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FAQ
Q: Who requires an account?


Only those hosting a Zoom meeting need to have a Zoom account

Q: What platforms support Zoom?


Apple and Android devices, as well as Windows Desktop

Q: What can I do on the platforms?
Web Portal

•
•
•

Book meetings
Run meetings
Change account settings

Mobile App

•
•

Run meetings
Instant meetings

Desktop

•
•

Run meetings
Instant meetings

Q: What are the meeting types?

Webinars

•
•
•

Appointment Confirmation
Appointment Reminders
Group Education Broadcast

Meetings

•
•

Group Meetings- Interactive
Short turnaround appointments

Instant
Meetings

•
•

Quick connect
Ability to personalize the meeting ID

Q: What is required to host or attend a Zoom meeting?
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Access to internet (WiFi or Data)
Smart Phone, Tablet, Computer

AS A HOST
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Starting an Instant Meeting

1
Open the ZOOM app, sign in if
required, and select the ‘Home’ tab.
Click the ‘New Meeting’ icon.

2
Ensure the ‘Video On’ option is active,
and click ‘Start a Meeting’.
Select ‘Call using Internet Audio’.

3
Select the ‘Participants’ button on the
toolbar, and click ‘Invite’
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3
From the list, select ‘Send
Message’. Enter the phone
number of the person you
would like to invite, and click
‘Send’.
The invitee will receive a text
with a link. They can enter the
link into an internet browser
to join.

4
When the invitee joins, you will
automatically see their image
appear.
The toolbar shows your options
(mute, turn the camera on, share
content, add additional
participants). To end the meeting
select ‘Leave Meeting’.
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Scheduling a Meeting from a Web Browser
1. Sign in to the Zoom web portal.
2. Click Meetings, and click Schedule A New Meeting.

3. Select the meeting options. Note that some of these options might not be available if
they were disabled and locked to the off position at the account or group level.


Topic: Enter a topic or name for your meeting.



Description: Enter in an option meeting description.



When: Select a date and time for your meeting. You can manually enter any
time and press enter to select it.



Duration: Choose the approximate duration of the meeting. This is only for
scheduling purposes. The meeting will not end after this length of time.



Time Zone: By default, Zoom will use the time zone set in your profile. Click the
drop-down menu to select a different time zone.



Recurring meeting: Check if you would like a recurring meeting (the meeting ID
will remain the same for each session). This will open up additional recurrence
options.


Recurrence: Select how often you need the meeting to
recur: Daily, Weekly, Monthly, or No Fixed Time. It can recur up to 50
times. If you need more than 50 recurrences, use the No Fixed
Time option.

4. Click Save to finish.
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Once finished, you can either select a calendar option to add the scheduled meeting to your
calendar or select Copy The Invitation to send out the invitation to your Zoom meeting.

Copy the Invitation will open up a window where you can copy the full invitation to send
out via email.

Assigning a Delegate to Book on Your Behalf
You can assign or delegate a user or multiple users in your account to schedule meetings on your behalf.

1

Log into your account at: www.zoom.us

2

Click ‘My Account’. Then click ‘Settings’, and ‘Other’.

3
7

Click on the ‘Webinars’
tab. Schedule a new
Webinar or book using an
existing template.

4

4
Enter one or more email addresses in the
window, separated with a comma. Then
click ‘Assign’.
*Note: Anyone who is scheduling on your behalf
will need to also have a Zoom license.
If the user was assigned successfully, they will appear under Assign Scheduling Privilege to. However,
they will need to sign out of the Zoom desktop client and sign in again before they will be able to
schedule for you there.

Starting a Meeting from a Web Browser
1. Open the Zoom website, sign in if required, and select ‘My Account’. Then select
‘Meetings’.
2. Under Upcoming Meetings, click Start next to the meeting you want to start.

3. The Zoom client should launch automatically to start the meeting.
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Starting a Meeting from a Smartphone or Tablet
1. the Zoom mobile app, click Upcoming.

2. Click Start next to the meeting you want to start.
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AS AN ATTENDEE
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Joining a Meeting from a Computer

1
You will receive an email from the meeting
host. When you open the email, you will
see a link to the Zoom meeting. Click the
‘Join Zoon Meeting’ link.

2

Your may be prompted to download and run the program.

3
Select the ‘Computer Audio’ tab and click
‘Test speaker and microphone’.
*Note: If steps #4-6 do not work for you,
please skip to step #7 to join by phone.
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4
You will see a screen that asks if you hear a
ringtone. Ensure that your volume is
turned up. When you are able to hear the
ringtone, click ‘Yes’.

5

6

You will see a screen that instructs you to speak. If you hear the replay,
click ‘Yes’. You will now see a screen that confirms your speaker and
microphone are set up. Click ‘Join with Computer Audio’.

The toolbar shows your options. You can click ‘unmute’ to speak or ‘start
video’ to turn your camera on.
*Note: If you are unable to get your computer speakers and microphone set up, or if
the sound quality is not great, you can join the meeting by phone.
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7
Open the incoming email from your meeting
host. When you open the email, you will see
dial-in phone numbers and a meeting ID. Dial
the Canadian phone number and enter the
meeting ID to join the meeting.

Joining a Meeting from a Smartphone or Tablet

1
You will receive an email with a meeting
invite. When you open the email, you will
see a link to the Zoom meeting. Click the
‘Join Zoom Meeting’ link.

2
A pop up will appear asking you to enter your name. This
name will appear on the meeting host’s screen so that they
are aware who has joined the meeting. Enter your name
and click ‘continue’. Another pop up will ask to access your
microphone, click ‘OK’.
You will see a screen that gives you options to join the
meeting. Select ‘call using internet audio’. You should
now see a large image from the host’s camera in the
middle of the screen, and a small image from your
camera in the corner.

4
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APPENDIX
Appendix A – Resources
Zoom Support





Getting Started
Audio, Video, Sharing
Meetings & Webinars
Zoom Phone

Zoom Web Portal
 Zoom FAQ
 Zoom Video Tutorials
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