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Part 1: Creating a Zoom Account (9 steps) 

In order to send Zoom invitations and host meetings, you must first have an account with Zoom.  

Follow the steps below to create a Zoom account. You will need to visit the Zoom website to 

create an account. Pictures are included with each step to provide an example.  
 

1. Open your web browser and type www.zoom.us into the address bar. Press Enter on the 

keyboard. You will be directed to the Zoom website.  

 

 

 

 

2. Click the orange button that says “Sign Up It’s Free” on the upper right corner of the 

website. 

 

 

3. Zoom will ask you for your date of birth. 

 

 

 

 

 

 

 

 

4. Enter your email address and then click “Sign Up.” 

 

 

 

 

 

 

http://www.zoom.us/
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5. You will see the confirmation below. Check your email for an email from Zoom. You should 

use your computer to check your email for this step. If you don’t see the email in your Inbox, 

check your Spam and Junk folders too.  

 

 

 

 

 

 

 

6. Open the email from Zoom and click on the “Activate Your Account” button in the email. 

 

 

 

 

 

7. Enter your first name, last name, and choose a password for your account. When finished, 

click “Continue.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

youremail@gmail.com 



      Page 3 of 8 

 

 

8. Zoom will ask you if you would like to encourage others to sign up for Zoom. You can either 

invite other people to make Zoom account, or Skip this Step to finish creating your account.  

 

 

 

 

 

 

 

 

 

 

 

 

9. You now have an account with Zoom. You can either test a Zoom meeting or go to your 

account page. To learn how to create a Zoom meeting and invite others, scroll to the next 

page for Part 2: Logging in to the Zoom Desktop App. 
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Part 2: Logging in to the Zoom Desktop App (3 steps) 

You used the Zoom website to create an account. Now you will learn to use the Zoom desktop 

app, and can use the desktop app going forward.  

Follow the steps below to log in to the Zoom desktop app. You will need your email address and 

password used to sign up for Zoom in Part 1.   
 

1. Double-click on the Zoom icon on your desktop to open Zoom.  

 

 

 

 

 

 

 

2. Log into Zoom using your email address and password, then click “Sign In” and check “Keep 

me signed in.” 

 

 

 

 

 

 
 

3. You are now logged into Zoom and should see the screen shown below. Continue to Part 3: 

Scheduling a Meeting and Invitations to learn how to create a meeting and invite others.  
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Part 3: Scheduling a Meeting & Invitations (6 steps) 

Now that you have an account and are logged in on your computer, you are ready to start 

hosting your own Zoom meetings. If you aren’t already, you should be logged into Zoom 

desktop app on your computer. Follow steps 1-3 in Part 2 if you are not yet logged in. 

Follow the steps below to send a Zoom invitation to someone else. 
 

1. Click on “Schedule Meeting.” If you are not seeing the 4 icons below on your Zoom desktop 

app, be sure you are in the Home tab (tabs are on the top). 

 

 

 

 

 

 

 

 

 

 

2. A new window will pop up. Go through each section to schedule the details of your meeting. 

Follow steps 2a – 2f. 

 

 

 

 

 

 

 

 

 

 

 

 

2a. This is the title of your Zoom meeting. 

You can change it. It will be what other’s see 

as the meeting name. 
2b. Choose the date and start time. 

2c. Choose the duration. How long do you 

expect the meeting to take? Note that hours 

are separate from minutes.  

2d. Choose “Other Calendars” from the 

Calendar options. 

2f. Click Save. 
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3. After clicking Save, another new window will pop up. The information in this window is what 

you will use to send an invitation to someone else. Click “Copy to Clipboard.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Go to your email on your computer. Start a new email to the person(s) you want to send the 

invitation. In the body of the email, right click and paste. The Zoom invitation will paste into 

the email.  

 

 

 

 

 

 

 

 

 

 

 

 

5. Click send. The invitation will be sent to everyone addressed in the email. Follow along to 

step 6 to learn how to attend your newly scheduled meeting. You are the host, after all! 

After 

pasting 
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6. Go back to your Zoom desktop app. Click on the “Meetings” tab. You will see your 

scheduled meeting. To join it at your scheduled time, click on “Start.” 

 

 

 

 

 

 

 

 

 

• You can also make changes to your meeting here in “Edit” or copy the invitation again to 

send to someone else in “Copy Invitation.” To delete your meeting, click “Delete.” 
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Part 4: Hosting a Meeting without Scheduling 

There is a way to initiate an impromptu meeting with someone if you are not needing to 

schedule a meeting. You will need to use the Zoom desktop app and be logged in to do so.  
 

1. After logging in, you will see the screen below. Click on “New Meeting.” You will see the 

meeting screen come up with the Zoom controls task bar. 

 

 

 

 

 

Invite 

 

 

2. Click on participants. A sidebar will come up with your name. Click on at the bottom of the 

sidebar.  

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

3. You will see a screen with contacts and email tabs. Click on the email tab then click default 

email. Type in the person’s email you want to Zoom with and then hit send. It will send an 

email to the participant and they can just click the link.  

 

You 

Click 

Invite 


