
Installation  

Before you can host a meeting with Zoom, you need the Zoom Desktop 
Client installed on your device. Visit  https://zoom.us/download to install the 
Zoom Client for Meetings.  

Setup and Configuration  

Sign into zoom using your email and password. You’ll be taken to your profile 
page. You can set your profile picture, edit your Personal Meeting ID/Personal 
Link. This is your own virtual meeting space. You can use it any time or can 
schedule it for usage. You can then go to the Meeting Settings tab to 
configure your preferences based on how you’d like to conduct meetings.  

Zoom Desktop Client  

When Zoom Client is installed, sign in with your credentials. If you find 
yourself using zoom often, you can enable Zoom to start whenever your 
computer boots up.  

• On Windows, go to the Zoom client and click on your profile picture at 
the top right, then click Settings Click n General and then check the 
box that says, “Start Zoom when I start Windows.”  

• On Mac, right-click the Zoom app in the Dock, select Options and 
choose Open at Login  

Scheduling Zoom Meetings  

You can schedule your Zoom meetings using plug-ins for Google Calendar, or 
Outlook. There’s also more information here if you’d like to learn more about 
scheduling Zoom meetings. You can go through Zoom's Website and 
schedule a meeting by clicking “Schedule a Meeting” at the top bar. You’d 
then enter what information you need and save it. Then you can copy the 
URL or invitation or add it to your calendar with the plug-in.  

If you choose to go through the Zoom Desktop Client, you’d select “Schedule” 
on the app, and enter the details of your meeting. Then you can copy the URL 
or Invitation or add it to your calendar with the plug-in.  

Outlook Add-In (Desktop App)  

• Open Outlook and select File > Manager Add-ins  
• Select the plus icon > Add from the Office Store  
• Search for Zoom for Outlook and select GET IT NOW  
• Open the Outlook desktop app and switch to calendar view.  
• In the Home tab, select New Meeting  
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• Select Add a Zoom Meeting • Add meeting details and send.  

In-Meeting Controls  

 When you start or join a meeting you can join the audio by your phone or 
computer. If you join by computer, you can connect your mic and speakers 
and test the audio sources while you’re joining. If you join by phone, choose 
Phone Call and you can dial the number. Then you’d enter the Meeting ID 
and make sure to input the Participant ID.  

You can also access your video settings before or during a meeting by 
choosing the Settings and click the Video tab to preview and change your 
camera source.  

To invite more people to your meeting, click Invite to send the meeting 
information to others via email, Zoom Chat, phone, or room system.  

When hosting a Zoom meeting, you can manage your participants with given 
controls. Attendees will only view the other participants.  

To share your screen, you’d select Share Screen, and you can choose to share 
the desktop, a specific application, whiteboard, or your camera. Everyone in a 
meeting can share their screen. Attendees can use annotation tools for 
drawing, pointing, highlighting, and more.  

There is a chat feature where you can chat to everyone in the meeting, or just 
a specific person.  

You can record the meeting if you’re the host to the Zoom cloud, or your 
computer. You’d select the record option and choose to record locally or to 
the cloud.  


