
How to Use Zoom – A Junior Chamber Initiative 

How to access Zoom  
 

1. Go to your preferred browser and type “zoom” or go to https://zoom.us 

2. Currently, zoom is running a free program, so you can either download zoom or run the 

application in your browser. Click “Sign Up, It’s Free” to start a new account.  

 

3. You will then be asked for your date of birth and email address so that your account can be 

verified. An email will be sent to you after clicking “Sign Up”. 

 

4. Access the email and then click “Activate Account” and follow the prompts. After verifying 

your account, you can then either host or join zoom meetings.  

 

 

https://zoom.us/
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How to schedule and host a Zoom meeting 
 

1. Once on the Zoom application, click “Schedule Meeting”.  

2. You will be directed to a page that look like:  

3. This is where you can choose the conditions of your meeting. Follow the prompts and 

choose the topic, description, date and time of your meeting.  

4. You will be given a generated meeting ID and password, or you may choose to create your 

own.  

5. You may also decide whether to allow the video for the host (yourself) and participants in 

the meeting.  

6. There are also options to record the meeting and if participants can enter the meeting 

before you or if they must wait in the virtual ‘waiting room’.  

7. Once you are happy with you meeting conditions you can click “Save”.  



8. After saving your meeting you will have the option to add the meeting to different virtual 

calendars which will allow you to send meeting invites. A link is also available as an 

alternative option of sending your meeting invitation.  

9. When it is time to hold the meeting, reopen Zoom, sign in with your email and password and 

click “Start meeting”.  

10. If you selected the waiting room option, here is where you can decide to add participant to 

the chat. As the host, you are also able to remove or mute participants.  

11. On the bottom of your screen there is an icon labelled “Chat”, this button will allow you to 

open a chat box, which means you have the ability to privately message participants or send 

message and share links with the whole team.  

12. To end the meeting, click the “Leave Meeting” Button on the bottom right of the screen.  
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How to join a zoom meeting 
 

1. If invited to a zoom meeting, you will be sent a link, either via email or on any other social 

networking platform. Click the link sent to you.  

2. Run the Zoom Meeting application.  

3. Type in your name and click whether you would prefer audio and video or just audio.  

4. Once you are in the meeting, there is options to mute audio and stop video.  

5. You can also interchange between full screen and duel screen.  

 

 

 

 

 

 



6. Sharing your computer screen is also available, this allows you to show your team any 

websites, documents or PowerPoints etc. you would like to display. 

7. When ready to leave the meeting, press “End”, in the bottom left corner.  

 

Happy Zooming! 
 

 

 


