How to Host a Zoom Cloud Meeting On a Smartphone or Desktop

Productive and successful teams know that video conferencing software is the cornerstone of their

success.

Tools such as the free Zoom Cloud Meetings enable groups of people to work together in a virtual
face-to-face meeting.

Zoom is a cloud-based video communications solution for collaboration, live chat, audio and video
conferencing, meeting recordings, and webinars across all devices.

HOW TO CREATE AND
HOST A ZOOM MEETING

This article will show you how to create and host a Zoom cloud meeting on your desktop or
smartphone.


https://www.online-tech-tips.com/software-reviews/what-is-the-best-video-conferencing-app-4-compared/
https://www.online-tech-tips.com/software-reviews/how-to-set-up-use-zoom-is-it-better-than-skype/
https://zoom.us/

Get Started with Zoom Cloud Meetings on Your
Desktop

First, you need to create an account and download the app if you want to host a Zoom meeting,

Sign Up for a Zoom Account

Start by going to the_Zoom website, sign up, and open an account. You can set up your account with
your email address or sign in with Google or Facebook.

Sign Up Free
Your work email address

Zoom is protected by reCAPTCHA and the Privacy Policy and Terms
of Service apply.

Sign Up

By signing up, | agree to the Privacy Policy and Terms of Service.

or

-~

& | Signinwith Google

§ | Signinwith Facebook

Already have an account? Sign in.


https://zoom.us/signup

Zoom will send you a confirmation email to activate your account. Once activated, you will see the
Welcome screen where you put in your name, select a password, and continue.
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Now click on the Zoom logo in the top left-hand corner to get back to the page where you can join
or host a meeting.

JOIN A MEETING HOST A MEETING ~ MY ACCOUNT
With Video Off
With Video On

Screen Share Only



How to Download the Zoom App

Download the_ Zoom app from the website.

Opening Zoom_d06761aa03609:9b.exe x

You hawve chosen to open:

[8° Zoom_d06761aa03609c9b.exe

which is: Binary File (76.3 KB)
from: https://launcherzoom.us

Would you like to save this file?

Save File

A download should start automatically in a few seconds. If not, download here.

This will download a package to your computer as a standalone app on your PC or Mac. Click Save
File to start the download.

Launch the .exe file.
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—=  7oom_launcher.exe
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. Open File

f_‘i‘: Ad_Creator_Templates_Installer_Setup.exe =
=l Completed — 305 MB
= GreatestShow_Templates_Installer_Setup.exe =
=1 Completed — 395 MB

click OK if you

:.: Extra_Templates_Installer_Setup.exe -
- Completed — 91.7 MB
& The-Graphics-Creator-Web-Setup-1.3.9.exezip =

I Completed — 1.9 MB

Show All Downloads


https://zoom.us/download

To get back to the Home section, click on Home.
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How to Host Zoom Meetings on Your Desktop

Zoom has a robust and feature-rich free version for up to 100 participants. The paid version allows
up to 1000 visitors for any meeting.

Click New Meeting from the home screen to launch Zoom on your computer. Choose Join with
Computer Audio.
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There are several options for Zoom meetings as you can see in the screenshot below. We will explain

each starting from left to right.
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Start Video Invite  Manage Participants Share Screen Reactions More

Options

The Mute button comes in handy if you are running a meeting and don’t want the participants to
hear any extraneous noise from your end.

Click the up arrow next to Mute to see other options.

) Zoom Meeting ID: 116-829-207 — O *
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v 4 Enter Full Sc

Select a Microphone
v/ Microphone (Realtek Audio)

Same as System

Select a Speaker
v Speakers / Headphones (Realtek Audio)

Same as System

Test Speaker & Microphone...
Switch to Phone Audio...
Leave Computer Audio

Audio Settings...
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Start Video




Select the microphone and speaker you want to use for your meeting from the available choices.

Use Video

To show yourself in the meeting, click Start Video. To stop the video, click on Stop Video.
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Note that stopping the video doesn’t end the meeting or stop the audio. There is also an up arrow
next to Start Video and Stop Video where you can choose a camera, virtual background, and other
video settings.
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How to Invite Participants

After you set up your audio and video, you can invite people to join your meeting. Click
on Invite. You can use your contacts, email, or click Copy Link to get a URL to send manually.

£ Invite people to join meeting 116-829-207 X

Choose your email service to send invitation

O O O

Default Email Gmail Yahoo Mail

| CopyURL || Copy Invitation | Meeting Password: 375901
The email option is very straightforward.

Please join Zoom meeting in progress

From your email address

To
Please join Zoom meeting in progress

Join Zoom Meeting
hitps:/izoom.us/j/116829207 ?pwd=MnYzeWVKdIZEMTdZSOVIMUSZYKRCdz09

Meeting ID: 116 829 207
Password: 375801

It will display how to join the meeting, including the URL, Meeting ID, and Password.



Manage Participants

Being able to manage people in your meeting is especially useful if you have a lot of attendees. You
can control each participant individually or as a group.

Mute All Unmute All More ~

Mute Participants on Entry
«' Allow Participants to Unmute Themselves
' Allow Participants to Rename Themselves
Play Enter/Exit Chime
Lock Meeting

If you are presenting and don’t want others to interact, click Mute All. It’s helpful to Mute
Participants on Entry in case they don’t remember to mute themselves.

Sharing

There are three categories from which you can share.

Basic

Share your screen with meeting attendees
iPhone/iPad screen: Install the needed plugin, connect to Wi-Fi, tap Screen Mirroring, and
choose Zoom-info

Draw on a whiteboard to share visual concepts with your audience
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Stamp Spotiight Eraser Format Undo

Line Width
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Advanced


https://helpdeskgeek.com/free-tools-review/6-best-screen-sharing-apps-to-remote-connect-to-any-pc/

Share a portion of the screen, music or computer sound only, or content from a second camera.
Files

Share files with participants from your hard drive, Dropbox, Microsoft OneDrive, Google Drive, or
Box.

There are also advanced sharing options. Click the up arrow next to Share Screens to see them.

+ One participant can share at a time

Multiple participants can share simultaneously
Advanced Sharing Options...

o

Share Screen Reactions

How to Manage Chat and Record Your Meeting

The chat feature is on the More tab under the three dots.

Inwvite Alt+I

Manage Participants Alt+U

Chat Alt+H

Record on this Computer  Alt+R 3 File

Stop Video

This will enable all participants to chat and share files. If you don’t want everyone to be able to use
the chat feature, click on the three dots next to File.

To:  Everyone v O File

Type message here.
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+ Everyone Publicly and Privately



Choose from:

No One

Host Only

Everyone Publicly

Everyone Publicly and Privately

The option to record your meeting is also under the More tab. When you stop the recording and end

the meeting, it will be converted into an MP4 file on your desktop.

> This PC > Documents » zoom * 2020-03-29 20.04.36 zoom meeting 116829:

sl

[] Name # Title Cor

£ audio_only.m4a
| playback.m3u
@ zoom_0.mp4

When your meeting is over, press End Meeting. You will get two options. One is to leave the meeting
and let others continue without you.

£ End Meeting or Leave Meeting? X

To keep this meeting running, please assign a Host.

End Meeting for All Leave Meeting | | Cancel |

"' Ly
®s 1
- End Meeting Mute All

Manage Participants Share Screen Reactions
| End Meeting (Alt+Q)

The other option is to end the meeting if you are the host. If you’re recording the meeting, watch for
the pop-up showing you where the MP4 file is.

You will then be back on the home page where you could schedule a new meeting or join an existing
one.


https://helpdeskgeek.com/linux-tips/10-best-screen-recorders-for-linux/

Where to Find Your ID for Zoom Meetings

To find your Personal Meeting ID from the app, click on Meetings from the top navigation bar on
your home screen.
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Home Chat Meetings Contacts
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My Personal Meeting ID (PMI)

581-127-9809

m fa Copy Invitation # Edit

Show Meeting Invitation

581-127-9809
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Where to Find Your Zoom Cloud Meeting URL

To get the meeting URL, click on Meeting from the home section of the app. Then click on Show
Meeting Invitation.
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My Personal Meeting ID (PMI)

581-127-9809
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Hide Meeting Invitation

My Personal Meeting IO (PMI)

"You name® is inviting you to a scheduled Zoom meeting.
Topic: . Your Personal Meeting Room

Join Zoom Meeting
httpsy//zoom.us/j 5811279809

Meeting ID: 581 127 98609



How to Create and Host a Zoom Meeting on Your
Smartphone

The mobile version of the Zoom app on Android, iPhone, and iPad is a simplified version of the

online platform.

The primary tabs are on the bottom of your screen. The setup on mobile devices is different than on

desktop due to limited space.
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Download the app onto your mobile device. For this article, we will be using an iPhone.

Q. Zoom € Cancel

Z0O0OM Cloud Meetings
Meet Happy
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Sign In to your Zoom account or create one by clicking Sign Up.

3

Start a Meeting

Start or join a video meeting on the go

SignUp Sign In



You are now in the Meet & Chat area of the Zoom app. When it launches, it opens on the Home and
Chat tab.

e Meet & Chat

Q Search

0

New Meeting Join Schedule Share Screen

Find People and Start Chatting!

Add Contacts

b= O ©3

Meet & Chat Meetings Contacts Settings



The Meetings tab on the bottom bar will show any upcoming events and your Personal Meeting ID.
From this screen, you can start a call, send an invitation, or edit an event.

If you have an upcoming meeting, tap on it to add participants and send invitations to contacts via
text message or email.

' Verizon 9 9:13 PM

Meetings

Personal Meeting ID

581127 9809
Cstort ) (senamvtation ) (" ear )




The Contacts tab looks like the desktop version. It lists your favorites and others in your contact list.

To add a contact, tap the plus symbol in the top right-hand corner. This will open a pop-up menu
for you to add a new contact, join a public channel, or create a new channel.

Add a Contact

Create a New Channel

Join a Public Channel

Add an App

Contacts refers to individual people, whereas Channels are groups of contacts.



Use the Settings tab to make changes to your account. Zoom settings are organized by:

Meetings
Contacts
Chat

General

Siri Shortcuts

Settings

Your name BASIC
JW
) Your Email Address

Meetings

Contacts

Chat

General

Siri Shortcuts
- ® o

Meet & Chat Meetings Contacts Settings



Tap on your name at the top of the screen to change your profile picture, display name, or update
your password.

How to Start a Meeting on Mobile

To start a meeting, click on New Meeting > Start a Meeting.

o' Verizon ¥ 8:49 PM 90% [E42)

Cancel Start a Meeting

Use Personal Meetin...
581127 9809

Start a Meeting

To bring up the bottom bar menu, tap the middle of your screen.

Video On . @,
@




To invite others to your meeting, click on Participants > Invite.

Send Email

Send Message

Invite Contacts

Copy URL

Cancel




You can send an invitation via email, message, contacts, or by sending the URL of the meeting.

New Message Cancel

T0:| ®

Click https://
zoom.us/}/
5811279809 to join
aZoommeeting @

giwlelrltliviujijolp

alsldlifigihljik]l!

Your message includes the link for recipients to click and join your meeting.

Ready to Host a Zoom Cloud Meeting?

As you can see, Zoom is a robust and free virtual meeting tool that is easy-to-use and offers
numerous options to meet anyone anywhere virtually.

The number of Zoom users has snowballed to 2.22 million so far in 2020. Whereas, in 2019, Zoom
had 1.99 million users.

Article courtesy of: https://helpdeskgeek.com/how-to/how-to-host-a-zoom-cloud-meeting-on-a-
smartphone-or-desktop/
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