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Step 1:  Signing up for Zoom 

1. Navigate to www.Zoom.us  

 

 

 

 

 

 

 

 

 

2. Using your work email, sign up for a Zoom account. 

 

 

 

 

 

Step 2:  Downloading Zoom 
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Step 3: Scheduling a meeting 

1. Navigate to www.Zoom.us and sign in. (Your Zoom control panel will display after login.) 

 

 

 

 

 

 

 

 

 

 

2. Click on ‘Schedule a meeting’ 
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3. Change the name of your meeting Eg:  2E Registration 

 

4. Scroll down the page and change: 

a. Meeting time and date 

b. If this is a recurring meeting (Such as registration) click ‘recurring’ and then daily 

c. Change how long the recurring meeting will last for E.g.  15th February 2020 

d. Change the passcode to something memorable. Which will be needed to access the 

meeting 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Scroll down and click save 

 

 

 

 



Sharing and starting your meeting 

1. Once on your meeting screen, click on the ‘Copy invitation’ 

 

2. Scroll to the bottom of the pop up and ‘copy meeting invitation’ 

 

 

 

 

 

 

 

 

 

 

3. Paste the meeting into the post box on Google Classroom and on Class Dojo (Right click 

mouse and paste).  If this is a daily session, then this need to be posted privately to only 

them. 

 

 

 

 

 



Starting a meeting 

 

1. Login to your account 

2. Click ‘Start this meeting’ 

 

 

 

Sharing a screen 

1. Click on the green button 

 

 

 

 

2. Select the screen that you would like to share. 


