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What is Zoom?

Zoom is a cloud-based video conferencing product that, in its simplest form, allows 
users to connect from computers for mobile devices.  In some ways, it is similar to 
Skype, which many people are familiar with.  The primary differences, though are:

• Skype is limited in the number of connections it can support
• Skype can only connect computers and mobile devices
• Zoom acts as a bridge for all the connections

While Skype can only handle a few video connections in one call, the basic free Zoom 
package allows up to one hundred participants in a meeting.  The paid packages 
increase this to a maximum of five hundred participants.

Skype is also limited in that it can only connect computers and mobile devices—smart 
phones and tablets.  While the basic Zoom package only connects computers and 
mobile devices, there is an add-on that allows computers, mobile devices, and room-
based (hardware codec) video conferencing systems to take part in the same call.  
Room-based systems, until recently, could only communicate with other room-based 
systems, but Zoom and their competitor, BlueJeans, have allowed interconnectivity 
between all types of conferencing systems.

When you make a Skype call, you call directly to the other user, and the call is 
connected through the internet.  With Zoom, all the participants connect through Zoom.  
Calling is similar to making a phone conference call through a bridging service.  All the 
phone participants call in to the same number, and then they enter a meeting code.  The 
phone bridge connects all the participants in that meeting together.  Zoom works in a 
similar way.  All the participants have a meeting code that they either enter directly, if 
calling from a room-based system, or it is embedded in a link that the computer and 
mobile users click on to connect.

In addition to basic conferencing between computer, mobile devices, and room-based 
systems, Zoom offers some other options.  In addition to the “large meeting” option 
mentioned above, you can also use Zoom for webinars.  In a normal conference, the 
participants can hear all the other participants and speak back to them.  In a webinar, 
the communication is one-way.  A presenter delivers a presentation to an audience on 
their computers and mobile devices, or in conference rooms with a codec-based video 
conferencing system.  The audience can hear and see the presentation, but do not have 
the ability to talk back.  For feedback, there is a “chat” feature, or the webinar organizers 
can set up an e-mail address that the audience can contact with questions or 
comments.  In webinar mode, Zoom can handle up to 10,000 audience members.  This 
feature is best used for announcements or training.
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First Steps

To use Zoom as a meeting participant, you just need to be invited to the meeting by the 
meeting organizer.  If you going to connect from a computer or mobile device, you will 
be sent a link to click on.  This will download the Zoom application and install it on your 
device.  You do not need admin rights for the app to be loaded on a University 
computer.  Once the application is installed, it will open and you will be connected to the 
meeting.  The link contains a nine-digit number that identifies the specific meeting that 
you are taking part in.

The download and installation of the application only happens the first time you join a 
Zoom meeting with a specific device—computer or mobile device.  Any future meetings 
will just open the application and connect to the meeting.

As with all computer-based conferencing solutions, for best results you need a camera 
and suitable audio devices.  Most laptops now have a built-in cameras, microphone and 
speakers.  If you are using a desktop computer, though, you will need to use an external 
camera and microphone.  Most webcams have a built-in microphone, but you will get 
the best audio results on both laptops and desktops if you use headphones with a 
microphone, like the set shown below:
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Becoming A User

If you are planning on setting up your own meetings, you need to be a user.  The Zoom 
account “Owner” or one of the account “Admins” can set up users as either an “Admin” 
or “Pro” user.  Either status allows you to create meetings in Zoom.

When you are added as a user, you will receive an e-mail indicating that an account has 
been created for you.  The e-mail contains a link that you click on to verify your e-mail 
address.  When you click on the link, you are asked to confirm your name and create a 
password.  The password is tied to the e-mail address that was entered by the Owner or 
Admin when they added you to the Zoom service.

The e-mail that is sent to you also contains a link to the Zoom Support Page, which has 
a vast amount of information on using Zoom.  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Scheduling A Meeting

To schedule a meeting, you first need to log into the Zoom website.  The URL for the 
website is https://zoom.us.  Since you will probably be using this link fairly often, you 
should probably bookmark it.

The Zoom home page has a “Sign In” link in the upper right corner of the page:
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Clicking on the link will take you to the sign in page, where you will enter your e-mail 
address and the password you created when you were added as user:
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Logging in will take you to your Zoom page, which contains information about your 
account status:

In the upper right hand corner, you will see some options for joining or creating 
meetings:

“Host A Meeting” will immediately start a meeting that you can invite people into.

“Join A Meeting” will let you enter into a meeting that has already been created.  To join, 
you will need to know the nine-digit meeting number.
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“Schedule A Meeting” will let you create a meeting that will take place at some time in 
the future.  It is basically the same idea as creating a meeting invitation in your Outlook 
Calendar.

When you click on the “Schedule A Meeting” link, you get the following page:

The important fields are:

Topic—Pick a name that means something to the participants.

Description—This is optional, but lets you add a comment about what the meeting will 
be about.

When—This is where you select the date and time for the meeting.  It is a good idea to 
choose a start time that is slightly earlier than the actual start time of the event.  This 
allows participants to join the meeting and test their connections beforehand.

Duration—Pick a duration that is a bit longer than you think you will need.

Recurring meeting—This is like the recurring meeting option in the Outlook Calendar.  If 
you have a meeting that will repeat on a regular basis, check the box and you will be 
given options of how often the meeting will repeat and at what interval.
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As you scroll down the form, more settings appear (the full form is shown in the 
appendix of this document):

The next settings are:

Registrations—We generally don’t require people to pre-register for meetings, but this 
might be something that you want or need to do in specific circumstances.

Video—The default setting for both the Host and the Participants is “off,” but you may 
want to set this to “on.”  If you leave it at “off,” all parties to the call will be connected 
with their cameras off, but they can be turned on after the connection has been made.  
If you set it to “on,” the participants’ cameras will be on as soon as they connect.

Audio—The default setting is “Both,” which allows participants to connect to the audio 
stream through the computer, or by telephone.  Connecting by telephone usually 
involves a long distance call into the Zoom service, but it may occasionally be 
necessary on important calls where a participant is unable to connect by computer.

Meeting Options—The only option that we normally use is the “Enable join before host.”  
This allows people to join the meeting before the host connects.  If you leave this box 
unchecked, the host must be connected before anybody else can join the session.  
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People often like to log in a bit early to make sure that they’re connected properly, so 
giving them the option of connecting before the host does allows them to check their 
connection.

Scrolling down a bit more shows the end of the form:

The last option, “Record the meeting automatically,” is not a feature to which we are 
currently subscribed.  If we were, meetings would be recorded “in the cloud,” and could 
be viewed and downloaded after the meeting ends.  You can do a local recording on 
any computers that are connected to the call, however.

Once all the information is entered into the form, click on the “Save” button.  Saving the 
document will bring up a new page that you can use to invite the participants to the 
meeting.
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Inviting Participants To A Meeting

After you save the details of your meeting, you will see another page that summarizes 
the details of the meeting.  Like the previous form, it takes up more than one screen on 
your computer.  The full form is also shown in the appendix.

The top of the form has the basic meeting information—meeting name, date, time.  It 
also has links that allow you to add the meeting to your calendar:

If you click on one of the calendar buttons, it will add the meeting to your calendar.  At 
that point, you can go to your calendar and click on the meeting to open up the calendar 
entry.  You can then add the e-mail addresses of the participants and send a meeting 
invitation to them.  The body of the invitation will contain all the details on how to 
connect to the meeting.  There will be a link that computer and mobile device users can 
click on to join, as well as phone in numbers and information on how to connect from a 
room-based (hardware codec) video conferencing system.
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Scrolling down to the second screen of this page just gives the remaining details of the 
meeting, as well as a links to delete or edit the meeting details, or start the meeting.

You’ll notice that there is a “Help” link in the bottom right corner of the screen.  You can 
click this link at any time to open a chat window with the Zoom help desk.
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Going back to the first screen, you will also see a link that says “Copy the invitation.”  If 
you click on this link, it will open a window with the connecting instructions:

If you click the “Copy Meeting Invitation” button, you can then paste the information into 
an e-mail that you send to the participants.  You can also edit it in the e-mail to eliminate 
unnecessary information.  For example, if nobody will be phoning in, you can delete the 
calling information.  There are also several IP addresses for people connecting from 
room-based systems, based on geographical area.  You can delete the information for 
other locations and just give the IP address for your area.
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Connecting From A Computer

As mentioned earlier on the “First Steps” page, connecting from a computer or mobile 
device is as simple as clicking on a link.  The meeting invitation will have a link that 
contains the meeting ID number, so clicking on the link will connect you to the correct 
meeting.

On a computer, the Zoom application will download and install itself if Zoom has never 
been used on that computer before.  If Zoom has been used before, the application will 
open and connect you to the meeting.  The Zoom screen will look like:

In this example, video is turned off.  Other participants will see the user’s name in a 
small window to let them know who is connected.  If video was turned on, they would 
see the participant’s camera image with a name at the bottom of the screen.  In the 
upper right corner of the window is a small button that will make the window go to full 
screen.  Meeting controls are across the bottom of the window.  In this case, we are 
looking at the host’s window.  The other participants will see something similar, but will 
not have all the same controls.
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The control strip across the bottom looks like:

On the left are the audio and video buttons.  Clicking on the headphone icon lets you 
choose between telephone audio and computer audio.  When the meeting first 
connects, you will see a pop-up window that lets you select your audio source, but this 
button on the control strip lets you change your selection later on.  Clicking on the “Start 
Video” icon starts and stops the webcam.  There is a small “up arrow” next to the 
camera icon that lets you choose your camera, if you have more than one (eg. built-in 
laptop webcam or USB webcam plugged into the laptop), and lets you adjust your video 
settings.

At the far right is a button to end the meeting. If you are a participant, you will be asked 
to confirm that you want to leave.  If you are the host, you have the choice of leaving the 
meeting, or ending the meeting for everybody.  If you are just leaving the meeting 
yourself, you will be asked to designate another participant as host.

In the middle set of buttons is a “Manage Participants” button.  Clicking there will give 
you a list of all the meeting participants and their roles in the meeting.  This is where 
you can designate another participant as the host if you are leaving the meeting but 
wish to have the meeting continue without you.
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As a host, you can invite other people to the meeting by clicking on the “Invite” button.  
The window that appears allows you to e-mail an invitation with the contact information, 
or call out to a room system.

The “Record” button at the right of the centre controls allows you to record the meeting 
onto the computer.  It is saved as an .mp4 file in the Movie or Videos folder of the 
computer.  When the meeting ends, you will see a message indicating that the video clip  
is being processed.  Do not shut down the computer until the message goes away, 
indicating that the video clip has been completely processed and saved.

The “Chat” button opens up a chat window that lets you send messages to either all the 
participants in the meeting or to specific participants.
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The “Share Screen” button allows you to share presentations or other information with 
the participants in the meeting.  Clicking on the button brings up a window showing all 
the windows open on your computer, as well as a whiteboard.  You can also share 
content from a mobile device that is connected to the computer:

Simply select the window that you wish to share and click on the “Share Screen” button 
in the lower right corner of the window.  This will put the selected window into your 
Zoom window as well as sharing it will all the other participants.  A new control strip will 
appear at the top of your window when you are presenting content:

It contains the usual controls that are normally at the bottom of the window, but it adds a 
couple of new features.  You and the other participants can annotate over the shared 
content, you can pause the sharing, or you can end the sharing.  The “More” option at 
the end basically just gives access to the options from the main control strip at the 
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bottom of the screen that aren’t shown here—invite participants, audio/video controls, 
etc. 

There is a small “Up Arrow” icon next to the “Share Screen” button on the control strip:

This gives you access to advanced sharing options.  For example, you can restrict 
sharing to the host, or allow any participant to share content.  Or you can allow more 
than one person to share content at the same time.

�18



Connecting From A Room System

Connecting from a room-based video conferencing system is a bit more complicated 
than a typical call between rooms.  Normally, you would just call the IP address of the 
other room and the call will connect either automatically, or when the person at the other 
end accepts the call.  With Zoom, you call into Zoom, and then have to enter the 
specific ID number of the meeting you wish to join.

When you receive the meeting invitation, you will be given an IP address to call.  There 
are Zoom IP addresses in several countries and the complete list is:

162.255.37.11 (US West) 
162.255.36.11 (US East) 
221.122.88.195 (China) 
115.114.131.7 (India) 
213.19.144.110 (EMEA) 
202.177.207.158 (Australia) 
209.9.211.110 (Hong Kong) 
64.211.144.160 (Brazil) 
69.174.57.160 (Canada) 

You start by calling the IP address for the closest country to your location.  Some of the 
campus video conferencing systems have a Zoom number in their directory.  The 
Canada IP address is a recent development, so some systems have the US West IP in 
the directory.  This will not make any difference to your call.
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To manually call from a Polycom system, start by pressing the “Call” button on the 
remote:
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Then enter the IP address of the Zoom location you are using, using the number keypad 
on the remote:
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The Zoom location will answer and you will see the following screen:

 
A recorded voice will tell you to enter the meeting ID number—the nine-digit number 
from the meeting invitation—and then press the “pound key” (#) to join the meeting.

Normally, if your are doing a multi-point call (more than two participants), one room 
system can dial out to both of the other systems, so one site can handle all the 
connections.  With Zoom, all sites have to dial in to Zoom separately, so this is a bit 
more complicated than usual.  However, multi-point calls from a codec are usually 
limited to four sites (Polycom) or six sites (Sony).  With Zoom, any number of room 
systems can call into a single meeting, as long as the account is set up for it.  The 
current U of C account can handle up to five room systems, with up to one hundred 
computer/mobile device connections, in a single call.  If demand warrants, we can 
increase the number of room system connections, at an additional cost. 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To enter the meeting number on a Polycom video conferencing system, you first need to  
press the “pound key”:

 
This puts the remote into a different mode where the number keypad is used to enter 
information on screen instead of entering IP addresses.  Once you’ve pressed the 
pound key, enter the nine-digit meeting number and press pound again.  This will 
connect you into the meeting.  If you are the first person in, the voice will tell you.  As 
other people enter the meeting, they will appear on screen.  

�23



Recording A Meeting

As mentioned earlier, you can record meetings onto a computer that is connected into a 
call.  Simply click on the “Record” button on the controls at the bottom of the screen.  
You cannot record a meeting if you are connecting via a room system.

When the meeting ends, your will get a message saying that file is being processed.  It 
will be saved on your computer as an .mp4 file in the “Videos” or “Movies” folder.

Zoom offers a cloud recording option that the University of Calgary is not currently 
using.  If there is sufficient demand, it is something that could be added to the account 
in the future.
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Appendix

The scheduling form:
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The Invitation screen:
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