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Zoom.us Setup 

 

Basics 

Zoom (zoom.us) works on Windows, Mac and Chromebook desktop and laptop computers as well as on 

tablets and smartphones. 

If you don’t have a microphone on your desktop computer, assuming that you do have speakers, you’ll 

be able to see and hear the meeting but won’t be able to share your thoughts verbally***.  If you don’t 

have a microphone, you might consider getting a USB headset which will give you both a microphone 

and speaker(s).  Whether you have a microphone or not, you’ll still be able to type your comments, 

including your response when voting on matters. 

Web cameras provide video (so others can see you) and some include a microphone so others can hear 

you. 

Joining a Zoom a meeting might be as simple as clicking on a link that someone sent to you.  Otherwise, 

refer to step 1, below. 

Follow the instructions here to create your free Zoom account.  Links to additional details for creating an 

account and especially for using Zoom in a meeting are provided near the end of this document. 

 

1. Create a FREE Zoom account 

a. Go to https://zoom.us/signup 

b. Enter your email address and click [Sign Up] 

i. You’ll see  

c. Check your email and follow the instructions in the message from zoom.us 

 

2. To join a Zoom meeting, sign in to Zoom at https://zoom.us/signin 

a. Enter your email address, password and meeting ID 

The meeting ID will be provided to you in an email by the meeting coordinator. 

 

3. FYI 

a. Every Zoom account has its own “personal meeting room” with which you can start your 

own meetings and invite your own participants. 

https://zoom.us/signup
https://zoom.us/signin
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b. Given that each Zoom account or meeting has its own unique ID, If you’ve participated in a 

Zoom meeting that will reoccur, you don’t need to wait for an email invitation from the 

meeting coordinator, you can simply use the link from the original or prior meeting.   

c. Meetings (meeting rooms) may be password protected. 

Zoom Instructional Videos 

Pay particular attention to the “Using Zoom and starting a meeting” and the “Meeting Controls” 

videos as you’ll use the features on every call.  Note that some features may not be available in the 

free, BASIC, version of Zoom. 

1. Using Zoom and starting a meeting - https://www.youtube.com/watch?v=BOaZi_dt5sQ 

a. https://support.zoom.us/hc/en-us/articles/115004055706-Managing-Contacts 

b. https://support.zoom.us/hc/en-us/articles/360032554051-Presence-status 

2. Meeting Controls - https://www.youtube.com/watch?v=ygZ96J_z4AY 

 

3. Sign Up & Download Meeting Client - https://www.youtube.com/watch?v=qsy2Ph6kSf8 

4. Join A Meeting - https://www.youtube.com/watch?v=hIkCmbvAHQQ 

5. Scheduling A Meeting - https://www.youtube.com/watch?v=XhZW3iyXV9U 

6. Sharing Your Screen - https://www.youtube.com/watch?v=YA6SGQlVmcA 

7. Recording a Zoom Meeting - https://www.youtube.com/watch?v=lZHSAMd89JE 

8. These and other Zoom videos can be found at 

https://www.youtube.com/watch?v=qsy2Ph6kSf8&list=PLKpRxBfeD1kEM_I1lId3N_Xl77fKDzSXe 

 

*** Normally, participants may dial into a Zoom meeting a unique phone number that’s been provided 

by Zoom for the meeting; you’ll need to provide the Zoom meeting ID number.  However, during the 

COVID-19 crisis, the dial-in feature may be disabled. 
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