
ZOOM ‘HOW TO’ GUIDE FOR NEW USERS  
  

1. What is Zoom? Zoom is a video conferencing tool hosted online, which can be used for meetings 
and webinars. Since lockdown it has been used by families and friends to meet up remotely, as well 
as by professionals. You can join from a laptop, mobile device, or dial-in by phone with the correct 
meeting information.  
  
2. Do I need a Zoom account, to participate in the Virtual Lobby event?  No, as the meetings will be 
set up by your MS, but if you have an account it might be useful to you, depending upon your role 
within the event. To obtain an account you can go to www.zoom.us. And hit “sign up its free” top 
right of your browser window.   
  
3. How do I attend a meeting that I’ve been invited to?  
● The host of your meeting will share one of three things for you to log-in to a meeting:  
 
1. A meeting URL , eg: https://zoom.us/j/887581513 You can access this meeting by simply clicking 
this link, and a tab will open in your browser with the zoom meeting.  
2. A meeting ID , eg: 887581513 This works on all versions of zoom. When you open any of the 
versions, select the ‘join a meeting’ button and that’s where you can put your meeting ID in to join 
the meeting.  
3. A phone number , e.g: +44 203 481 5237 United Kingdom, Meeting ID: 887 581 513 You can join 
the meeting by phone (not internet) if you call this number, and then input your meeting ID. This will 
not allow you to have video.  
 
● Open up the zoom website, app or your phone and find the ‘join a meeting’ button  
  
See an instruction video on joining a zoom call: https://youtu.be/vFhAEoCF7jg 
 
4. What if I don’t have access to a computer?   
 
● You can download the Zoom App to your mobile device: Go to your usual app store on your phone 
and search for Zoom. To join meetings, touch, Join a Meeting and enter the meeting ID for your 
meeting and then the password for the meeting when prompted.  
 ● Or you can join by phone (using a phone line to listen/participate using audio only): If at all 
possible try to join by computer or mobile device and avoid dialling in by phone, but if you do not 
have access to WIFI you can do this by calling the Toll-free local number and entering the meeting ID 
and password. Find your local number here.   
  
5. What happens when you’re on the Zoom call?  
 
● Video: If you’re logging on to zoom using a zoom app or on your desktop, with video capability, 
you will be given the option to have your video on or off.   
● A handy guide on how to turn your video on or off is here and it looks like this:  

 
 
● We strongly recommend that if you have a camera capability, that you put your video ‘on’ as we 
all love to put a face to a name, and to see who we’re talking to.  

https://youtu.be/vFhAEoCF7jg


● Muting: If you’re logging on from a device with a microphone, you will also be able to speak during 
the meeting. We recommend that you are MUTED for much of the meeting- particularly if there are 
a large number of attendees.  
● If you wish to speak in the meeting you can easily unmute by clicking on the ‘mute’ symbol at the 
bottom of your screen.  

 
● If it looks like it does above, this means you will be heard when you speak (if you have a 
microphone)  
 

 
● If it looks like it does immediately above, this means you will need to click the unmute button if 
you’d like to be heard (if you have a microphone)  
 
 6. Chat – what is it?  Most platforms, Zoom included, have a chat function, this is to facilitate fast 
communication between attendees in written form (which can either be seen by “all” or sent to one 
specific member of the meeting. similar to “passing notes in class”). More on using the chat function 
here.  
  
7. How do I leave a meeting?  Only a host can ‘end’ a meeting for all participants, but as an attendee, 
you can leave whenever you need to. You can do this by pressing the ‘leave meeting’ button in red in 
the bottom right of your screen (this will say ‘end meeting’ if you’re the host’).   
  
8. Tips:  
 
• If you haven ’t joined a Zoom call before, consider a test run with a friend or family member. This 
means you can practise the join steps and use the Zoom link to make sure everything is working 
ahead of your meeting to avoid disruption.   
• If you can, wear a headset. Even a mobile phone headset is better than none.  
• Check your audio: Inside the Zoom call click ‘Join with computer audio’ and ‘Test Speaker and 
Microphone’. Select your headset or audio device from the drop-down list. See a helpful YouTube 
video on checking your audio here.   
• See who you’re talking to: Use the “participants pane” by pressing the participants button at the 
bottom of your screen.   
• Turn off your video if you have problems with your internet connection. This usually helps with any 
‘robot voice’ or stuttering video issues.  
  
9. A note on privacy and recordings: for the meetings please remember Zoom meetings are 
potentially a ‘public’ space. You should only share things you’re happy with everyone knowing.  
Zoom meetings can be recorded, but if a host intends to ‘record’ a meeting, they must ask your 
permission first. Zoom 5.0 (the latest version) will display a warning window as you join the meeting 
if recording is taking place or if you’re already in the meeting Zoom will also alert you when the 
recording starts. If you don’t feel comfortable being recorded, feel free to leave the meeting.  

https://support.zoom.us/hc/en-us/articles/203650445-In-meeting-chat
https://www.youtube.com/watch?v=HqncX7RE0wM&feature=youtu.be


 
10. For questions and advice, email campaigns.wales@rspb.org.uk 
  
For more questions and advice, Zoom’s support website is very helpful. You can access it here. 

 

https://support.zoom.us/hc/en-us/articles/201362573-Pass-Host-Controls-and-Leave-the-Meeting

