Zoom Meeting Tutorial
Hello!
If you are reading this, it is likely that you wish to use Zoom and that you need either to
create or to join a meeting. Don’t worry! This is a simple process, and this tutorial should
cover most of the situations that you may encounter.
The very first step is to visit https://ucla.zoom.us and create an account. The site should
look like this: and you can create your account by clicking on the “Login To Zoom”
button in the top menu.

Once you have logged in, you will see a screen like this:
(Your details will be different, but the overall layout should be the same.)

CONGRATULATIONS! You have successfully created your Zoom account!

Creating a Meeting:
Creating a new meeting is easy! Click on the “Meetings” button on the left menu to see
existing meetings (there should be none at this point).

To get started, click on the “Schedule a New Meeting” button displayed at the top of the
center area. This will launch the web based meeting scheduler. (There are other ways
to schedule meetings, including an outlook plugin, but we will address those later!)
You should see something like this:

(there will be more of this form below)
Most of these fields are self-explanatory.
• The Topic field is the name of the meeting, like “Rod’s Meeting” or “Weekly Staff
Meeting”
• Description is a brief explanation of the purpose of the meeting. Ex: “a meeting
to decide what to eat for lunch”

•

Times and dates are straightforward, and the time zone should default to PST.

•

If you are scheduling a recurring meeting, click the checkbox that says:
“Recurring Meeting” and you will be presented with the options to set a
recurrence.

This is an example of how to set recurring options for a meeting like our staff briefing,
which occurs on the first Thursday of every month, rather than a set numerical date.

The “Registration Required” checkbox asks if you need participants to register, and
then provides you with registration options. Some reasons that you may want to force
participants to register are that you need to collect names and Email addresses from
participants, or that you wish to ask meeting attendees for agenda items or other
questions before the meeting starts. You can specify and require questions after you
create the meeting.
You can read more about how to register participants here along with how to create
custom questions: https://support.zoom.us/hc/en-us/articles/211579443-Registrationfor-Meetings
The video section and audio section allow you to set defaults for you, the host, as well
as presenters. In the event that you are having an audio only meeting, you can set
video to be off by default.

*** for international meetings: Under the Audio setting there is an option to “dial from the
United states” and an “edit” field next to it. If you need to include callers from other
countries (that will be using telephones…) you can select the country there. This is NOT
an exhaustive list, but it should cover many cases we encounter.

Finally, there are some more options to select, which are up to your discretion. Muting
participants on entry to the meeting may cause some confusion so check this option
cautiously!

Once you are happy with the settings you can click “SAVE” to create your meeting.

NEXT STEPS:
After creating your meeting, you will be redirected to the management screen for this
meeting. You can also get to this screen by clicking “meetings” on the left menu and
then clicking the topic of the meeting you wish to, which should be a link.

The Management screen looks like this:

From here you can edit the meeting again (or in the case of a recurring meeting, you
can edit either this specific instance of the meeting, or every instance of the meeting.
To invite participants, you can copy and paste the “join URL” into an email,
or click “copy the invitation” to copy and paste the invite into outlook or another Email
application.
*if you have required registration to participate in the meeting, this may look slightly
different, but is functionally the same.

If you click the “join URL link, you will be prompted to join the meeting right then, so
watch out for that!
You can also Edit the invitation in your email program to remove extraneous
information, and to add some personal flair.
You can send these meeting invites as a regular email.
*Also, you can add meetings from Outlook if you install the “Outlook” app from Zoom.
Once you have done this, you can schedule meetings right from outlook!
Contact Rod (roconnor@epss.ucla.edu) for more help/instructions if you want to do this!

If you would like, the nice folks at Zoom have put together some very good video
tutorials, which you can browse here:
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
Additionally, if you want to become a Zoom master, there is a weekly webinar training
that you can register for here:
https://zoom.us/livetraining

APPENDIX A:
Using a polycom or desktop phone with Zoom meeting.
You will need to create the new meeting with a computer first. After creating the
meeting, start the meeting, and a box will appear asking for you to join audio by phone
or computer (Here I have focused on Phone Call):

When you call this number, you will be prompted to enter the meeting ID, and a
participant ID. The participant ID is not required, and telephone only Meeting attendees
are likely to not have one.
If you are the presenter, and you are using telephone audio and computer video, you
will need to mute or disable computer audio, and call into the conference number using
a polycom, or other telephone. (If you leave computer audio on, there will be feedback
issues)
NOTE: it is possible to use Zoom as a conference call service (with no video) but you
will still need to set up the meeting on a computer initially. Simply set the meeting to
telephone only audio, as well as disabling video for both the host and the participants.
After creating the meeting, you and your participants can call into the meeting number,
and the call will function as a regular conference call.
You can read zoom’s version of these instructions here, along with other tutorials:
https://support.zoom.us/hc/en-us/articles/201362663-How-Do-I-Join-by-TelephoneOur department uses a pro license so there can be up to 100 callers on the line, and
there is no limit to meeting duration.

