
A guide to using Zoom for video conferencing  

We hope this platform is fairly simple to use and accessible for most people in our church family 
(even those with no computer, smartphone or internet!). Wonderfully, it gives us the opportunity 
to continue to ‘meet’ despite not being in the same room. Some of us will be very familiar with 
such things, others not at all. That’s ok! There’s no pressure at all. If you are unsure, please don’t 
hesitate ask for any help or assistance, whether from a friend or member of church staff.  

To ‘HOST’ a meeting (this could be group leader or the most tech-savvy member)  
1. Go to https://zoom.us and ‘sign up, it’s free’ (click blue button & enter your details).  

2. You will receive a confirmation email to your registered email address. Click the link in the 
email to confirm your account.  

3. If you’ve not been prompted already, download the app/ software:  

• On a laptop/computer: https://zoom.us/download 

• On an Apple mobile device:  https://itunes.apple.com/us/app/id546505307 

• On an Android mobile device: https://play.google.com/store/apps/details?
id=us.zoom.videomeetings 

4.  Open Zoom app (sign in using details given at step 1).  

5. Select ‘Schedule’ to set up a meeting for a specific time [see image below] 

For ease, I suggest leaving the default settings except a. Password: unselect ‘require 
meeting password’, b. Audio option: click ‘edit’ country to include Dial in from UK (and 
any other country you expect!) to allow teleophone callers). Click ‘Schedule’.  

6. The scheduled meeting should appear. To invite others:  

• On Computer: Click the […] next to Start, copy invitation and send via email or What’s App 

• On Mobile app: Under ‘meetings’ tab, click on the scheduled event (not the ‘start’ button 
yet), click ‘add invitees’ and choose whichever option suits you best to send invites 

• Alternatively find the Meeting ID# and copy number into email / What’s App group.  
7. Click ‘Start’ when ready! Meeting ID 

<— Step 5 above to ‘Schedule’ meeting 

a.Remove password 

b. Edit country to include UK dial in  

c.Schedule meeting! 
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To JOIN a meeting 

A. If you are using a MOBILE DEVICE 

1. Click the link you have been sent to join meeting (if you don’t have one go to step 2) 

2. You will need to download the Zoom app (this should be prompted automatically by the link 
you’ve been sent) Otherwise:  

• On an Apple device (iPhone/iPad):  https://itunes.apple.com/us/app/id546505307 
• On an Android device: https://play.google.com/store/apps/details?

id=us.zoom.videomeetings 

3. If it doesn’t take you automatically, open Zoom & click the ‘join’ button and enter Meeting ID# 
you were given to join the conversation. If unsure ask the meeting host.  

B. If you are using a COMPUTER OR LAPTOP (with audio/video capability) 

NB if you click the invite link you’ve been sent, you will be prompted to download Zoom  
 software (free) first. If you DO NOT WISH to download anything, follow the steps below:   

1. Go to https://zoom.us/join (if you are on Zoom home page look for ‘join a meeting’ button)  
2. Enter the Meeting ID# you have been sent (e.g. 904 359 209)  
3. Allow camera/microphone permissions as you would like. 
  

C. If you would like to join using a TELEPHONE  

1. Make sure you have received the ‘Meeting ID’ number from host (e.g 904 359 209) 
2. Dial any of the following local UK numbers  

3. You will be prompted to enter the meeting ID - the nine (9), ten (10), or eleven (11) digit ID 
provided to you by the host, followed by #. 

• If the meeting has not already started  you may need to press # to wait. 
• If you will be prompted to enter your unique participant ID, press # to skip. 

0203 481 5240  
0131 460 1196  
0203 051 2874  
0203 481 5237
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