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.

® Video Conferencing, Cloud Phon X

2. Click the orange button that says “Sign Up It's Free” on the upper right corner of the
website.
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3. Zoom will ask you for your date of birth.

Jan

Feb Continue

Mar

Apr 1is data will not be stored
May

Jun

July

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

Email address
i 1

By signing up, | agree to the Zoom's Privacy Statement and Terms
of Service.

Sign Up
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http://www.zoom.us/

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.

Activation Email Sent!

We've sent an email to  youremail@gmail.com
Click the confirmation link in that email to begin using Zoom.

if you did not receive the email,

Resend another email

—7

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

ACTIVATE ACCOUNT

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

First Name

[ J

Please enter your first name

Last Name

[ J

Please enter your last name

Password

[ J

This field is required.

Confirm Passwaord

This field is required.

For Educators: Select this option if you are
signing up on behalf of a school or other
organization that provides educational services
to children under the age of 18

By signing up, | agree to the Zoom's Privacy Statement and
Terms of Service.
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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.

Don't Zoom alone

vite your colleagues to create their own free
Zoom account today!

Why invite?

2 © o

0% .

Email Address

[ jhame@domain.com

Email Address

name@domain.com

Email Address

name@domain.com

Add another email

I'm not a robot

™

reCAPTCHA

Privacy - Terms

Skip this step

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.

Start your test meeting

Excellent! Now it's time to start meeting.

-

Your personal meeting url: ¢? Copy Link

https:/usO5web.zoom.us/j/93545818857
pwd=WmNMWTZ4ek1EOFB3RU5BbVYBSU3NXdz0%

Start Meeting Now Go to My Account
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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.”

= 7oom Cloud Meetings

200Mm -

[Enteryour email J

[Enter your password Forgot?]

SignIn

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.

Q search  Cul+F A & O &3
ome =

00

New Meeting ~ Join

Schedule Share screen

No upcoming meetings today
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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).

N\
A =
Home Chat

® 65
Meetings Contacts Apps

00

New Meeting ~

Join

Schedule

Share screen

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

Follow steps 2a — 2f.

= Schedule meeting

Schedule Meeting

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

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

as the meetinq name [Zuum User's Zoom Meeting

n
—

Start:

Duration:

1 hour

urring meeting

Meeting ID

o Generate Automatically

Security
Passcode 095645

2c. Choose the duration. How long do you
expect the meeting to take? Note that hours
are separate from minutes.

() Waiting Room

Thu October 21, 2021

47 2b. Choose the date and start time.
4+

~ 1 03:00 PM v

0 minute

Time Zone: Eastern Time (US and Canad.. ~
(O Personal Meeting ID 514 919 3228

@

Only users who have the invite link or passcode can join the meeting

Only users admitted by the host can jein the meeting

\:\ Only authenticated users can join: Sign in to Zoom

Video
Host @ on O off

Audio
Telephone

Dial in from United States Edit

Calendar

O Outlook

Computer Audio

Google Calendar

Parti:lpants‘o On Off

2d. Choose “Other Calendars” from the
Calendar options.

o Telephone and Computer Audio

o Other Calendars

2f. Click Save.

| cancel ‘

\
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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.”

= 7oom - Schedule Meeting

Your meeting has been scheduled.

Click the button below to copy the invitation to clipboard.

Hannah Goaodrick is inviting you to a scheduled Zoom meeting.

Topic: Zoom User's Zoom Meeting
Time: Oct 21, 2021 03:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://usD2web.zoom.us/j/898581288077
pwd=bCOwMXJoaHgxSVZoan)3U2JpNUVVQT09

Meeting ID: 898 5812 8807

Passcode: 095645

One tap mobile

+19292056099,89858128807#,,,*095645# US (New York)
+13017158592,,89858128807#,,,*095645# US (Washington DC)

Dial by your location
+1929 205 6099 US (New York)
+1 301 715 8592 US (Washington DC)
+1 312 626 6799 US (Chicago)
+1 669 900 6833 US (San Jose)
+1 253 215 8782 US (Tacoma)

Open with default calendar (.ics) 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.

Draft saved % Zoom invitation for meeting on 10/31/2021
.

myfriend@gmail.com

myfriend@gmail.com

Zoom invitation for meeting on 10/31/2021
Zoom invitation for meeting on 10/31/2021

You are invited to a scheduled Zoom meeting |

Topic: Zoom User's Zoom Meeting
Time: Oct 21, 2021 03:00 PM Eastern Time (US and Canada)

Join Zoom Meeting

https:/fus02web zoom.us/j/898581288077 7"/7/:5\
pwd=bC9wMXJoaHgxSVZoanJ3U2JpNUVVQT09 01/7 //II,(./.
e Srs W s W/;
Cio | M, 8t
Meeting ID: 898 5812 8807 0, s,
Qayr; Y0, e
Passcode: 095645 [/,79 /'eo o}
One tap mobile o"]

+19292056099, 89858128807#,, "095645# US (New York)
+13017158592, §9858128807#, ,,"095645# US (Washington DC)

Dial by your location
+1 929 205 6099 US (New York)
+1301 715 8592 US (Washington DC)
+1 312 626 6799 US (Chicago)
Writing Direction +1 669 900 6833 US (San Jose)
(
(

Spell check

+1253 215 8782 US (Tacoma)
+1 346 248 7799 US (Houston)

“
]

P . icoamp 2

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!
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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.”

I(_ o

o)

@

(R - o

Home Chat Meetings Contacts Apps

Zoom User's Zoom Meeting

3:00 PM - 4:00 PM

Meeting ID: 898 5812 8807

m f@ Copy Invitation # Edit X Delete

¢ 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.

00

New Meeting v Jain

Schedule Share sereen

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

Click
Invite

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.

Page 8 of 8



