
Zoom Instructions 
 
Below is a step by step guide on how to gain access to Zoom. It is specifically designed for those who would 
consider themselves “tech novices”. For those already familiar with Zoom, the link will be present in the 
invitation that is sent out.  Click on it and you’re good to go.  Zoom will have access to your camera and 
microphone.  To avoid interference from background noise, when you log in, your microphone will be 
turned OFF (muted) by default, but it can be switched on by you in the meeting when you wish to 
speak, or you can just press and hold the space bar when you wish to speak.   
 
STEPS TO LOG IN TO ZOOM 
1) Click The Zoom Link. This will be present in the invitation. 
2) If you are prompted to download Zoom, you may do so. If done this way, you will need to have some 
familiarity with your computer to download and install the app and make your way back to the Zoom link. 
Otherwise, once you click the link, instead of downloading it, click JOIN FROM YOUR BROWSER.  
3) Enter Password and Name. The password will be in the invitation, and the name is your name. 
4) At this point, you’ll either be connected automatically to the meeting, or you’ll get a screen that says: Host 
Will Let You In Soon. If it says that, stay put for now. 
5) Once you’re connected to the meeting, your computer will ask you to choose between two audio options 
(phone or computer). Select Computer and then click Join Audio By Computer (unless you’re joining from a 
phone, in which case choose phone). 
6) If your computer asks you for permission to use your microphone or camera, click Allow/Accept for both. 
 
And that’s it! You’ll be in the meeting with everyone else. 
 
Notes: 
1. If you want to mute/unmute your audio or play/stop your video feed, there is an option to do both on your 
screen. Most computers will have that option in the bottom left corner of the screen. iPads and phones may 
have that option somewhere else on the screen. 
2. There are options for how many people you see on your screen at a time.  Speaker View shows whoever is 
speaking at the moment.  Gallery View shows a grid with all the participants, and a yellow frame appears 
around the speaker.  On a Mac, the button for this is in the top right corner.   
 


