
A simple visual guide to getting started with and using Zoom

The rookie guide to 
Zoom calls



Getting started with 
Zoom video calls



Step 1: 
Type 
Zoom in to 
Google 
search 

Step 2: Select 
‘Zoom: Video 
Conferencing’



Step 3: 
Click on 
one of the 
orange 
boxes that 
says ‘Sign 
up for Free’



Step 4: You will need 
to enter your date of 
birth for verification 
purposes.
Select the correct 
Month, Day & Year in 
the boxes to confirm.



Step 5: Sign up 
using your email 
address.  It asks 
for a ‘work’ email, 
but a personal 
address is fine.



Step 6: After you have 
entered your email 
address two things will 
happen…  

Firstly, this pop-up 
message will appear. 
Click on the orange box 
to confirm sign up to 
allow emails from Zoom.

Secondly, you will be 
sent an email to the 
address you entered on 
the previous page.  

Go into your email 
account and follow the 
instructions in that 
email to activate your 
Zoom account. (Details 
of how to on next page)



Step 7: You should 
receive an email 
from Zoom that 
looks something 
like this.  

You will need to 
click on the blue 
‘Activate Account’ 
button



Step 8: Immediately after you click on 
the ‘Activate Account’ button, you will 
be sent to a web page on Zoom that 
looks like this.  Select the appropriate 
option for you. 



Step 9: Enter your 
First name, Last 
name and choose a 
password.  Make 
sure it contains a 
mixture of upper and 
lowercase letters 
and numbers.
Once you’ve done, 
click on the orange 
‘Continue’ box.



Step 10: This next 
step is not essential.  
It is basically 
advertising for Zoom.  
You can simply 
choose to ‘Skip this 
step’ (click on the 
white box)



Starting a test
Zoom video call



Step 11:
The next screen 
that appears 
offers you an 
opportunity to 
start a test 
meeting.  You 
should do this to 
familiarise yourself 
with Zoom and test 
your microphone, 
speakers and 
camera before 
joining a real Zoom 
meeting



Step 12:
Most laptops & 
tablets have 
microphones and 
cameras inbuilt, 
so click on the 
blue ‘Join with 
Computer Audio’ 
button to begin 
your test session.



Familiarise yourself with 
these buttons & functions.  
You can’t break anything so 
just click on them and see 
what happens.

Copy and paste this URL 
and email to anyone you 
want to join this test call, 
it is not essential though 
for your test.

Step 13: Your ‘TEST’ session…

NB: Share Screen, 
Chat and Record 
are more advanced 
functions that you 
probably won’t 
need to use.  
Advanced training 
on these is 
available on the 
Zoom website 
(details at the end 
of this document).

When 
you’re 
done, click 
‘End 
Meeting’



Step 14: Select the 
blue button ‘End 
Meeting for All’ to end 
the meeting or if there 
are other people on 
your video call that 
wish to continue, you 
can choose the white 
‘Leave meeting’ 
button.  The call will 
continue without you.

Step 15: Well done!  
You just ended your 
first ‘TEST’ Zoom call.

Still in your ‘TEST’ session…



Hosting a 
Zoom video call for real



The next time you want to host a 
video call for real with your 
friends or family, simply go to the 
Zoom home page, select ‘HOST A 
MEETING’ in the top right-hand 
corner and choose ‘With Video 
On’ from the drop-down options.

NB: If you want to join a meeting that has 
been set up by someone else, please skip 
to step 20.

Step 16: Hosting a Zoom call for real



Step 17:  It will then open a new 
screen that looks like this. To 
open Zoom meetings select the 
white button. 

Hosting a REAL Zoom call



Step 18:  A new meeting 
window will launch. Select 
‘Manage Participants’ from 
the call screen.

Hosting a Zoom call

Step 19: Next, click on ‘Invites’. Then select 
‘Copy URL’.  Now, go to your email, text 
messages or WhatsApp messages and paste 
the URL into a new message.  You can then 
send it to whoever you want to video call with 
(you can invite up to 100 people).

A pop-up window that looks 
like this will then appear.  



If someone else invites 
you to a

Zoom video call



If someone else invites you to a meeting

Sender: Mike Smith
To: Claire Jones

Step 20: You may 
receive an email or 
message that contains 
a blue link or meeting 
ID & password. Step 21: If you click 

on the link it will take 
you to this page.  
Click on ‘Open Zoom 
Meetings’



If someone else invites you to a meeting

Or…You can also join 
a Zoom meeting by 
going to the Zoom 
home page and 
selecting ‘JOIN 
MEETING’ located in 
the top right-hand 
corner.



If someone else invites you to a meeting

Step 22: You then 
enter the link or the 
meeting ID (like the 
example at Step 20).  
You may have 
received this in an 
email or text message 
from the person 
inviting you to a Zoom 
call.

Step 23: You will then join a meeting.  
You may have to wait for the Host to 
accept you. You’ll be asked to join 
with Video or Audio like you did at 
Step 12 (in your test session).



Regularly using Zoom? 
Download to desktop 

for ease



Downloading Zoom to your Desktop, Laptop or Tablet

TIP: If you think you will use 
Zoom regularly, you may wish to 
download Zoom to your desktop 
to make it faster next time you 
want to join or set up a call. Step 1: Type zoom.us/support/download

into the search bar

Or… You can download the 
App for your Mobile or Tablet. 
You can use the relevant link.

https://zoom.us/support/download


Downloading Zoom to your Desktop / Laptop Computer

Step 2: The 
download will 
begin and will 
prompt you. 
Simply click 
‘SAVE’. 



Step 3: This will appear in the bottom left of the 
screen

Step 4: When you click on Zoominstaller.exe. This 
window will appear.

Step 5: The Zoom Icon should then appear on your desktop

Downloading and using Zoom from your Desktop

Step 6: The next time you want to join or host a zoom 
meeting simply click on the Zoom icon on your desktop

Step 7: Then this window will appear and you choose 
to Join or Sign in if you wish to Host / Set up a new 
meeting. (Then follow the steps from Step 12 onwards 
in the earlier section of this guide)



For help, tips, 
troubleshooting and 
advanced guides, you can 
visit the support section of 
the zoom website. 

https://support.zoom
.us/hc/en-us

https://support.zoom.us/hc/en-us


Thank you & enjoy!
If you found this guide useful, please share with 

friends, family or colleagues.

hello@sfrecruitment.com

LEICESTER
0116 281 6670

BIRMINGHAM
0121 644 4350

NOTTINGHAM
0115 975 8099
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