
Thank you for joining us with Zoom!  
If you have questions about Zoom please don’t hesitate 

to reach out to the church office at (574) 533-5760.

USING ZOOM
There are 3 ways you can join a Zoom Meeting.  
1. Computer
2. Tablet
3. Smart Phone 

Within this document we will walk through each of these ways of using Zoom; including 
tips and tricks for each way.

FIRST TIME CONNECTING TO ZOOM
Regardless of which way you join a Zoom Meeting, you will need to download some 
software to your device.  Allow yourself 3-4 minutes the first time you connect to 
download this software.

For a computer go to https://zoom.us/download and download Zoom Client for 
meetings. 

For a tablet or smart phone download the Zoom App.  Look for the logo in the upper 
right hand corner when searching for the Zoom App.

Typically the first time you connect it will ask for your name and email.  You DO NOT 
need to set up a zoom account to login to a Zoom Meting.

Once you have downloaded the software or app there are a couple of ways you can 
log into a Zoom Meeting.
• Click the Zoom Link in the invite you received 
• Input the Meeting ID and Password directly into the App

ZOOM TIPS

XXX XXX XXX (see the invitation you received for the actual Meeting ID) 
XXXXXX (see the invitation you received for the actual Password)

(see the invitation you received for the actual link)

https://zoom.us/download


ZOOM ON YOUR COMPUTER
Below is your guide to using 
Zoom on your computer.

LOGGING IN
If you are logging in by clicking 
the “Join Zoom Meeting” link 
this image will appear.  Click 
Allow.  It will then take you to 
the meeting, where you will need to allow other options. (see 
steps below)

If you login in by opening the Zoom App this screen will 
appear and you will need to input the Meeting ID.

Once logged on you will be asked about audio 
and how you are going to listen into the meeting.  
This is the typical screen you will see for options 
for audio.  If you have a computer with speakers 
on it you will want to click the blue highlighted 
option “Join With Computer Audio.”  You can test 
it out first to see how loud your sound is by 
pressing the “Test Speaker and Microphone” 

If you do not have speakers on your computer you can call in by using your phone.  
The number you will need to call is listed under the “Phone Call” tab on this screen.

AUDIO & VIDEO CONTROLS
Once in a Zoom Meeting you can change your 
audio and video settings. They are in the bottom left 



corner of the screen and look like this —>

Audio Controls are adjusted by the microphone icon. Here are some tips for your 
Audio:
• If you see a red slash through the microphone you are muted. 
• Click the microphone to unmute or mute 

yourself
• It is helpful to have yourself muted unless you 

are talking as background noise in your home 
might be distracting for others.

Video Controls are adjusted by the camera icon.  
Here are some tips for your Video:
• If you see a red slash through the camera you 

are not visible on the screen.  Another way to 
notice this is your image on the screen will only 
say your name and look like this —>

• If you need to walk away from your screen, yell at 
someone in your house, or whatever it is helpful to 
click on the camera button and make your video go 
off. 
*remember if you are yelling and you are not muted 

everyone will hear you!

SCREEN VIEWS
You have two options to view everyone in the Zoom 
Meeting. The control for this is the upper top right corner.  
Just click on it to switch between the two options below. 

Gallery View is how you can see everyone on your screen 
at once.  They are resized into boxes on your computer 
screen.  This is best for group meetings. 

Speaker View will place whoever is speaking in the center 



of the screen in a larger image.  Everyone else will be smaller 
images at the top of your screen.  This is best for classes/bible 
studies

SENDING A MESSAGE
You can send a message using the chat feature, which is at the 
bottom of your screen. Click on the chat feature to ask questions or make comments.  
Within the Chat feature you have the option to send the message to everyone or just 
the host.  Keep in mind the host may not see the message until done presenting.  

ZOOM ON YOUR TABLET
Below is your guide to using Zoom on your tablet.

Things on a tablet are similar to a computer more or less.  The differences are where 
you find the icons located.

LOGGING IN
Like with logging in on the computer you can either click the 
“Join Zoom Meeting” or open the Zoom App and input the 
Meeting ID.

Once logged on you will see this screen asking about audio 
and how you are going to listen into the meeting.  This is the 
typical screen you will see for options for audio.  Most 
tablets have speakers so click “Call using Internet Audio”

If you do not have speakers on your 
tablet you can call in by using your 
phone.  The number you will need to call 
is listed under the “Dial In” on this 
screen.

AUDIO & VIDEO CONTROLS
Once in a Zoom Meeting you can change your audio and video settings. They are in 
the upper right corner of the screen and look like this —>



How to control these are the same as the computer.  If you 
see are red slash through either the camera or microphone 
they are not working or you are muted.  Simply click on them 
to be seen or heard.

SCREEN VIEWS
You have two options- Gallery View or Speaker View- to view 
everyone in the Zoom Meeting. The control for this is in a different 
spot than on the computer.  On your table they will be on the left hand 
side along the upper edge. Just click on it to switch between the two 
options below. 

SENDING A MESSAGE
To send a message you will need to click on the three little dots that say “More”.  Once 
you click on it you can choose to chat like you would on the computer.

ZOOM ON YOUR SMARTPHONE
Below is your guide to using Zoom on your Smartphone.

Things on a Smartphone are similar to a tablet more or less.  The 
differences are where you find the icons located.

LOGGING IN
Like with logging in on the tablet you can either click the “Join Zoom 
Meeting” or open the Zoom App and input the Meeting ID.

Once logged on you will see this screen asking about audio and how you are going to 
listen into the meeting.  This is the typical screen you will see for options for audio.  
Most smartphones have speakers 
so click “Call using Internet Audio”

If you do not have speakers on your 
tablet you can call in by using your 
phone.  The number you will need 



to call is listed under the “Dial In” on this screen.

AUDIO & VIDEO CONTROLS
Once in a Zoom Meeting you can change your audio and video settings. They are in 
the bottom of the screen and look like this —>

How to control these are the same as the tablet.  If you see are red slash through 
either the camera or microphone they are not working or you are muted.  Simply click 
on them to be seen or heard.

SCREEN VIEWS
This is where things are completely different than a computer or tablet.  On a 
smartphone you can switch between- Gallery View or Speaker View- by swiping to the 
right or left.  However, in Gallery View on a phone you are only able to see 4 people at 
a time.  You have to swipe to the left to see everyone.

SENDING A MESSAGE
Like using a tablet to send a message you will need to click on the three little dots that 
say “More”.  Once you click on it you can choose to chat like you would on the 
computer.


