Using ZOOM to host a meeting
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Step 1 is to create a ZOOM account. There are several options, but just used the free account.

Setting up an account is the typical email you use and Password you create.

Step 2: Once you are registered, or if you already have an account, you sign into your home
page. It should look like this:

Step 3: Select “Schedule a New Meeting”. You can only schedule one meeting at a time. Name
the meeting, add the description and add the date and time, as well as duration.

Step 4: Select the remaining options for the meeting. You can choose to show a video picture of
the host, plus the participants. Audio is best if the participants can view on their computer.
However, if a person is not at a computer, or does not have sound or headphone options, then
they can call in on a telephone.

Select the desired meeting options, including whether to record the meeting or not.

When you save the information, you will see a meeting code URL generated. That can be
emailed to the desired participants.

The participants will receive your email invitation to join a meeting. They copy and paste the
meeting ID and select JOIN. They do not have to log into ZOOM to be able to join the meeting.

When the click on the link, they will need to either open or download the ZOOM app,
depending on whether this is the first time for using ZOOM or not.

At the bottom of the HOST screen, you will see the options for conducting the meeting. The
host would share their screen for slides or text. The other option is everyone just share their
video, which is them looking at their computer. If you do the video option, it is best to have a
light on your face.

Additional information about ZOOM can be found in the ZOOM Help Center.

