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Beginner’s Guide to 

 
A free video conferencing software 

which can be used to  

communicate with  

colleagues and family  

during the COVID-19 crisis 
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Beginner’s Guide to Zoom 

Why we like it 

Zoom is a free video conferencing system that you can use on your laptop computer, iPad 

and iPhone. 

As with all free software, it has certain restrictions.  At the moment, you can only use Zoom 

for 40 minutes at time, although this is due to change as more people choose to use this 

platform.  

You can now video call with 100 other people at the same time (if you choose to – you can 

also call with just 1 other person).  What more perfect a way to keep in touch with friends, 

family or work colleagues?  You could have a work meeting or even play games with family 

members who are also in isolation elsewhere. 

How to set up Zoom on your iPhone / iPad) 

Go to the App store on your phone.  The App store icon looks like this:   

 

 

For Android users, go to the Playstore on your phone.  The Playstore icon looks like this: 
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Once at the App store or Playstore, search for ZOOM Cloud Meetings.  Click “GET” and 

follow the instructions to open the app on your phone or tablet. 
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How to set up Zoom on your laptop or PC 

1. Go to www.zoom.us – zoom.co.uk is a different website for a different company. 

 

2. When the website loads, click on the blue button which says “SIGN UP, IT’S 

FREE” on the top right-hand side of the screen. 

 

3. Sign up using your personal email address, or if you have a Facebook account, 

you can use this by clicking “Sign in with Facebook” and putting in your 

Facebook account sign in details. 

 

http://www.zoom.us/
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4. Once you’ve logged in and set a password (which you should keep safely 

somewhere) then you will arrive at the Zoom dashboard.  You’re in!  This is what 

your Dashboard looks like.  You can customise your profile picture so that the 
people you’re contacting know it’s you. 

 

5. To start a video conversation with someone, head over to the “HOST A 

MEETING” tab on the far right-hand corner of the screen.  Click on the small 

triangle and a drop-down list will appear.  Choose the tab “With Video On”. 

 

6. Once you click this tab, the website will reload itself.  A pop-up box will appear 
prompting you to choose to open Zoom – click “Open Zoom” 

 



                 
 

6 
 

1. Wait around 5-10 seconds for the video to load and you’re almost ready to go!  

You should now be able to see yourself in the laptop camera… 

2. Now we need to make sure that you can hear everyone talking and that they can 

hear you.  The software will prompt you to click “Join with computer audio”.  

Click this to use your current microphone and speaker system – if you’re not sure 
that either work, please skip to step 9. 

 

3. To test your speakers and microphone, especially if you’ve not used software like 

this before, then click “Test Speaker and Microphone” 

4.   To test the speaker, take out any headphones and make sure your computer 

volume is not on mute and is high enough (click on the speaker icon on the 
bottom right-hand corner of your computer screen to adjust the sound levels). 

If you’re able to hear the ringtone, press “Yes”.  If not, press “No” until the computer 

finds the correct speakers required for the software. 
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7. Next, you’re going to test the micrphone.  You should be able to hear yourself 
back when you speak – if you can, press “Yes” to continue. 

 

8. Once both of these audio levels have been confirmed as working, you’ll see this 

notification.  Click the “Join with Computer Audio” button to continue. 

 

9.  Now you want to start inviting people to video chat with!  In preparation, it 

would be useful to have their email addresses ready to put into the software, if 

this is how you’d like to invite people to the video chat.  You can also copy a link 

to the chat which you can send via Facebook messenger or, if you’re using your 
mobile phone to set up Zoom, you can text the link or send it via WhatsApp. 
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Scroll along the bottom taskbar to where it says “Invite”.  You’ll notice it’s a small 

picture of a person with a plus sign next to it.  When you first set up your Zoom 

account, it will show a prompt asking you to click to invite participants. 

 

1. Initially, you won’t have any Contacts on Zoom.  Only when you’ve connected 

with other people in a call will you be prompted to add them as Contacts by 

clicking the + by their names.  If you know you will be in contact with this person 
regularly, it’s useful to add them as a Contact. 

 

2. The easiest way to start a video conversation with someone is by adding their 

email address.  This will send them an email with a link to the meeting, and then 

they can set up their Zoom account if they don’t have one already and join you in 
the video conversation. 



                 
 

9 
 

Add your email preference as shown to send them an email.  For example, if you 

have a Gmail account, click “Gmail”.  If you have a Hotmail or BT email address, click 

“Default Email”. 

 

1. Another option which may suit iPhone and iPad users is the “Copy URL” button.  

This copies a link to your video conversation.  It will say that the link is now 

saved to a Clipboard.  All you need to do from here is to go to your preferred 

messaging service (text, WhatsApp or Facebook Messenger) and hold your finger 

in the text box.  This will then give you the option to paste.  On a laptop, click the 

“Copy URL” button and then right click on messenger and it will give you the 

option to paste the link.  Whoever you send the link to will now be able to press 

the link and they will be taken to Zoom, sign in and will be able to access your 

conversation. 
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10. When someone joins your video conversation their face will appear in a box on 

screen.  If you have added multiple people to your conversation (you get to add 

up to 100 people on the current free version of Zoom) then all faces will be 

added as boxes at the top of the screen, above your mirrored image of yourself. 

11. When you’ve finished talking, press the “End meeting” button and the 

conversation will close.  Try not to mention how annoying your Auntie was being 

until you’re sure the video chat has closed…! 

 

 

Guide created by The Copy Collective, Trefin, Pembrokeshire.  For more free 

guides and free advice, contact us, follow us on social media or download your 

guides from www.thecopycollective.co.uk. 

Let’s make sure that isolation is not isolating, together. 

Tel: 07867475846 

Email: hello@thecopycollective.co.uk 

 

http://www.thecopycollective.co.uk/
mailto:hello@thecopycollective.co.uk
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