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Getting Started with Zoom 
 

Step 1 – Sign up on the Zoom Website 

Go to zoom.us  and click on the “SIGN UP, IT’S FREE” button in the top right corner. 

 

 

You only need enter your email address (it says ‘work address’ but you can use your personal one). 

 

(Click ‘Confirm’ in any pop-up box that asks you to subscribe to Zoom resources.  You can always 

unsubscribe later.) 

You will receive a confirmatory email – click on the link provided. 

STEP COMPLETED. 

Step 2 – Download and install the Zoom Application. 

You can use Zoom on almost any device.  This section shows you how to do so on a Windows or Mac 

machine.  Doing so will provide the best user experience.  (See Appendix for mobile device users.)  

Go to zoom.us  and scroll down to the very bottom.  Click on the word “Download”. 

 

https://zoom.us/
https://zoom.us/
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On the next screen click on the “Download” button under the heading “Zoom Client for Meetings”. 

 

 

This will download a file called “ZoomInstaller.exe” (Slightly different name on a Mac.) 

Double click on the filename to install it. 

NOTE: if you run into problems installing Zoom you may need to adjust some of the permissions on 

your computer.  Check the Troubleshooting section at the end of this document. 

STEP COMPLETED. 

Step 3 – Attending a Zoom Meeting 

You will typically receive an email inviting you to a Zoom meeting.  It will contain a link such as:  

 

Join Zoom Meeting  

https://us02web.zoom.us/j/123456789 

 

Just click on the link and the Zoom application will be launched and you will join the video 

conference.  You may well be asked if you wish to use video (i.e. your webcam) and audio (i.e. your 

microphone, usually the one on your webcam or device itself). 

You can view a 1 minute video showing this process here: VIDEO: Joining a Zoom Meeting. 

Step 4 – Setting up new Zoom Meetings 

You can set up your own Zoom meetings and  

invite others to join you. 

When you first start up the Zoom application  

you should see a screen like this - 

 

If you click on the ‘Meetings’ tab you will see something labelled ‘My Personal Meeting ID (PMI)’. 

This can be used to start an ad hoc meeting.  Alternatively you may schedule a future meeting by 

clicking on the   icon. 

ENJOY! 

  

 

https://us02web.zoom.us/j/123456789
https://youtu.be/nFIC2LLnGBs
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TIP: Different screen layouts in Zoom. 
 

Zoom has a number of different ‘view’ options.  The two main ones are ‘Speaker View’ and ‘Gallery 

View’.  To switch between them click on the option provided at the top right of your Zoom window.  

(You may need to move your mouse or touch your screen to see this option. 

Speaker View 

 

In a one-to-one meeting you will see your 

video at the top and below it a larger image of 

the other participant. 

When there are more than two participants 

the larger image will be of the person 

currently speaking.

Gallery View 

 

All participants (up to 49) will appear on the 

screen continuously.   

(If there are more than 49 participants you 

will see arrows allowing you to scroll through 

the other images.) 

 

 

 

Troubleshooting your Zoom Installation. 
 

Windows 10 Users 

More recent updates to Windows 10 have, by default, restricted users to only installing software 

from the Microsoft Windows Store.  To allow you to install other apps you may need to make a small 

change to your machine.  Please follow the instructions in this Zoom article. 

Apple Mac users 

You may need to tell your Mac to accept new software from sources other than Apple itself.   

Check out this Zoom article which explains how to change these permissions. 

(https://support.zoom.us/hc/en-us/articles/203020795-How-To-Install-on-Mac) 

  

https://support.zoom.us/hc/en-us/articles/115004123963-Installing-Zoom-on-Windows-10-Creators-Update
https://support.zoom.us/hc/en-us/articles/203020795-How-To-Install-on-Mac
https://support.zoom.us/hc/en-us/articles/203020795-How-To-Install-on-Mac
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APPENDIX:  Installing Zoom on Mobile Devices 

NOTE:  For the best user experience use a desktop or laptop computer.  Mobile devices are 

obviously very useful but are limited when joining meetings with many participants.  For example, 

Gallery View is limited to showing just 4 participants on a phone, or 9 on an iPad. 

Installing Zoom  

Goto the Zoom ‘Download Center’: https://zoom.us/download#client_4meeting  and scroll down to 

‘Zoom Mobile Apps’.  Click on the button for your appropriate App Store (Apple or Android).  The 

following shows the steps you take an iPhone/iPad. 

ZOOM Cloud Meetings 

This is the App which you need  

Just tap the download icon to install. 

When the download is complete, tap the ‘OPEN’ button. 

You should now see the following screen... 

Using Zoom 

ZOOM Home Screen 

You can now use this 

screen to Sign in to 

the Zoom account 

which you set up in 

Step 1. 

You can also use it to 

Join a Meeting for 

which you know the 

meeting ID & 

password. 

For more on the use of Zoom on an iPhone/iPad see the Zoom article: “Getting Started with iOS” 

For more on the use of Zoom on Android see this Zoom article: “Getting Started on Android”. 

 

 

https://zoom.us/download#client_4meeting
https://support.zoom.us/hc/en-us/articles/201362993-Getting-Started-with-iOS
https://support.zoom.us/hc/en-us/articles/200942759-Getting-Started-with-Android

