
Zoom 101: Guidelines to Prepare for #HIV2020 
 

Signing up for a Zoom account 

A basic Zoom account is free to use and allows you to join any other meeting hosted in Zoom. Unless 
you are hosting an HIV2020 session we recommend you just stick with a basic, free Zoom account 
instead of paying for a bigger package.  

To start using Zoom you will first need 
to head over to www.zoom.us and 
sign up for an account. While it will 
prompt you to enter your work e-mail 
to sign up, you can enter in whatever 
e-mail you prefer. You can also sign in 
through either Google or Facebook, 
though we recommend creating a 
separate Zoom account for security 
purposes. A confirmation e-mail will 
be sent to you containing a link you 
will need to click to activate your 
account, at which point you will complete account creation by entering your name and setting up a 
strong password. It will also ask if you want to invite others to join Zoom; you can feel free to skip this.  

After you sign up Zoom will automatically ask if you want to download the Zoom app for your PC or Mac. 
While it is possible to join a Zoom meeting just from your internet browser, it is much easier to use 
when you download the application. So we recommend you choose to download the app right to your 
computer. If you miss this step somehow, or decide later you do want to have the app, you can head 
over to www.zoom.us/download 

You can also do all of this on the Zoom app if you plan on using a mobile device such as a phone or 
tablet for your Zoom calls. You can find the Zoom app in the Apple, Android, and Google app stores. If 
you are using a mobile device you must have the app installed.  



Setting up a Zoom meeting 

The host of the meeting can schedule a 
call from the main Zoom platform by 
clicking “Schedule”. There the host will 
have a list of options to go through to set 
up the meeting, as seen to the right. 
Scheduling the meeting will create a 
unique meeting ID, a password 
(optional), and a link to the call. Once 
you schedule the meeting you can also 
send participants a link via Google or 
Outlooks calendars (this option is 
optional).  

When your call is schedule the meeting 
information will be accessible via the home page of the zoom platform by clicking the “meetings” tab. 
There you will be able to see and copy all information relevant to your meeting. 

Do not publicly share the meeting information 

The easiest and most essential thing you can do to ensure a Zoom call is secure is to not share the 
information necessary for accessing the call. Be sure that only participants have access to: 

• The 9-digit meeting ID. Always 
click “generate automatically” 
to set up this meeting ID 
instead of using your Personal 
Meeting ID (PMI), to make it 
harder for potential trolls or 
hackers to gain access. This 
happens automatically when 
you schedule a meeting on 
Zoom. 

• Meeting password (if there is 
one). 

• Call invitation link. 

Making sure Zoom call information is 
only available to those attending the 
call is the best way to avoid hackers, trolls, or any other intrusions. Once the call information gets out 
there it is hard to prevent this without creating an all new meeting. Hosts should be careful about who 
and where they share Zoom call information.  

 

 



Enabling the waiting room and locking the meeting 

Both of these options are found under the “Security” tab, which the host will be able to see at the 
bottom of the call window. 

The waiting room is usually set as the 
default option when it comes to Zoom 
calls. Enabling the waiting room means 
the host of the meeting will have to 
manually approve each person who tries 
to join. When a participant clicks a link or 
joins the meeting, they will be placed in 
the waiting room, where they cannot hear 
or interact with the meeting. The host will 
be able to manage entry from the waiting 
room in the “manage participants” tab.  

Locking the meetings mean no other participants can join the session, even if they have the correct 
credentials. Hosts should decide for themselves if they want to lock the meeting when their session 
begins, but it’s good to know where this option is at least in case uninvited parties are attempting to 
gain entry.  

You can also allow or prevent participants from sharing their screen or chatting in this menu.  

Screen sharing 

If enabled, screen sharing allows a participant to share what is currently on their screen. This makes it 
easy to conduct powerpoint presentations or other visual displays on Zoon.  

To start sharing your screen, just click the bright green “share screen” button at the bottom of the Zoom 
call, as seen in the picture above. Zoom’s default setting is to only allow one participant to share their 
screen at a time, and it is recommended that meeting hosts stick to this as sharing multiple screens can 
eat up bandwidth very quickly.  

Some general Zoom best practices 

• Everyone should mute themselves when not speaking. The host can set all participants to be 
muted upon entry under the “manage participants” tab.  

• Not everyone needs to be on video at once, and especially on larger calls, it can be helpful for 
bandwidth to request non-presenting participants turn off their video.  

• Hosts should ask permission before recording each session, to ensure people know they are 
being recorded.  

• To avoid people speaking over each other, hosts should consider establishing a protocol where 
people should indicate they have a question/something to say in the chat before unmuting 
themselves.  


