
How to use Zoom
A guide from the Cook Memorial Library



Why Zoom?
Cook Memorial Library has a Zoom Pro license. This platform was chosen 
because it is familiar, easy to use, and offers a phone-in option. Zoom is being 
used to offer online programming and for online meetings of the Board of 
Trustees.

Our library is following the best practices guide for setting up Zoom meetings 
developed by the University of New Hampshire when setting up Zoom meetings.

As with any online tool, it is important to read Zoom’s privacy policy and know how 
to adjust personal settings before using. 

https://www.unh.edu/it/news/2020/03/prevent-zoombombing
https://www.unh.edu/it/news/2020/03/prevent-zoombombing
https://zoom.us/privacy
https://support.zoom.us/hc/en-us/articles/201362623-Changing-settings-in-the-desktop-client-or-mobile-app


What’s in this guide

● how to join a Zoom meeting
● how to use Zoom on a mobile phone or tablet
● how to adjust your settings when using Zoom
● how to use Zoom for your own meetings



How to join a Zoom meeting on a desktop computer

Select “play” 
arrow to 
watch video.

Mac 
computer 
users, 
here’s some 
additional 
information 
for you.

http://www.youtube.com/watch?v=MJ4_pz49x0E
https://support.zoom.us/hc/en-us/articles/203020795-How-To-Install-on-Mac
https://support.zoom.us/hc/en-us/articles/203020795-How-To-Install-on-Mac
https://support.zoom.us/hc/en-us/articles/203020795-How-To-Install-on-Mac
https://support.zoom.us/hc/en-us/articles/203020795-How-To-Install-on-Mac


How to join a Zoom meeting on your phone or tablet
From Tom’s guide:

1. Download the Zoom Cloud Meetings app for Apple iOS or for Android on 

Google Play, and set it up using your contact information — which the host 

can use to "call" you. Then, either 

2. Your app will ring when the host "calls" you (Accept the call)

or

3. Open the mobile app.

4. Tap on "Join a Meeting." 

https://www.tomsguide.com/news/how-to-join-a-zoom-meeting
https://apple.sjv.io/c/221109/795481/7613?subId1=tomsguide-5625798115013282000&u=https%3A%2F%2Fapps.apple.com%2Fus%2Fapp%2Fzoom-cloud-meetings%2Fid546505307
https://play.google.com/store/apps/details?id=us.zoom.videomeetings&hl=en_US
https://play.google.com/store/apps/details?id=us.zoom.videomeetings&hl=en_US


How to join a Zoom meeting, cont’d
5. Enter the meeting ID and your name and set audio/video permissions.

or

6. Tap on the meeting invite URL that the host shared via email or text, which 

will open the Zoom app. The app may ask for permission to use your phone's 

camera.

Depending on the meeting's set-up, you may enter the meeting right away, you may need to wait for the 

host to arrive first or you may be placed into a waiting room that the host controls.

No longer interested in Zoom? Here's how to delete Zoom from your devices. 

https://www.tomsguide.com/how-to/how-to-delete-zoom


How to adjust your settings when using Zoom
As a client user 
(attending a Zoom 
meeting, not 
setting one up), 
you have control 
over your audio 
and video settings

http://www.youtube.com/watch?v=-s76QHshQnY


More on how to adjust your settings 
You can also control more settings.

How to adjust your settings during a 
Zoom meeting on a computer:

Select up arrow next to either Audio 
or Video at bottom left. Choose 
“Audio settings” or “Video Settings” 
from pop-up list.

Check additional settings by selecting 
from list that appears on the left 
(General, Recording, etc.)



Even more on how to adjust your settings 
Find settings in a Zoom meeting on a mobile phone or tablet:



The last word on adjusting your settings
From the Zoom Help Center, text based instructions:

https://support.zoom.us/hc/en-us/articles/201362623-Changing-settings-in-the-desktop-client-or-mobile-app

https://support.zoom.us/hc/en-us/articles/201362623-Changing-settings-in-the-desktop-client-or-mobile-app


Using Zoom for your own meetings
Like Zoom? You may want to use Zoom to host your own meetings.

Here’s how:

https://www.theverge.com/2020/3/31/21197215/how-to-zoom-free-account-get-started-register-sign-up-log-in-invite

Be sure to review your settings as host!

https://www.theverge.com/2020/3/31/21197215/how-to-zoom-free-account-get-started-register-sign-up-log-in-invite


And finally,
Be sure to keep your Zoom host, client, and app software up-to-date. Updates are 
made to address security issues and to make sure Zoom keeps working with your 
devices after they are updated. 

Happy Zooming!
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