn off Video 

If Use Personal Meeting ID is switched off (default), 


participants will need to use a password to enter your meeting (recommended).


 To disable this and allow anyone with the meeting number to join, 


move the slider to turn this off. 
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From within your meeting, you can invite people to attend using the Participants icon. 


From here you will have the option to invite Zoom contacts, 


your Phone contacts through Messaging,


Facebook contacts through Messenger, or email an invitation via Outlook or Gmail. 


You can also copy the URL for this meeting and distribute this to potential participants. 
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Scheduling a meeting 

From the Meet & Chat screen, click Schedule 
Give your Meeting a Unique Name Set a Date. 
Set a Start Time 
Set an End Time 

You can set the meeting to recur every Day, Week, Two Weeks, Month or Year 

If want to permit attendees to enter your meeting using only the Personal Meeting ID 

number, move the slider to enable this feature. 


Disable the requirement of a Meeting Password to enter your meeting,


 move the slider to disable this feature. 
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Help 


You can watch instructional Video guides here: https://us04web.zoom.us/resources


Joining a Zoom conference: https://www.youtube.com/embed/vFhAEoCF7jg?rel=0&autoplay=1&showinfo=0 


Setting audio & video options: https://www.youtube.com/embed/HqncX7RE0wM?rel=0&autoplay=1&showinfo=0 


Controls for the meeting: https://www.youtube.com/embed/4w_pRMBEALE?rel=0&autoplay=1&showinfo=0 


Running a meeting and sharing your screen: https://www.youtube.com/watch?v=l8UwTwjpE6E 


 


