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Welcome
Welcome to the Zoom Guide for Beginners
This Guide is a resource for Co‐ops and Co‐op members. It is designed to assist you in how to use Zoom.
The Guide includes the following:


How to set up Zoom



How to join a meeting



Tips and Tricks



Troubleshooting

If you have any queries, don’t hesitate to contact your Co‐op Development Co‐ordinator who can assist.
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How to set‐up Zoom
WHY ZOOM?
It is free to have a Zoom account. This lets you join any meeting run on Zoom and allows you to host
one‐on‐one meetings for free (larger groups time out at 40 mins). We have found that this has been
the most stable online meeting platform and allows for everyone to see everyone else’s faces as they
speak.

SETTING UP
1. Go to www.zoom.us and click the ‘Sign up, it’s free’ button on the top right.

2. Please enter your email address, and then you will be sent a link to your email to verify the address
is correct. Click the ‘activate your zoom account’ button and this should click back to zoom.
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3. Then go back to www.zoom.us and proceed to download the app. This will give you a more
stable platform and lots of features (as opposed to the web browser version. You can also
download the app to your phone or tablet and enter your email address and password and then
you can zoom from virtually anywhere.
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Joining a meeting
1. You will be sent a zoom link via email.
It will look like this:
John Smith is inviting you to a scheduled Zoom meeting.
Topic: Zoom Project
Time: Apr 2, 2020 10:00 AM Canberra, Melbourne, Sydney
Join Zoom Meeting
https://zoom.us/j/9695621519
Meeting ID: 969 562 1518
2. Click the Join Zoom Meeting link and another window will open on your
computer or phone.

3. Click on the ‘open zoom.us’ button and the app will open
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4. You will then be prompted to select your audio and video settings, click whatever is prompted, even
if you have headphones on.
Headphones are recommended, especially if you are in a noisy setting as lots of people with lots of
background noise can make a significant difference to the quality of the meeting.

5. And you are done. Congratulations!
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Scheduling a meeting
You can schedule a meeting at any time and send an invite to who you wish to attend. This is similar to
creating a meeting in outlook. Here are the steps:
1. Go to www.Zoom.us/ and this website will open.

2. Click on ‘My Account’ and your account window opens.
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3. On the left‐hand side, click on the word ‘Meetings’.

4. Click on the box ‘Schedule a New Meeting’
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5. This window will open and you will be able to schedule your meeting time and date. You will need
to enter the following:
i. Topic – What is the topic/name of the meeting?
ii. Description – What is the meeting about?
iii. When – Date and Time
iv. Duration – How long is the meeting (if you have the FREE version the meeting will
stop after 40 minutes.
v. Recurring meeting – You can tick this if you want the same meeting every week or
month
vi. Meeting ID – Leave this as ‘Generate Automatically’
vii. Meeting Password – This is recommended to provide a high level of privacy
viii. Video – You can choose to have video on or off for the host and participants
ix. Audio – Leave this as ‘both’ so the participants can use either telephone or computer
to join the meeting
x. Meeting Options – You can choose these as per you wish for your meeting. You may
want to record the meeting to assist wit minutes or providing the recording to co‐op
members that couldn’t attend.
6. Press ‘save’ once you have scheduled the meeting
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7. The next window provides you a summary of your meeting schedule. It also provides a ‘link’ that you
can copy and paste into an email to send to everyone. The other option is to choose ‘Google Calendar
Outlook Calendar or Yahoo Calendar’ which will add the meeting to you calendar of choice.

8. Once you have sent it to the individual you wish to invite, you are ready for your meeting. Goodluck.
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Tips and Tricks
Here is a list of tricks that can assist you with using Zoom:
Tip

Trick

Mute button

After you are connected you can use the mute button (lower left), and yet you can
still hear what is happening. But cannot be heard.

View Types

During a meeting, you can click on the top right to determine if the view is ‘speaker
view’ or ‘gallery view’. The speaker view shows you one at a time, whilst the gallery
view shows you everyone (Brady Bunch style). If there are several people in the
meeting, you can also select ‘hide my view’ from the gallery, in which you will no
longer see yourself.
It has been suggested to move the gallery view up to the top of the screen near the
video camera and then you can see everyone and at the same time look more like
you are looking at everyone, rather than being constantly looking elsewhere.
Down in the lower part of the screen allows you to press the ‘screen share’ button.
This allows everyone in your meeting to see your screen.

Sharing Screens

If you are sharing and cannot see what you need to press because everyone’s
headshots are in the way, simply drag the headshots to another part of your screen
and this will re‐position and you can then access what was hidden. Once you have
finished sharing, click the red ‘stop screen sharing’ button and everyone will go back
to normal view.
If someone you are expecting has not joined the meeting, you can click the ‘invite’
button and then email and send them an email inviting them to join the meeting.

Non‐attendees

Chat

If you would like to write to all, or some of the participants, click the ‘Chat’ button in
the lower menu bar. This will open a menu to select who you would like to chat with.
You can then type in the chat box and it will appear on their screen.
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Your image

It is best for you to sit back a little from the screen, otherwise, people only see a
portion of your face. If you would like to improve the camera angle, you might like to
raise your device to a little higher than desk height (to avoid up the nose views).
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Troubleshooting


If you are having trouble connecting, and people can’t hear you, I suggest firstly to ‘leave the
meeting’ (bottom right) and then click on the link and try to connect again.



If others can’t hear or see you, you may have to go through:
o Mac: ‘systems preferences’ and ‘security and privacy’ and make sure in ‘microphone’ and
‘camera’ have access to zoom.us,
o PC: Click the ‘windows’ button (bottom left) and then type ‘settings’ and open and then
type ‘sound’ or ‘camera’ to check the settings are correct.



If your internet connection is very poor, you may like to stop sharing your video (click the button
on the lower left) and participants will then only see your name on a blank black screen, or your
image (if loaded).
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Frequently Asked Questions

My microphone, speaker or camera isn’t work
We recommend you always test your audio or sound and camera before you start a zoom meeting. There
is a button at the bottom of the page for you to test or choose your settings. Click on the arrow next to
‘mute’, it will give you some options. You can choose which system that is best for you. It may be the
computer system or if using headphones, you may need to click on the other.

If you can’t fix it, google the problem and send them a link that might fix it.
Trouble shooting video: https://support.zoom.us/hc/en‐us/articles/201362283‐Testing‐computer‐or‐
device‐audio

I don’t have a computer
Do you have a phone, you can download the Zoom app and use it from there.
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I don’t have a computer or a smart phone?
Do you have a landline or other mobile phone, you can dial into the Zoom meeting via a normal phone
call. You won’t be able to see the other participants or view documents, but you can join in the meeting.

Why are we using Zoom
It’s free, easy to use, and available to anyone on a phone, tablet or computer.

How much does Zoom cost?
It’s free, easy to use and available to anyone on a smart phone, tablet or computer.

Why can’t I just buy a subscription for my co‐op?
You can if you would like. It is important to determine if it is worthwhile to your co‐op. However, the
subscription is for 12 months and you have to buy it up front. The Pro version offers you:




Longer meeting times
Larger number of attendees
Ability for members to dial in on a phone if they don’t have a smart phone,
computer or laptop.

Can I use a different product?
Yes, of course. CEHL are just recommending this product. We can provide co‐ops with support on this
product and may not be able to for another.

How much does it cost to dial in?
The call is a toll free number.
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