
Zoom 101
How to Join Meetings, Register for and Participate in Webinars, and Test Your Sound & Video!
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Overview
• How to Download Zoom – Laptops & Desktops (pg. 3)

• How to Download Zoom – Smart Phones, Tablets & iPads (pg. 4)

• Test Your Microphone, Speaker & Camera (pg. 5)

• How to Join a Zoom Meeting: URL/Link (pg. 6)

• How to Join a Zoom Meeting: Meeting ID (pg. 7)

• Zoom Meeting Functions (pg. 8)

• How to Join a Zoom Webinar (pgs. 9 – 11)

• When You Join the Webinar (pg. 12)

• Zoom Webinar Functions (pg. 13)

• Zoom Webinar Tips (pg. 14)

• How to Join a Meeting or Webinar by Phone (pg. 15)

• Create a Free Zoom Account (pg. 16)

• Other Helpful Resources (pg. 17)
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How to Download Zoom - Laptops & Desktops

• Download Zoom to Your Device 
• If you are using a laptop or desktop computer, you will need to download 

Zoom from their website in order to join meetings and webinars. This can be 
done here: https://zoom.us/download
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https://zoom.us/download


How to Download Zoom – Smart Phones, 
Tablets, & iPads

• Download Zoom to Your 
Device 
• If you are using a smart 

phone, tablet or iPad, you 
will need to download Zoom 
from the App Store or Google 
Play Store.
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Test Your Microphone, Speaker & Camera

• Check your device’s Microphone, Speaker and Camera capability

https://zoom.us/test
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https://zoom.us/test


How to Join a Zoom Meeting: URL/Link

• There are several ways to 
join a Zoom Meeting.

1. A “Join URL” that you can 
click on to be taken to the 
meeting. This will usually 
come in an email or be 
posted on a website, 
Facebook page, etc. 
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How to Join a Zoom Meeting: Meeting ID

• There are several ways to join a Zoom Meeting.
2. A “Meeting ID” that you can enter on the website (https://zoom.us/join) or 

in the Zoom app on a smartphone, tablet or iPad. This will also usually come 
in an email or be posted on a website, Facebook page, etc. 
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https://zoom.us/join


Zoom Meeting Functions
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Mute/Unmute: click on the 
microphone icon to 
mute/unmute yourself in 
meetings. You can click the arrow 
to the right of the icon to select 
different microphone options 
and change your computer audio 
settings.

Start/Stop Video: click on the video camera icon to 
turn your video on/off during meetings. You can 
click the arrow to the right of the icon to select 
different camera options and change your video 
settings.

Chat: click on the comment box 
icon to type messages to other 
meeting attendees.

Leave Meeting: 
click here to exit 
the meeting.



How to Join a Zoom Webinar
There different types of Zoom Webinar’s. Some require registration and some 
are open to join with the “Join Link” or “Meeting ID”.
• To join a webinar that requires registration: find the registration URL and 

enter your name and email to receive the Zoom “Join URL” and “Meeting ID”. 
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Get 
Confirmation 
Email
• The confirmation email 

will include a “click 
here to join” link that 
will take you directly to 
the webinar. There will 
also be a “Meeting ID” 
that you can enter on 
the Zoom website or in 
the Zoom app. 
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How to Join a Zoom Webinar

• To join an open webinar: 
find the Zoom “Join URL” 
(this could be on a flyer, in 
a Facebook event, or sent 
in an email) to be taken 
directly to the webinar or 
enter the “Meeting ID”    
on the Zoom website or    
in the Zoom app. 
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When You Join the Webinar
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If you get this window when 
joining a webinar, it will 
automatically open when the 
host begins broadcasting!



Zoom Webinar Functions
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Chat: click on the 
comment box icon 
to type messages to 
the webinar host, 
panelists and other 
attendees.

Q & A: click on the 
double comment box 
icon to ask the 
webinar host and 
panelists questions 
during the webinar.



Zoom Webinar Tips
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Close all other programs 
running on your computer

Check your sound – problems 
with clarity, speed, etc. switch 
to the phone

Call-in number provided in the welcome 
email

Mute computer sound when using phone

Type in questions for speakers 
(or for help with viewing & 
sound) into question box

Handouts are available to 
download on your computer



How to Join a Meeting or Webinar by Phone
• To join a meeting or webinar by phone, dial the phone number or 

click on iPhone one-tap then enter the Meeting ID and press pound.
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Create a Free Zoom Account

• Make a free account

https://zoom.us/signup
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https://zoom.us/signup


Other Helpful Links

• Zoom: Joining and participating in a webinar (attendee)

• Zoom Help Center

• Join a Meeting Video Tutorial
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https://support.zoom.us/hc/en-us/articles/115004954946-Joining-and-participating-in-a-webinar-attendee-
https://support.zoom.us/hc/en-us
https://www.youtube.com/watch?v=hIkCmbvAHQQ&feature=youtu.be

