
Let’s get you 
ready to use 

Zoom

Social Planning Council Oawa



Create a Zoom 
Account linked 

with your Google 
Account Guide

Social Planning Council Oawa



Navigate to   
hps://www.zoom.com/en/blog/introducing-zoom-workplace/

https://www.zoom.com/en/blog/introducing-zoom-workplace/


Click   (Sign In with Google Buon)



Select or Sign In to your   (Google Account)



Read the agreement & Click   (Continue)



Enter your age & Click   (Continue)



Click   (Create Account)to finalize set up



NEXT LESSON



How to schedule 
a Zoom meeting & 

email invitation

Social Planning Council Oawa



Navigate to  
hps://app.zoom.us/wc/home

https://app.zoom.us/wc/home


Click  (Host)to start a video meeting



Allow (microphone & camera permissions) for 
Zoom to function accordingly



Click (END) to close out the meeting



Click (Schedule) to set up a meeting at a 
later time



Enter (Meeting details)e.g. Date, Time, etc…



Enter the (emails) of the people your wish to 
invite



Select this Meeting ID Option 
(Generate Automatically), then click (Save)



Your scheduled meeting is now ready. This 
is what it should look like , then click (Save)



NEXT LESSON



How to JOIN a 
Zoom meeting

Social Planning Council Oawa



Navigate to  
hps://app.zoom.us/wc/home

https://app.zoom.us/wc/home


Click  (Join)to connect to a meeting



Enter the 10 digit (Meeting ID) that was sent 
to you via Email. (e.g. 970 166 6448), click 

(Join) to continue



Allow (microphone & camera permissions) for 
Zoom to function accordingly



Enter the 10 digit (Meeting passcode) that 
was sent to you via Email. Click (Join) to 

access meeting



NEXT LESSON



Navigating the 
Zoom meeting 

room

Social Planning Council Oawa



Let’s find the meeting details. Click icon (         )



Here you can rename  or copy  the meeting link.



Click (                    ) to change the view of the meeting 
participants



Click (           ) to change/view your audio seings. 
(e.g. Mute/unmute, change from speaker to headphones etc..)



Click (           ) to change/view your video seings. 
(e.g. Blur background, select another camera etc..)



Click (           ) to view & manage meeting participants.
(e.g. Mute all, Hide profile pictures, etc..)



Click (           ) to view and respond to participants.
(Tip: you can also pick who you want to message directly during the meeting..)



Click (           ) to react or raise your hand for question or 
comments you may have.



Click (           ) to share what is on your screen.
(e.g. presentation, website, etc…)



Click (           ) to beer control your meetings parameters.
(e.g. presentation, website, etc…)



Click (           ) to access even more controls in seings.



To end the meeting Click (           ).
(Tip: you can end it “For All” or simply “Leave the meeting”)


