
Zoom Training



Zoom Basic vs Zoom Pro

Basic – free version limiting users to host 40 min 
session with up to 3 attendees

Pro – allows hosting for up to 300 attendees 
with unlimited session time



Accessing Zoom
Wesportal – Locate Zoom under "Campus 
Applications" to navigate to Zoom account.



Accessing Zoom (continued)

1) Zoom Authentication – Wesleyan SSO credentials

2) Allow Zoom to open application
First time users will be prompted to install Zoom Client. Zoom automatically detects operating system 
needed for client application install. 



Zoom Client Application
App Client (Mac version illustrated)

New Meeting icon allows user to:
- Select starting session with video.

- Select using Personal Meeting ID (PMI)
*NOTE: Personal Meeting ID is provided 
automatically when signing into your Zoom account. 
PMI can be located in user profile on web interface or
at the top of the conference window

- Copy ID, Copy Invitation & PMI Settings
(select pull down to access options)



Zoom Client Application (continued)

*Application Window (Mac version illustrated)

1) Meeting ID: Automatically 

generated for each session

2) Join Audio: Select mic

input/output

3) Stop Video: Select video

input/output

4) Invite Participants: Invite 

users to join meeting

5) Manage Participants: View 

attendees, control attendee's 
audio (mute). NOTE: only 

meeting Host(s) can manage 
session
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Selecting "New Meeting" icon opens conference window (as displayed below)

**Beginners are encouraged to select "Join With Computer Audio



Zoom Client Application (continued)

*Application Window (Mac version illustrated)

6) Screen Sharing: Allows user to select

what content to share

6a) Desktop: Share desktop

6b) Whiteboard: Annotate on

Collaborative whiteboard

6c) iPhone/iPad via Airplay:

Plugin required (Click here to download)

6d) iPhone/iPad via Cable:

Cable connection required 6

https://zoom.us/client/4.6.18176.0301/zoomusInstallerFull.pkg


Zoom Client Application (continued)

*Application Window (Mac version illustrated)

7) Chat: Allows attendees to ask questions

NOTE: Chat conversations are also recorded for

future access, and accessible in "Recordings"
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8) Record: Allows Host to record meeting.

Recording will be converted to MP4 file available

shortly after meeting is over.

8a) Record on this computer: Allows recording

to be stored on local computer

8b) Record to the Cloud: Recording will be

stored to user's Zoom web profile 

landing page. (Reference next slide to
view user web interface)



Join a Meeting
*Application Window (Mac version illustrated)

• To join a meeting, click link

provided in email invitation.

• OR click "Join a Meeting" in the 

Web interface or Zoom app. Enter 

the "Meeting ID" (no Zoom

account needed), and click "Join".

* NOTE: If attendee joins meeting

before Host, Host will be notified

through email

WATCH JOIN A MEETING VIDEO TUTORIAL

Web Interface Zoom App

* Click yellow highlighted text to view content

https://zoom.us/join
https://youtu.be/vFhAEoCF7jg


Zoom Web Interface
*Application Window (Mac version illustrated)

Profile: Allows user to update profile info

Meetings: Schedule meetings that can be

added to Outlook and Google Calendar.

Webinars: Conduct Webinars (function

currently not available for users)

Recordings: Access recordings stored on

user's cloud account. Share or download

Recordings. NOTE: Local recordings will

not be accessible remotely

Settings: Configurations and Settings

Account Profile: Account profile

Reports: Generate Reports



Scheduling a Meeting
*Application Window (Mac version illustrated)

• Schedule meeting through

Web interface or Zoom app.

• Add meeting directly to your 

calendar

• Copy meeting info and share 

through text or email

WATCH SCHEDULING MEETING
IN OUTLOOK VIDEO TUTORIAL

WATCH SCHEDULING MEETING
IN GOOGLE VIDEO TUTORIAL

WATCH SCHEDULING MEETING
VIDEO TUTORIAL

Web Interface Zoom App

* Click yellow highlighted text to view content

https://youtu.be/r9blzoJPC1c
https://youtu.be/E0XmIIXcrEY
https://youtu.be/ZAYv8sVPTxU


Recording a Meeting
*Application Window (Mac version illustrated)

• Clicking Record icon prompts host to 
select video storage location. Either 

"Cloud" or "Local" can be accessed 
through user's Web interface.

• If selected, Closed Captioning and 
Automatic Transcription will be available 

under "Recodings" after meeting
• Copy meeting info and share through text 

or email

WATCH RECORDINGMEETING VIDEO TUTORIAL

* Click yellow highlighted text to view content

https://youtu.be/AYzPS28rg7E


Resources
Click links below to access content

Knowledge Base = EducatingThrough Zoom: Guides, Tips, and Tricks

Knowledge Base = Zoom: Have an Assistant Schedule a Meeting

Knowledge Base = ZoomWeb Conferencing - Getting Started

PDF = ZoomMeetings TrainingReference Guide.pdf

PDF = Zoom Online Event Best Practices.pdf

Host and Co-Host Controls in a Meeting

Tips to Help You Meet Like a Pro

* Click yellow highlighted text to view content

https://wesleyanedu.service-now.com/kb_view.do?sysparm_article=KB0011055
https://wesleyanedu.service-now.com/kb_view.do?sysparm_article=KB0011056
https://wesleyanedu.service-now.com/kb_view.do?sysparm_article=KB0011049
https://support.zoom.us/hc/en-us/article_attachments/360047188071/Zoom_Meetings_Training_Reference_Guide.pdf
https://support.zoom.us/hc/en-us/article_attachments/360047066292/Zoom_Online_Event_Best_Practices.pdf
https://support.zoom.us/hc/en-us/articles/201362603-Host-and-Co-Host-Controls-in-a-Meeting
https://blog.zoom.us/wordpress/2020/03/09/working-from-home-tips-to-meet-like-a-pro/

