
Getting an invitation: 

You may just get a link to the meeting, like this: 

https://us04web.zoom.us/j/73344812743?pwd=LzkzejZkWnN2OEQxSDkrQokyalBzQT09  

Or you may receive an email (or calendar appointment) that looks something like this - we'll come back 

to this example when we talk about how to join a meeting. 

 

Setting up for a call 

The first step is to install the app.  

You CAN use Zoom on a mobile device. It won’t have access to all the features, but it works. If you’re 

using an iPhone or iPad, find it in the App store. If you’re on an Android tablet of phone, look in Google 

Play store. On a Kindle, look in Apps. Get the app and install it. (Here's a video if you would like to be 

walked through this process:  https://www.youtube.com/watch?v=lO206_NezaY)  

To get the fullest functionality out of Zoom, and to be able to see shared images well, and to see as 

many of the other participants as possible, you should plan to use a desktop or laptop computer. (Most 

have webcams and microphones installed. If they don't, you'll want to add a microphone.)  

If you're on a computer, to download the app, go to https://zoom.us/support/download. Zoom will start 

downloading. You'll see something like this: 

 

When it's downloaded, click on that thing at the bottom left that says "open file." 

https://zoom.us/support/download


That will open the app. 

 

Do a Test Meeting 

Now, close the app for just a moment. Go to http://zoom.us/test. Click on a big blue button that says 

"Join" meeting. A pop-up window may prompt you - choose to open the Zoom app. 

It may ask you to type in a display name. If it does, most meetings prefer that you type in your real name 

so they know who is coming into the meeting. (There have been issues with malicious folks "zoom 

bombing" meetings with offensive images, so we are all a little cautious about who we admit in.) 

The test meeting will display a pop-up window to test your speakers. If you hear the ringtone, click yes. 

If not, make sure your computer volume is on, not turned down all the way, and test again. If you still 

can't hear it, click no, and switch speakers till you hear it. 

It will then test your microphone. Speak for 5 - 10 seconds, then pause - do you hear a replay? If so, 

click yes, if not click no - check if your mic was muted (some headsets or plug-in microphones have 

physical mute switches) and/or switch mics. 

Then to join the meeting, click "Join with Computer Audio." 

Practicing a Meeting 

Most of the commands for a meeting are in a black bar at the bottom of the screen (on a mobile device, 

some may be at the top of the screen.) Yours may look slightly different than this. If you don't see the 

black bar, try moving your mouse or tapping the screen to display it. 

 

In the test meeting, try out these skills. 

o Turn off / turn on microphone - at the bottom left corner of the screen, there's a picture of a 

microphone. Click to mute it - you'll see a red line over it indicating you're muted. Click again to 

unmute it. Now click again to mute it. Try holding down the space bar and talking - this will 

temporarily unmute it. When you're done talking, release the space bar.  

http://zoom.us/test


o Turn off / turn on video - next to the mic picture, you'll see an image of a camera. You can turn 

it off by clicking it, and turn it back on by clicking. Some participants may want to keep their 

camera blank for privacy reasons, or because they're in their pajamas with bedhead, but many 

meetings may request that you turn your camera on because being able to see each other's faces 

helps humans to feel connected. 

o Participants List: Click the 'Participants' button to see everyone in the call. If you see a 'raise 

hand' button, click on it. If not, at the bottom of the participants list, you may see three dots. 

Click on those, and you'll see the option to raise hand. That lets the speaker know you have a 

question or want to share.  

o Chat. Click the 'Chat' button and type 'hello!' into the chat box. This will send a chat message to 

everyone in the meeting. In some meetings, you will be given the option to choose one specific 

person to send a chat to. 

o There are some other command buttons, but you don’t need to worry about them for now. 

o Leave Meeting. When you're done, click on the red button at the right of the command bar to 

leave meeting or to end meeting if you're a host. 

Joining Your First Real Meeting 

If you got a link to the meeting in an email, calendar appointment or on a website, you just need to click 

on that, or copy and paste it into your browser. If you got a full invitation, sometimes there’s a lot of 

information there. The only thing you need to look for is the line that says “join Zoom meeting” and 

click on that link. 

You'll get a prompt asking if you want to open Zoom, agree to do so. You'll get a prompt asking if you 

want to use computer audio, agree to do so. You'll be placed in the meeting. 

If the host has enabled a waiting room, you'll get a message that says "Please wait, the meeting host will 

let you in soon." 

Sometimes, instead of a link, someone will give you a Meeting ID (like 73344812743) and maybe a 

password (like bwkr). If that’s what you have, then go to https://zoom.us. Click on "join a meeting" and 

that will open your app, and it will ask you to type in the meeting ID (and password.)  


