
Hosting Zoom – A guide to the first time setup and 

subsequent use of Zoom for meetings. 

This guide uses Windows 10. If you are running another operating system the 

procedure will differ at certain points. However, the process should follow the 

same basic steps, and the key steps should not differ greatly.  

To use zoom successfully you need a device with at least a microphone, and 

ideally a webcam as well. These can be obtained on amazon for relatively little 

money if this is something you are not equipped with. Most modern laptops 

are equipped with both as standard. 

 

 

Section 1: First time installation and setup 

Step 1: Open a web browser. Type “zoom.us” into the address bar 

and press enter. You should reach the following page. Click the 

circled button. 

 
 



Step 2: Enter the email address you wish to use for your zoom 

account. (I suggest you use the one you would use for housegroup.) 

Then click “Sign Up”

 
Step 3: Go to your email account. You should shortly receive an email 

like the one below. Click the circled button. 

 



Step 4: You will be taken to a page asking for your name and a 

password. You must make sure you note down your password, and 

keep it somewhere secure. 

 

Step 5: You will be asked if you want to invite your colleagues. Do not 

enter any addresses. Click on the “skip this step” button at the 

bottom. 

  

 



Step 6: Having done this you will reach a page inviting you to start a 

test meeting. Do not do this. Instead hover your mouse over 

“resources” on the menu bar (top left of webpage.) Click on 

“Download Zoom Client” from the menu that appears. 

 

Step 7: Click the circled button to download the installation file. The 

exact procedure will vary from browser to browser. Once you have 

downloaded the file you need to run the file. If you are unable to do 

this from your browser, go to your downloads folder and double click 

on the file. 

 

 



Step 8: Once you have run the installation file the following window 

should appear. Do nothing until this has completed. 

 

 

Step 9: Once the installation has completed the following window 

should open. Click “sign in”. 

 

 

 

 

 

 



Step 10: Sign in using the email address and the password which you 

created earlier on in the process. To save time in future you can click 

“keep me logged in”, but only if you are on your own personal 

machine and there is no risk of others accessing your account. Then 

click “sign in”. 

 

 

 

You have now completed the first-time setup. The next set of 

instructions will show you how to create a meeting and invite others 

to join. It is worth noting that there are multiple ways to achieve 

some of these steps. I have chosen to show the methods which 

should work in the widest range of scenarios. You may find others 

which work better for you over time. 

 

 

 



Section 2: Creating and running a Zoom meeting 

Step 1: Open zoom (if not open). Click “new meeting”. 

 

 

 

Step 2: Click “Join with Computer Audio”.  

 

 

 



Step 3: At this stage click the arrow directly to the right of the “share 

screen” button. Then click “advanced sharing settings”.  

 

 

 

 

 

 

 

 

Step 4: Ensure that the screen sharing options are set to “Only Host”. 

Then click the cross at the top of the panel. 

  

 



Step 5: Click invite. On the dialogue which opens first select “email” 

at the top. Then go to the bottom and click “copy invitation”. 

 

 

 

 

 

 

 

 

 

 

 



Step 6: Go to your email. Compose an email and type the addresses 

of all your invitees are in the “to” box. Then right click in the body of 

the email and click “paste”. This should look like the image below. 

You can then click “send”, return to zoom and wait for people to join 

your meeting. 

 

Do not share an invitation to a meeting by indirect social media. This 

could lead to strangers being able to join the meeting, which could 

potentially lead to undesirable situations. By emailing we ensure that 

we know all those we are inviting to meet with us. 

 

 

 

 

 

 

 

 



If you have followed me through to the end, well done. I hope that 

this guide helps to bring you together with others in community. If 

others are uncertain how to accept your invitations to a zoom 

meeting please direct them to the guide for this, which can be found 

alongside this guide on the website. 

 

The church have asked me to include the following advice from the 

diocese regarding the safe and responsible use of zoom. It is 

important to remember that safeguarding is at least as important 

online as it is in person, if not more so. Please note that instructions 

above comply with the advice given. 

 

You may be aware in the news of Zoom meetings being hijacked by an anonymous 

person(s) and then being able to share inappropriate content to the audience.  We have 

reviewed the recommended changes to be made to our Zoom environment which we’ve 

applied with immediate effect. I’ve listed and highlighted these in yellow below.  I’ve 

also pasted some guidelines on what best practices to follow. 

• Do not make meetings or classrooms public. In Zoom, there are two options to 

make a meeting private: require a meeting password or use the waiting room 

feature and control the admittance of guests.  

• Do not share a link to a teleconference or classroom on an unrestricted publicly 

available social media post. Provide the link directly to specific people. 

• Manage screensharing options. In Zoom, change screensharing to “Host Only.” 

• Ensure users are using the updated version of remote access/meeting 

applications. In January 2020, Zoom updated their software. In their security 

update, the teleconference software provider added passwords by default for 

meetings and disabled the ability to randomly scan for meetings to join.  The 

latest app is being installed and reported by Zoom. 

• Lastly, ensure that your organization’s telework policy or guide addresses 

requirements for physical and information security. 

 

 

I pray that God would bless us as we use zoom as a tool to further his 

Kingdom. 


