Advice on using Zoom…
How to create a Zoom account…
1. Visit the Zoom website: https://zoom.us/pricing
2. To set up a free account, select the basic version by clicking ‘Sign Up, It’s Free’.

3. Fill in your date of birth.
4. Enter your email address.
5. You should receive an email with a confirmation link. Click the link in the email.
6. Fill in your first and last name on the page which appears when you click the
confirmation link.
7. Choose a password for your Zoom account.
8. Click the option to download the Zoom desktop app. Follow the prompts to install the
app.
How to start a meeting…
1. Make sure you are on the home tab of the Zoom desktop app.

2. Click the orange ‘New Meeting’ button.
3. To invite others to the meeting, click ‘Participants’ at the bottom of the screen.

4. On the tab that appears on the left-hand side, click ‘Invite’ at the bottom of that tab.

5. Click ‘Copy Invite Link’.

6. This will have copied the link to your clipboard. Paste this link onto a message or
email to your friends or family.

7. Once your friend or family member has clicked the link you have sent them, a
notification will appear on the Participants tab on the Zoom meeting. This notification
will ask you to accept them to the meeting.
Different viewing options…
1. Click ‘Gallery View’ on the upper-right corner of the Zoom window to see all the
members of the call at once.
2. To only see the person who is talking on the Zoom call, click ‘Active Speaker’ on the
upper-right corner of the Zoom window.
How to send a chat on Zoom…
1. Click ‘chat’ at the bottom of your screen. This will open a chat window on the righthand side of your screen.
2. Click on the drop down next to ‘To:’ and select whether you want to send your
message to everyone or to only one of the people you are calling.
How to share your screen on Zoom…
1. To share your screen, click ‘Share Screen’ at the bottom of your Zoom window.
2. If you are not the host, the host needs to first grant you permission to share your
screen.
The host can do this by…
- Clicking the arrow next to the ‘Share Screen’ option at the bottom of their Zoom
window.
- Clicking ‘Advanced Sharing Options’.
- Clicking ‘All Participants’ under the ‘Who can share?’ section.
How to use the whiteboard function on Zoom…
1. Click the ‘Share Screen’ button located at the bottom of your Zoom window.
2. Click ‘Whiteboard’.
3. Click ‘Share’.
More advice can be found on the Zoom website: https://support.zoom.us/hc/en-us

