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Technology Tools for Effective Online Teaching Practices: Zoom 
Zoom is a video communication tool that educators can use to host meetings with students with 
video and audio. It has both free and premium services. Zoom can be accessed on a computer, 
tablet, or mobile device via the free app. Students do not need an account or special software; 
you simply email them a link to enter the virtual meeting room. Below are step-by-step 
directions for getting started with Zoom. 

 
 
 
 
 
 
 
 

1. Go to https://zoom.us/ – Enter the email you would like to use in the box and press the 
“Enter” button. 

https://zoom.us/


Technology Tools 

 

Copyright © 2019 Association of College and University Educators (ACUE). All rights reserved. 
No part of this document may be disclosed to a third party without the prior written consent of ACUE. 

 2 

 
 

2. Acknowledge you are a real person; check your email. 

 
 
 

3. Activate your Zoom account by clicking the link. 

Zoom will email you a link to activate 
the account. 
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4. Create your Zoom password and enter your name in the boxes. Your name will be 
displayed to others when you log in. 

 
 

 
5. Zoom allows you to invite others to join – This is an option, but you can just disregard for 

now and click “Skip this step.” 

Your password must be at 
least 6 characters 

 
You can also sign in to 
Zoom with your Google or 
Facebook credentials. 
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6. Your registration is complete when you see this screen. Be sure to save your password –  

 
 

Your personal 
meeting url is for 
instant meetings. 

 

7. Signing into your account – If you did not click “Go to my account,” you will need to log 
in. You can do this at: https://zoom.us/. 

https://zoom.us/
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8. Hosting a meeting and downloading the app – Once you have signed up and logged in, 
click on “Host a Meeting.” The desktop app will automatically download. Alternatively, 
you can download the app at https://zoom.us/support/download 

 

9. Set the dates/time for the meeting – You can schedule meetings in your account or by 
using the app on your desktop. Either way, simply set the date and time, then create a link 
and email it to the students. They click the link at the set meeting time, type in their name, 
and access your virtual video meeting room. 

https://zoom.us/support/download
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10. Hosting a meeting – Your meeting should look like this. If you would like to begin the 
meeting immediately, click “Start this Meeting” and the app will open the Zoom session. 
Otherwise, it will begin at the selected time. 

Providing the students with the 
invitation link in an email allows 
them to join the meeting without 
needing a Zoom account or 
software. 
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11. Launch the desktop app and begin using Zoom. 

Double click the ICON on the left to open Zoom from your desktop. 
 

The screen below will pop up and prompt you sign in. 

 

12. Starting a new meeting – Once you are logged in, you can start a new meeting, 
schedule, or join a meeting. 
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3. In the meeting – When the meeting starts, you will see a screen similar to the one 
elow. Familiarize yourself with the Zoom communication and collaboration tools, such as 
creen sharing, the chat function, and breakout rooms. 
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14. Screen Sharing and Recording: During the meeting, you can share your screen by 
clicking the green “Share” button. You can choose to share your entire screen, just one 
application open on your screen (e.g., a PowerPoint Presentation), or the Zoom 
Whiteboard. If you want to share a video with sound, be sure to check "Share computer 
sound." You can also record the meeting or use the record function to create a video 
tutorial. 
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