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A NEW MEETING This function will immediately access your camera and open up a teleconferencing meeting. You can invite 
participants from within the teleconferencing screen.

B JOIN This function allows you to join a meeting that someone else set up. You will need a meeting ID or personal link name 
to join a meeting.

C SCHEDULE This function will open up a meeting invitation so you can schedule a Zoom meeting for a future date. You can 
invite participants from within your selected calendar application (e.g., Outlook).

D SHARE SCREEN This function will allow you to share your screen with an ongoing meeting. You cannot use this feature 
unless you have a meeting ID for an active meeting. Note: You can also share your screen from within the meeting window so 
it may be easier to complete this function that way.
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HOME SCREEN   How to Navigate

A B

C D

For the ZOOM HELP CENTER, visit support.zoom.us/hc/en-us

https://support.zoom.us/hc/en-us


UVA'S ZOOM USER GUIDE  

USING ZOOM  3/10

NOTE: These instructions are the same across most operating systems.

MEETINGS   Key Features

A JOIN AUDIO/MUTE Click here if you did not set up your audio on the last prompt. Once your audio is set up, this will convert 
to a “mute” button if you ever need to mute your microphone in a meeting.

B START/STOP VIDEO Click here if you would like to turn off your computer camera and stop meeting participants from seeing 
you. Note: This does not turn off your audio. If you want to turn off your audio, you will need to mute your microphone.

C CHAT Click here to open a chat window on the right side of the screen. This will allow you to type messages and/or share 
files with other meeting participants. 

D END MEETING Click here if you would like to leave the meeting. If you created the meeting, you will have the option to leave 
the meeting (just you) or end the meeting for all participants.

A B C D
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A When you click “New Meeting,” Zoom will automatically access your computer’s camera and open a video conference 
window. You will be prompted to choose your audio preference for the meeting.

B When you start a new meeting, you will have the option to use your computer’s audio (speakers and microphone) or your 
phone. Using your computer’s audio is the default.  

If you have not previously tested your computer’s speakers and microphone, please do this before you join the meeting with 
your computer’s audio. To do this, please click the link which says “Test Speaker and Microphone.” For details on how to test 
your computer's audio or to use your phone for audio, please refer to page 9 of this user guide. 

If you have already tested your speaker and microphone, you can go ahead and click the “Join with computer audio” button.
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MEETINGS   How to START a Meeting

A

B
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A If you want to schedule a Zoom meeting for sometime in the future, click the “Schedule” button from the main screen. This 
will launch a window with scheduling details.

B Use this Scheduling window to input all relevant details related to your future Zoom meeting. Once you have made all your 
selections and click “schedule” at the bottom, Zoom will automatically open a new appointment in the calendar application 
you selected on this form. From your calendar application (e.g., Outlook), you can invite others to the meeting.
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MEETINGS   How to SCHEDULE a Meeting

A

B

In the video field, 
select “on” for host 
and participants.  This 
will ensure that video 
automatically starts for 
everyone in the meeting.

Choose the calendar 
application where 
you want to manage 
the Zoom meeting 
invitation.

Make sure to select 
“telephone and 
computer audio” 
so participants who 
have trouble with 
their computer audio 
have the option of 
calling in.
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A If you want to join a meeting that someone else set up, click “Join” from the main screen. A new window will open asking 
for a meeting ID.

B If you were invited by email, the meeting ID information will be in the email invite. Note: The meeting organizer must give you 
the meeting ID in order to join. Once you have entered the meeting ID, click “Join” and you will be directed to the meeting.  

Note: Meeting participants can also join using just a phone. Having access to a computer is not required to join a meeting.
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MEETINGS   How to JOIN a Meeting

A

B Your Name

171-051-413
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B

A When you click "invite," click “email” on the top right of the window and then click the “default email” icon. This will open a 
new email window in your default email browser. 

B The new email window will include all information participants need to access the meeting, including phone numbers in 
case they need to dial in for audio. Enter participants’ email addresses and send, just as you would a normal email.   

Note: You can only invite meeting participants this way to a meeting already in progress. To invite people to a future meeting, 
please refer to page 5 of this user guide.
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INVITING PARTICIPANTS   Through Email

A
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Join our Zoom meeting in progress
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A When you click invite, a window will open up with a directory from where you can invite people to join your meeting. Inviting 
participants from your Zoom contacts will open up as the default. From here, you can search for meeting participants by 
name or UVA user ID.  

B When you have found the person you want to invite, click their name.  You will see that person’s name appear in the search 
bar. Continue using the search bar to identify and select everyone you would like to invite to your meeting. Once you have 
identified and selected everyone, click the blue “invite” bottom at the bottom of the window. Note: Inviting participants from 
contacts sends an alert to invitees in Zoom saying that you are requesting their participation in a meeting that is currently 
happening. This invitation only works if the invitees have Zoom open on their computers. If Zoom is closed, invitees will not 
receive your meeting invitation. 

Note: You can only invite meeting participants this way to a meeting already in progress. To invite people to a future meeting, 
please refer to page 5 of this user guide.
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INVITING PARTICIPANTS   Through Contacts

A

B
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A When you start or join a new meeting, we recommend testing your computer’s speaker and audio before entering the 
meeting.  When you click “Test Speaker and Microphone,” you will be directed to two prompts to check your computer’s 
audio. If you answer yes to both prompts, you can click “Join with computer audio” on the next screen.

B If you answered no to either of the test prompts when testing your computer audio, you will need to use a phone to call in 
to the video conference. If this applies to you, click where it says “Phone Call” at the top of the window. 
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AUDIO   Testing and Connecting

A

B
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C Use your phone to call any of the phone numbers listed to call in to the meeting. After, you will be prompted for two pieces 
of information: the meeting ID and your Zoom participant ID. This information is located on your computer at the top of the 
Zoom window. Note: As long as your computer’s camera works, you will still be able to see meeting participants. Using your 
phone does not limit your visual capabilities, it just uses a different audio source so meeting participants can still hear you 
(and you can hear them). 

Note: Meeting participants can also join using just a phone. Having access to a computer is not required to join a meeting.
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AUDIO (CONTINUED) 

C
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