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AGENDA

•What is Zoom

•How to get Zoom

•Who can use it

•Pricing

•How to schedule / host a Zoom Meeting

•Zoom Settings 



WHAT IS ZOOM  

Zoom was founded in 2011 and provides video and online chat services through a 

cloud-based platform.  Used for teleconferencing, telecommuting, distance 

education, and social interactions. 

Zoom helps you to virtually interact with co-workers or employers when 

in-person meetings aren't possible.

• Free version has 40 minute limit for 3 or more people

• The App is free

• Good for people working from home



HOW TO GET ZOOM

1. Zoom can be accessed via the Internet as well as through their App.

2. Through the 

website: Zoom.com

3. The app can be downloaded to Apple and Android devices. The app is free to use.                 

Go to your devices App Store and search for Zoom.   



ZOOM APP IS FREE

FOR ANDROID DEVICES

FOR APPLE DEVICES



GETTING ZOOM ON YOUR 
APPLE DEVICE

1. Click the Appstore on your device and Search 

for Zoom

2. Click Get and then Open

3. Either Sign In 

OR

Sign Up -

Follow prompts to enter 

name and email address 



GETTING ZOOM ON YOUR 
ANDROID DEVICE

1. Tap Playstore 2. Tap Search and 

type Zoom 

3.  Tap Install

Zoom



WHO CAN USE ZOOM?

•Simple answer – everyone

•Zoom is available and free (with limitations) for desktop 

download, web browser or mobile app

•Participants - those invited to a “zoom meeting” do not 

need a Zoom account to join a room (meeting)

•Host – creates a meeting and must have a Zoom account



PAID ACCOUNTS

There are 4 types of accounts:

•Basic (next slide)

•Pro

•Business / Enterprise

•Education

*Note:  Zoom does not currently have an option 

for Non-Profits



ZOOM FREE ACCOUNT

Free users (aka Basic User) can create a new meeting, schedule one, join 

a meeting, share a screen, add contacts, and so on. 

Keep in mind:

• Basic user can only be signed in to Zoom on one device at a time 

(either one computer, one tablet, or one phone)

• A basic user can host meetings with up to 100 participants. 

Note: If 3 or more participants join, the meeting will time out after 

40 minutes.





CREATING A MEETING 

•Start an Instant Meeting 

OR 

•Scheduling a Meeting 



To start an 

Instant 

Meeting

To Schedule 

a meeting

Main Zoom Screen - Computer



HOW TO START AN INSTANT MEETING

1. Log in to Zoom - Click Sign in - Click New Meeting

2. To invite others click the “i” icon - upper left corner 

and COPY the Zoom link to share  

Note: Another choice would be to create a 

Personal Meeting ID (PMI)

See Next Slide



PERSONAL MEETING ID

PMI is a personal meeting ID that can be used to go into your own 

virtual meeting room anytime.  It’s permanently reserved for you.  

Ideal for use with people you meet with regularly.

*Create your PMI in your Zoom Account under Settings. 



HOW TO SCHEDULE A MEETING – TWO OPTIONS 

1. Click Schedule Meeting 

from the main Zoom Screen                   

2. Click Meeting,                 

then click + sign                    



A LIST OF YOUR MEETINGS



DETAILS - SCHEDULING A MEETING

•Meeting Date

• Start Time – End time

•Meeting ID Number

• Password – mandatory 

• Audio and Video Controls

• Advance controls – Waiting Room, Mute, Participant settings



1. Meeting  info – Date, Duration etc.

2. Generate Meeting ID 

3. Password – mandatory  

1. Video - Host video usually on

2. Audio – enables dial in for Participants

3. Calendar – automatically add meeting to 

your calendar

Advanced Options:

Waiting Room, add an 

Alternative Host *must be a 

licensed user 



ROLES IN A MEETING
• Host: schedules the meeting. They have full permissions to manage the meeting. 

There can only be one host of a meeting.

• Co-host: can only be assigned by the host during the meeting.  They share most of 

the controls that hosts have; allows the co-host to manage the administrative side 

of the meeting, muting, chat, waiting room. Co-hosts cannot start a meeting. If a 

host needs someone else to start the meeting, they can assign an alternative host.

• Alternative Host: Shares the same controls as co-hosts, can start the meeting. 

BUT Hosts can only assign alternative hosts when they schedule a meeting.

More information below - breakdown of each Role:

https://support.zoom.us/hc/en-us/articles/360040324512-Roles-in-a-meeting

https://support.zoom.us/hc/en-us/articles/206330935
https://support.zoom.us/hc/en-us/articles/208220166-Alternative-Host
https://support.zoom.us/hc/en-us/articles/208220166
https://support.zoom.us/hc/en-us/articles/360040324512-Roles-in-a-meeting


TO ADD A CO-HOST TO A MEETING

To Add a Co-Host:  

Click on Participants in the meeting controls at the bottom of 

the Zoom window.  

Then Manage Participants, hover over the name of the participant who 

is will be made a co-host, and then choose More.  Click Make Co-Host.



Zoom Controls

(while in a 

meeting)



ZOOM CHANNELS

Channels can be found in Contacts 

Channels allow you to easily create private or public groups, send group chats, attach 

files, screen captures, images and start an instant group meeting with or without video.  



ZOOM SETTINGS



THINGS TO CONSIDER

• Change your background – need to hide that messy pile of laundry, the 

presenter can change their background – Go to Settings >Virtual 

Background (only for those with a Zoom Account)

• Show ALL names – Settings > Video > and check box for Always Display

• Touch Up Appearance – we don’t need this!  But just in case – Go to Settings 

then Video then check box for Touch Up Appearance

• SECURITY – always use the latest version of Zoom 

• Set a password for your meeting 

• Host controls Screen Sharing – typically don’t allow screen sharing for participants 

• Security Options Icon - these features are always available on the Host screen



ZOOM WEB, ZOOM DOWNLOAD, ZOOM APP

• Please note – there may be different settings and accessible features 

offered to you depending on how you access Zoom.  

• EXAMPLE: Video settings are not available if you use the Zoom Web. 

This link will provide Settings details: 

https://support.zoom.us/hc/en-us/articles/360027397692-Desktop-

client-and-mobile-app-comparison#note

https://support.zoom.us/hc/en-us/articles/360027397692-Desktop-client-and-mobile-app-comparison#note


BEFORE WE GO LIVE - ZOOM FOR COMPUTERS

The following are screenshots for using Zoom App 

from a tablet or smartphone



ZOOM – HOME SCREEN



SCHEDULE A MEETING



LIST OF MEETINGS



ZOOM APP - CONTROLS



SETTINGS ON ZOOM APP



CHANGE BACKGROUND – ZOOM APP

Choose a recommended background OR click + to add a 

picture from your device



HAPPY ZOOMING


