
A DUMMY’S GUIDE TO 
 

 

 

Step 1: To create a Zoom account, navigate in any web browser to: 
https://zoom.us/ 

 

Step 2: Click 

‘SIGN UP, ITS FREE’ 

 

Step 3: Type in your email address in the block provided 

 

 

Creating an account 
 



 
 
Step 4: Click: ‘SIGN UP’ and an activation email will be sent to your account.  
 

 

Step 5: Go to your inbox and open Activation email from Zoom  

 

Step 6: Click 

‘ACTIVATE ACCOUNT’ 

This will redirect you to new web page. 

Fill in the details asked for and click ‘CONTINUE’ 

 

 

 

 

 



Step 7: Click: 

‘SKIP THIS STEP’ 

 

 

Step 8: You are now set up with your Zoom Account. Click the ‘Start meeting 
now’ button.  

 

 

 

Step 9: A new browser tab will open and prompt you to do download the app. If 
the application does not begin to download on its own, click ‘DOWNLOAD & RUN 
ZOOM’ 

 

 

 



 

 

 

 

 

Choose ‘OK’ 

 

 

 

 

Click ‘Continue’ 

 

 

 

The next 2 pages are for MAC 
Computers 

 



Locate Zoom in your applications folder and click to run the app 

 

This will open the Zoom App…  

 

 

Click ‘Sign In’ and proceed to put your email and password in.  

 

 

 

 

 



 

 

 

Click ‘SAVE FILE’ 

 

 

 

 

 

 

 

On the top right hand corner (if using Mozilla and bottom left if using Chrome) 
click on your download icon (the downwards facing arrow on the top left of your 
screen for Mozilla) and click on ‘OPEN FILE’ 

Mozilla Firefox 

 

Chrome (bottom left of you screen) click on the ‘EXE’ file 

  

The next 2 pages are For WINDOWS 
Computers 

 



The following window will open showing that the application is opening. 

 

 

 

 

 

You are now ready to sign in using the log in details you used earlier. Your email 
address and the password you used. 

 

 

 

 

 

 

 

Click ‘JOIN WITH COMPUTER AUDIO’. On the bottom of the box below is a check 
box, click the check box. 

 

 

 

 

 

 

 

 

  

The App is installed and you are almost there… 
 



Step 10: Your app should now be installed and you should be signed in and it 
should look like this:  

 

 

 

 
 

Step 1: Click on the contacts icon (Top right)  

 

 

 

Step 2: Click on the + button and select ‘Add a Contact’   

 

 

How to add contacts… 



Step 3: Type in the contacts email address and click ‘ADD’  

 

 

 

Step 4: You will get confirmation that an email has been sent to them.  

 

Step 5: Once they have accepted, you will see them in your contacts under the 
‘External’ Tab.  

 

 



 

 

 

If you want to make an unscheduled call with a few people follow these steps:  

Step 1: From the Home Tab, choose “New Meeting”  

 

 

 

Step 2: It will show that you are connecting and you will see the following box. If 
it’s your first call, test Speaker and Microphone, otherwise just click “Connect with 
Computer Audio”.  

 

Hosting a meeting: Option 1 



Step 2: On the bottom left, click the “INVITE” icon.  

 

 

Step 4: This will bring up your list of contacts as below. You can click on who 
you would like to add and they will be ‘called’ to join the meeting.  

 

 

Step 5: Repeat this step to add as many people as you would like to the meeting.  

 

Step 6: When the call is complete, Click “End the Meeting” at the bottom right.  

 

 

 

 

 



 

 

This is for if you want to schedule a meeting ahead of time with a group of people 
(Such as a Life Group meeting that would start at a set time)  

Step 1: Click on the “SCHEDULE” icon 

 

 

 

Step 2: The following window will pop up, change the name of the meeting & the 
date and time but the rest of the information should be fine. Click ‘SCHEDULE’  

  

Scheduling a meeting: Option 2 



Step 3: Once you click on ‘SCHEDULE’, Zoom will take you to your calendar 
automatically (hopefully!) This is where you will add guests.  It might look different 
– here are a few options I got. 

 

 

 

 

 

 

 

 

 

 

 

 

Click here and add people you want to 
invite to this meeting 

Click here and add people you want to 
invite to this meeting 



Step 4: Once you have added everyone click “Save” if your calendar looks like 
this one… 

 

 

 

 

 

 

 

 

 

 

And then click “SEND” and you should get this confirmation.  

 

 

 

 

 

 

 

 

 

 

 

 



OR 
If you calendar looked like this:  

 

 

Then once you have added Invitees, you will see the send button down the 
bottom right hand side.  

 

 

 

 



Step 5: You will now see your scheduled meeting appear on your app home 
page.  

 

 

 

Step 6: 

If you couldn’t figure out how to add people to the meeting, you can click on the 3 
little … just left of the ‘START’ button.  

 

 

Step 7: Click the ‘Copy Invitation’ option and you can then just paste the link into 
an email or Whatsapp and send it to the people you would like to invite.  

 



 

 

Lastly, you could also just send them the meeting ID number  

And they can use that ID to join a meeting by clicking on the “Join” icon 

 

 

 

 

 

 

 

 

 

 

 

 

Well done! You’re all set to go. Go BE the church as we 
connect with our community in awesome new ways! 

 


