
 

 

How to Zoom! 
The first set of instructions are for when you are using a laptop or other web browser to open and 
run Zoom. If you want to amend your settings, you will need to access the website not the app, 
which is streamlined and doesn’t give you access to all that the website does. The website will link to 
the app when you want to join or host a meeting. 

The second set are for if you are using the Zoom app directly from a tablet, phone or other device 
for your meetings.  

 

SET 1: Web Browser Instructions to get into your Zoom Meeting 

 

Top right of the home screen you will see these 3 options: 

 

 

 

 

 

SCHEDULE A MEETING  

This link takes you directly to the 
Meetings tab from the 
PERSONAL menu on the left. See 
detailed instructions below. 

JOIN A MEETING  

Here you can type in the Meeting 
ID directly, rather than follow a 
link from a message or email.  

 

1  

1  

2  

2  

3  



   

 

 

 

__________________________________________________________________________________ 

Left on the screen is a menu - top section is PERSONAL, underneath is ADMIN 
(unless you are managing a license, you don’t need this).  

At the very bottom you can find support – video tutorials and knowledge base. 

 

PERSONAL 

 

 

Setting your profile picture 

Click on change or delete to upload a new photo from the files on your device.  

 

Settings – personal details 

Right hand edit button allows you to make changes to the personal 
information displayed on this screen. 

 

First option: Profile 

Contains all your personal details and account information, 
along with your profile picture.  

HOST A MEETING 

Click on the drop down menu arrow, 
and select video on or off. This will 
take you to the meeting. If you are 
on a laptop, it will want to open the 
Zoom app and open a pop up box. 

3  



 

 

 

 

Scheduling a meeting 

Select Upcoming meetings 

Select Schedule a New Meeting 

Enter the details – time, duration, content. You can choose whether to use 
audio/video etc here too.  

Hit Save at the bottom 

Scroll up to Invite Link and to the right you have the option of Copy Invitation. 
You can then copy the invite and paste it into an email/whats app etc 

When you are ready to start your meeting, this is where you will find the 
meetings you have previously scheduled and can select Start this Meeting at 
either the top right, or at the bottom of the screen. 

 

 

 

 

Second option: Meetings 

You can schedule a meeting from here or check out previous meetings. 
Personal meeting room allows you to set up your details so you always 
use the same space and joining ID. 

 

Fourth option: Recordings 

When you host a meeting, you can choose to record it. This is where the 
saved recordings can be found. 

 



 

Select Meeting 

Select Schedule Meeting and decide which settings you want switched on 
(toggle switch turns blue) or off (toggle switch remains grey) 

Mute Participants on Entry – this is useful. It means that all participants are 
muted when they arrive, and you as the host can unmute, and mute, them 
again during the meeting.  

 

Select In Meeting (basic) 

You can tick the box to allow Chat – this is a messenger chat box that you can 
open up while you are in the Zoom meeting to communicate via text with one 
person who is in the meeting, or with everyone.  

You can choose File Transfer to allow files to be shared during the meeting. 

Checking Co-host allows the Host to share the controls of the meeting. 

Adding Polling allows you to set up a questionnaire poll in the meeting. 

Allowing Screen Share lets you select whether only the host can share their 
screen, or all participants. 

Annotation and Whiteboard allow the host or all participants to use the 
annotate tools to add information to a screen share.  

Remote Control lets the person who is sharing the screen allow others to take 
over their keyboard. 

Nonverbal Feedback allows participants to give the host feedback using 
symbols. 

 

Select In Meeting (advanced) 

Fifth option: Settings 

This is where you can find all the different settings for when you are in a 
Zoom call – who has access to what, video, audio, passwords etc. The 
top menu bar allows you to choose Meetings, Recording or Telephone. 
We are just going to look at Meetings. 



Below are the key features – keep scrolling down to find the headings below: 

Breakout room – this allows the host to split participants into smaller groups, 
so they can only see the others in that breakout room. The host can control 
how long, who enters and can pop into any of the breakout rooms.  

Virtual Background – this allows you to trick people into thinking you are on a 
tropical beach, for example, instead of your front room.  

Waiting Room – this means you can control when people enter your meeting. 
You can edit the text that appears here to personalise it if you want to. 

 

Select Email Notification – you can select how much / which type of emails 
you would like to receive. 

 

 

 

  



 

 

SET 2: APP Instructions to set up your Zoom Meeting 

 

   
 

 
 

  

 

 
 

  
 

 

Select video on (toggle turns blue when you select the 
button. Then select Start a Meeting. Your meeting has begun 
– you can invite participants once it has started – see In-
Meeting Instructions below.  

 

This takes you to the Scheduling Screen – see Scheduling a 
Meeting above for detailed instructions. 

 

Select audio and video settings. 

Type in the Meeting ID. Select Join Meeting. The host will let 
you in from the waiting room. 

 

Type in the Meeting ID and your screen will be shared to 
that Zoom Room. 

 

Open the app. It will open on the Meet and Chat page. 
You will see the options below along the top of the 
screen. 

 



 

 

Select Meetings from the menu at the bottom of the screen – see the Meetings 
section above for detailed instructions.  

Select Contacts – you can import your phone or email contacts here to invite 
people to meetings quickly and easily. 

Select Settings – you will have access to most of the setting shown on the 
website instructions above – go to the Setting section above for detailed 
instructions.  

 

  



 

When you are in a Zoom meeting 

 

 

  

 
This is the In-Meeting toolbar. You will have more or less buttons, depending on: 

 the type of device you are using – iPad, phone, laptop 
 you have the free or paid package 
 if you are the host 

 

1 Microphone 

 Here you can choose to mute or unmute yourself by clicking on the microphone icon, or 
you can hold down the space bar as a shortcut to switch between.  

 Click on the drop down menu for settings 

 

2 Video 

 Switch your video on or off by clicking on the video camera icon 
 Click on the drop down menu for settings and for selecting a virtual background 

 

3 Security  

As the host, you can choose whether to allow participants to share their screens, 
enable/disable the chat option and manage the waiting room 

 

4 Participants 

 See who is in the waiting room 
 Admit participants from the waiting room into the meeting 
 See who is in your meeting 
 Hover over the name of a participant and you can select  

o Mute/unmute participants 
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o More: rename participants/make host or co-host 
 Give non-verbal feedback to the host (bottom menu) 
 Choose the hand up option to show you are waiting to speak 
 Select the participants button again to minimise this screen 

 

5 Polls 

You can add a poll to gather data from your participants e.g. Should we next meet on 
Monday, Tuesday or Wednesday? 

 

6 Chat  

This gives you the option to message (text) during the meeting. You can chat with an 
individual or with everyone (drop down menu once in chat). Files can be uploaded here so 
that others can download them, click on the file button. 

 

7 Share Screen 

 Tick the two boxes at the bottom if you will be sharing sound or video clip 
o Share computer sound 
o Optimize screen sharing for video clip  

 Click the screen you want to share  
 Select Share at the bottom right of the window 
 Select annotate to add text, highlight, sketch over the screen 

 

8 Record 

You can choose to record on this computer, or to the cloud 

 

9 Breakout Rooms 

Here you can split up the group into separate breakout rooms. You can: 

 Choose how many breakout rooms you want 
 Choose who goes into each room or allow it to select automatically 
 Options allows you to manage the room participants and timings 
 Host can drop in an out of any room  

 

10 Reactions 

Choose to display a waving hand, or a thumbs up on your video screen 



 

Top Tips 
Gallery 

 You can change the view of the other participants in your meeting: 
o Speaker view – you will see the person who is speaking only 
o Gallery view – all participants can be seen in a grid 

 During screen share – the grid can be stretched by dragging the corner 
 Pin this speaker enlarges the chosen participant to full screen 
 You can use pg up / pg down to see the previous or next sets of participants 

if you have lots 
 

Short cuts 

Zoom allows you to use keyboard shortcuts for many of the actions above: 

ALT + I = invite 
ALT + R = record to this computer 
ALT + C = record to the cloud 
ALT + P = pause or resume recording 
ALT + SHIFT + S = share screen 
ALT + A = mute/unmute yourself 
ALT + M – mute/unmute everyone (host only) 
ALT + F = enter or exit full screen 
ALT + H = display/hide in meeting chat panel 
ALT + U = display/hide participants panel 
ALT + Y + raise/lower hand 

 

Sound and video quality tips 

 If you are using wifi, make sure you get a strong signal by being close to the 
internet box (router).  

 Slow internet will cause choppy video and/or audio problems. 
 Turning off the video (instructions above) can improve the sound quality. 
 A USB headset will give much better sound than the built-in microphone.  
 If you have a bright light behind you, like a window, no-one will be able to 

see your face.  


