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Goal: This document serves as a how-to for Zoom.  

Section 1: Overview on use 
 
There are two ways you can use zoom: 
 

• Zoom can be launched from the zoom application (preferred method). 

• Zoom can be launched from an Internet Browser such as Google Chrome or Microsoft 
Edge. 

• Zoom can be launched from an Outlook meeting invitation.  
 
There can be multiple video and audio methods used to both make sure the participants are 
able to view you as the host or participant, as well as to be sure you can be heard when 
attending the zoom meeting: 
 

• Connect to zoom using computer audio. 

• Connect to zoom video using integrated web camera (common with laptops), generic 
USB web cameras, or Logitech Meetup web cameras which are hung from the ceiling 
near the projector (if present).  

Section 2: Launching the Zoom Application 

1. Look for a shortcut on the desktop labeled as “Zoom”  
2. Double click (left clicks) on the zoom application to launch it.  
3. The window for sign in appears. Here you have two options:  

• There is a Join Meeting button. This is ONLY used if you are invited to a zoom 
meeting and have the full meeting information from the host.  

• There is a Sign In button where you will need to enter your e-mail address and 
the password you created for your zoom account. See the example below: 

 
 

4. If you are using the same computer for multiple zoom sessions, you can check the 
checkbox for “Keep me signed in.” Be sure you document your zoom password 



 

 

somewhere though as in the event the information clears, you can have the password 
handy to re-enter. Click on the “Sign In” button once you have entered all the necessary 
information. 

5. A new window pops up as your control center. This window will allow you to do several 
things if you are a host or participant. A screenshot can be seen below of the home 
screen and which options are available to connect to the meeting: 

• You can click on the “New Meeting” icon to start a new meeting. This button is 
used if you are hosting a meeting.  

• You can click on the “Join” icon to join a meeting. Be sure you have all the 
meeting information handy from the host such as meeting id number and the 
password to enter the meeting.  

• You can click on the “Schedule” icon to schedule a meeting. Here you will title a 
meeting as a host, generate a meeting id number (preferred method) or use 
your personal meeting room select start time and duration of the meeting, 
specify a passcode, choose to have video on or off, add the participants list, 
select on calendar options, and choose advanced options such as mute 
participants on entry.  

• You can click on “Share Screen” to share your screen for an in-process meeting 
session if you have the meeting ID or sharing key 

 
• On the top panel of the above, there are selections for meetings. The most 

common one you will use is the “Meetings” section. If you have any upcoming 
meetings, they will appear here. You can schedule a meeting from this section.  

 
 
 
 



 

 

 
 
 
 

Section 3: Joining Zoom from an Internet Browser 
 

1. Open the desired internet browser such as Google Chrome or Microsoft Edge. 
2. In the address bar on the top of the browser window, just below the new tabs, type in 

the internet address as https://www.zoom.us . Hit the enter key on your keyboard. 
3. On the top right of the zoom homepage, there are 4 selections: 

 
• Join: If you have all the information from the host, you will click on this. 

• Host: You can host meetings from here. Note: By choosing this option it will 
require you to sign in 

• Sign In: You can sign into your zoom account from here. This is the preferred 
method. 

• Sign up, it is free: If you do not have a Zoom account, you can create one here 
with your Brockport e-mail address.  
 

4. Sign into zoom using the Sign in option. Enter your e-mail address and password for 
your zoom account. Click on Sign in.  

5. Once you are signed into the main zoom site, you will see your profile. There are two 
spots in this main window you will use: 

• On the left pane there is an option for “Meetings.” Click on the Meetings option. 
This is the preferred section. If there is a meeting scheduled, you will see it listed 
in the upcoming section. Find the desired meeting and click on Join. Note: If you 
click on join and the zoom client is installed, then it should automatically open 
the zoom client. If the computer does not recognize you have zoom installed, 
there is an option to hit “Don’t have Zoom Client installed? Download Now.” 
Click on “Download now.” The installation will start. Then it goes to your 
downloads. Click on the open file from the bottom left of the browser (Chrome), 
top right (Edge), or go to your downloads folder in windows explorer. Click on 
the zoom file labeled as zoom…exe or similar and zoom meetings should end up 
installing then launching.  

• There is a “Host” section on the top right corner of the page. Click on this and 
you can start a meeting as a host with desired options such as with video, or 
without video.  

 

https://www.zoom.us/


 

 

Section 4: Joining Zoom from an Outlook Calendar invitation  
 

1. Open your outlook calendar. 
2. Find the date and time of the scheduled zoom event. 
3. Double click (left) on the calendar entry to open the invitation with meeting details.  
4. Single click (left) on the meeting link provided in the invitation. Zoom may ask you for 

further details: 

• If zoom asks you to sign in, enter your e-mail address and zoom password. 

• Zoom may ask you for meeting details. If so, enter the meeting ID and password 
provided in the meeting invitation.  

• Join video by what method of video you would like to use if you are using your 
web camera.  

• Join audio by either by using computer audio, dial in options if available, or 
mobile client if available.  
 

Section 5: Zoom Settings 
 
Every option or setting for zoom can be found in the settings of the application. To get to the 
settings: 
 

1. Open zoom app.  
2. Sign into zoom with your e-mail address and zoom password. Click on sign in.  
3. Click on the gear icon under where your icon is for your name or click on the icon that 

has your name information on it. 

 
4. If you hit where your initials or name is, click on the settings. If you clicked on the gear 

icon, you already are in settings.  
5. In settings, two of the most important target areas are: Audio and Video sections on the 

left pane.  
 

 
 



 

 

Section 6: Adjusting Video 
 

1. Click on the video icon on the left pane in the settings window.  
2. You will see a preview if you have a valid camera hooked up. If you have a shutter on a 

laptop, it may appear dark black if the shutter is closed. Be sure to open the lens cover 
or shutter so it will display video. If there is no video of what you want to see, be sure 
your web camera is plugged in (if it is an external USB device).  

3. Under the word camera, there is pull down arrow. If there are multiple cameras, you 
can choose which one to use. Select the appropriate camera. Examples: CyberTrack H5 
or Logitech MeetUp camera. You will see a preview of the video you want to see if 
everything is connected correctly. 
 

Section 7: Adjusting Audio 
 

1. Click on audio on the audio icon on the left pane.  
2. There are two sections:  

o Test Speaker: This is where you will be playing audio from. Select the pull-
down arrow next to the word test speaker to choose which audio destination 
you want to output to seen below. If you have a set of USB speakers hooked 
up, the list will contain the word “USB” or the actual name of the device such 
as Logitech MeetUp. If there is only one source of audio, you will select the 
same as system. You can adjust the volume by either the slider below the 
test speaker button, or you may need to use the speaker icon on your system 
tray near the clock to adjust the level. This can depend on the output device. 
Click on the test speaker to make sure your sound is heard.  

 
o Test Mic: This is where your computer will be picking up your voice from. If 

there is no device listed (as in the screenshot below) your computer does not 
have a microphone available. If there is a device listed select on the pull-
down arrow to choose the appropriate device. The list will contain the word 
“USB” or the actual name of the device such as Logitech MeetUp If you click 
on the Test Mic button it will expect you to say something. Recite a test 
statement to the computer. If you selected the appropriate microphone and 



 

 

you set the appropriate speaker up, it should recite the test statement back 
to you. There may be a slight pause after the test recording is taken.  
 

  
 

Section 8: Controls inside a started zoom meeting 
 
When you first sign into zoom, you will receive a pop up with 2 options: 

• Join with Computer Audio: This will automatically join your audio to a default source.  

• Test Speakers and Microphone: This will allow you to test your audio, prior to attending 
your meeting. This is a preferred method to ensure you have valid audio prior to 
connecting into the meeting.  

 
1. Click on Test speakers and microphone. A wizard will come up to test your speakers. If 

you hear a tome coming from the speakers click on yes. If no audio comes from the 
speakers or computer, hit the pull-down arrow to select on another speaker choice until 
you hear audio. Once you hear audio click on Yes.  
 

  
2. A second popup comes up to test your microphone. Speak to the zoom session and 

pause to see if it plays back. If not, you will need to select on No try another microphone 
option or use the pull-down arrow until you receive a playback of your message. Click on 



 

 

yes once it plays your recording back successfully.  
 

 
3. If your test was successful, you will receive your test was successful message and both 

the speaker and microphone will have a green check next to them. Note: If you have an 
incorrect selection, the test still will show green. Click on the End Test button and you 
will be in zoom.  
 

 
 
 
 
 
 
 
Adjusting Audio within zoom: 
 

1. Click on the pull-down arrow next to the Microphone icon or join by computer audio 
button if you have not joined in with audio yet.  

 



 

 

 
2. To test your speakers and microphone, click on the Test Speaker and Microphone 

wizard.  
o Follow the wizard to test and select the appropriate speakers and microphone as 

pictured in the Zoom controls inside a started zoom meeting section above. Here 
you will find all the same selections and options.  

o If you click on the Audio settings option, it will take you to the settings as pictured 
above in the Zoom App Controls section of this document. Click on the test speaker 
button and test microphone button until you select the appropriate audio devices.  

3. You can mute your audio by pressing on the Microphone icon labeled as Mute: 
Note: If you see a red line through the microphone, your microphone is muted. The 
participants will not hear you speaking. To unmute, simply click on the microphone icon 
and it should become green again.  
 

Adjusting video within zoom: 
 

1. Click on the pull-down arrow next to stop video or start video. You will see a list of 
options.  

2. Click on either the appropriate camera name of the camera or click on Video Settings to 
go through the video settings wizard. If you go through the wizard, select on the 
appropriate camera device from the pull-down until you get the preview of what you 
wish to see. An example can be found in the settings as pictured above in the Zoom App 
Controls section of this document.  

3. Close out of the window to get back into zoom.  
4. You can start or stop displaying your video. To do this, click on the camera icon to either 

start or stop the video from displaying. A red line displays over the camera icon when 
you have no video as shown below.  

 
 



 

 

Section 9: Adding a virtual background 
 

1. Click on the up arrow next to the start stop video in your Zoom control area.  
2. Select Choose Virtual Background. 
3. The settings window will pop up and the section for Background & Effects is highlighted.  
4. In the right pane you will have a video preview pane. Under the pane, there are default 

virtual backgrounds. None will use standard video, and everything will display in your 
background.  

5. To add a virtual background from a file, click on the + sign located on the top right of the 
default backgrounds.  

6. Click on Add Image. 
7. Browse to the appropriate REOC approved virtual background location. The approved 

background is in the G: Drive under EVERYONE\forms center\Zoom Background or here: 
Zoom Background 

8. There are two options that need to be unchecked in the same settings window. Be sure 
to have a green screen and Mirror my video, both unchecked. 

9. The Zoom virtual background now should be applied.  
NOTE: If you are using the zoom desktop app, you can get to the same setting window 

by clicking the gear icon.  or right click on any of the video being displayed area 
and select Choose Virtual Background. 

 

Section 10: Sharing your screen 
 

1. Click on the share screen option in your control panel on the bottom of zoom (Figure 1). 
If you have a share up already, you can bring the controls back up. To do this: Hover the 
mouse cursor over the “You are screen sharing/ stop share area” (Figure 2) or popping 
the main zoom session window back out with the green arrow (Figure 3), if the view is a 
small box on your screen with your participant’s name on it. See the proceeding 
screenshots for examples. 

2. Choose the item in which you would like to share. Options include specific application 
windows that are open (such as a word document or power point presentation), your 
whole screen, and some advanced newer features if available.  

3. Once you select the item you would like to share, click on the Share button.  
4. If you are successfully sharing your screen selection, you should see the document plus 

the minimized zoom windows or controls pictured in Figure 2 and Figure 3.  

file://///staff-file1/Groups/EVERYONE/FORMS%20CENTER/Zoom%20Background


 

 

5. If you hit the arrow next to the screen share button, you can set advanced options. 
Options include: How many participants can share at the same time, who can share, and 
Who can start sharing when someone else is sharing? Set these options per your 
preference.  

 
Figure 1.  

 
 
Figure 2.  
 

 
 
Figure 3.  
 

 



 

 

 
 

Section 11: Participant’s list 
 
There is a participants list in zoom. Here will show you all the individuals who are connecting 
into your zoom meeting. If you have admittance turned on, this is where you will need to admin 
individuals into the meeting.  
 

1. Click on the participants icon .  
2. You will see a list of who has signed onto the meeting and joined or has been admitted. 
3. To mute and unmute participants, hover over the user and look for a microphone icon. 

If the icon is red with a line through it, the user is muted. If there is green over the 
microphone, it indicates an active speaker. If the icon is grey with no line on it, the user 
is un-muted. Click on the microphone icon to perform the desired action, or you can 
click on Mute all at the bottom of the participants list if you want to mute everyone.  

4. On the top left, it will show the number of individuals connected to the meeting. If you 
click on the 3 dots on the bottom, it will pop up with additional options. The options 
help manage some join options as well as can limit disruptions. See the below screen 
shot for an example.  

 
 

 



 

 

 
 
 

Section 12: Chat 
 
There is a chat feature in zoom. This will allow you to collaborate with your students during 
zoom. An example usage would be if you need to send a website address to wither the entire 
group or individual you can.  
 

1. Hit the chat icon. A chat window comes up. 
2. If you would like to send a chat to everyone, keep the “To” field set at everyone. If you 

want to send a message to a particular individual select the participant’s name. Proceed 
to type the chat. Hit enter to send. 

3. If you want to set limitations on the chat feature, you can hit the 3 …’s. There are a few 
options with this seen in the screenshot below.  
 

 
 
 
 
 
 
 



 

 

 

Section 13: Record a meeting 
 
Zoom gives you the option to record your meeting.  
 

1. Click on the record button to proceed to start the recording.  
2. To pause your recording, click on the pause button where the recording button was if 

you need to pause recording.  
3. To stop the recording, click the stop recording when you are completed. Recordings will 

be saved to a default location which is usually in my documents under a zoom folder. 
Note: If the meeting is long, you should move the file to a flash drive for archival.  

 

Section 14: Reactions 
 
This area allows you to add emotions or raise your hand in the zoom session. These can be seen 
by the host when the participant clicks on them. 

• There are several reactions that can be selected in the list. The reaction will disappear 
on its own. You can click on the 3 dots… and you will gain a list of more to choose from.  

• If a participant raises their hand, the host should see it on the main zoom window. The 
participant can lower the hand when the question is answered. 
 

 
 
 
 
 
 
 
 



 

 

Section 15: Whiteboard 
 

• Whiteboard is a collaboration tool that allows you to use a whiteboard during your 
zoom session. You can use this for mark ups and brainstorming.  

1. Click on the Whiteboards icon.  
2. A whiteboard comes up. Here you can use functions such as inserting text boxes, 

handwriting by using the mouse, inserting shapes, erasing. A couple of examples can be 
seen below: 

  
 
Note: The Whiteboard content on the user’s device will take precedence over the video as it is shared 
content. If the user is on mobile, they should just see the Whiteboard. If the user has a desktop or 
laptop, they will see the Whiteboard on their main screen. The participants thumbnails will display your 
video with the background, but Whiteboard content is completely visible as if you were sharing your 
screen or a document.  

 
 



 

 

Section 16: Additional Notes 
 

• Apps is a collaboration area added to zoom. You can use apps to share and collaborate 
with participants. Note: Not all features or apps may be available for use or download. 
This should be brought to the attention of your IT department for further review if you 
are interested in using them. 

• If you are using a desktop or laptop at home to remote to your work computer, both 
audio and video may not pass through the remote session. What this means: Do not use 
the zoom app on your REOC desktop that you remote into by using an IP address. You 
will either need to download the zoom app on your local laptop or desktop, then join 
the zoom meeting on it. You will not see all the same icons you are used to seeing if you 
are using the local computer. Start the zoom meeting app from your local laptop or 
desktop and sign in with your e-mail address and zoom password. Test your audio and 
video prior to joining. You may not have video if your local computer does not have a 
web camera internally installed on it or hooked up to it.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   
 
 
 
 
 
 
     This document was written by Jason Franca in IT Services.  
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