Zoom
Videoconferencing – quick start guide (Windows)
1) Log into Zoom, click „Meetings“ and then „Schedule a New Meeting“:

2) You will now be able to set up your meeting:

3) Basic Zoom functionality

Set meeting name

Set meeting time & date
Set meeting duration

Set meeting access password
Meeting passwords are enabled by default, as an
additional security measure to prevent unauthorised
persons from joining the meeting.

All other settings can be left as default. Click
“Save” to create the meeting.

4) Your meeting has now been created. To share its details, click “Copy the invitation” and
email the contents to your attendees. When ready, “Start this meeting”

5) When you start your first meeting, you may be prompted to download
Zoom. Click “Run”:

Once done, click “Open Zoom”.

Should there be any technical issues, you will
be able to access Zoom without installing
anything – the functionality will be limited
but it may be a good option in the unlikely
case the download does not work.

6) Your meeting has now started:

First, unmute your microphone
and start video to be heard and
seen by others.

Other options in the black bar
will be discussed on the next
page.

6) Meeting controls:

Click here to control
what the participants
are allowed / not
allowed to do. The
options can be left at
their default values.

Share the content of your
screen with others users. You
may see a few options, e.g
sharing your entire screen,
sharing a whiteboard, or a file
that is currently open:

Once your participants start to
arrive, you will manually have
to admit them into the room.
This is a security measure to
prevent unauthorised access to
the meeting.

Finish the
meeting for
everyone

7) If you click “Share Screen”, you will see the following bar:

You can stop sharing your screen at any
moment by clicking this button.
The meeting can be ended
for everyone by clicking
“end meeting”.
Remote control gives the participants the
ability to control your screen. This may be
useful if, for example, you are filling in a
document together, or if you need their
signature.

Meetings can be recorded. Click the
button to start recording. Once the
meeting ends, you will be asked to save
the recording to a location of your choice.

