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How to download Zoom on a Windows desktop
5 minutes to complete

What is Zoom?
Zoom is an online calling service that allows two or more people to see and hear one
another over live video. It can be used on a computer, laptop, tablet, and most types
of mobile phones. It is free to download and use, and allows you to keep in touch with
friends and family.
In this section, we’ll go over how to download and install the Zoom app to
your Windows desktop computer. Zoom can also be used on smartphones
such as Apple devices like the iPhone or iPad, as well as on Android
smartphones like the Samsung Galaxy or Google Pixel, but the instructions
below are specifically for Windows desktop.

1. Go to Zoom.us/download. You can also
access this from Zoom.us by clicking
Resources in the top right corner and
then Download Zoom Client using the
drop-down menu.

2. From the Zoom Download Center, find
“Zoom Clients for Meetings.” Click
Download.
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3. This will download the ZoomInstaller.
exe file to your computer. This file will be
downloaded to your “Downloads” folder
in your file explorer. If you do not have
an automatic folder set for downloads,
you will be prompted to choose where to
save the file.

4. Find the ZoomInstaller.exe file in your
file explorer. Click to open the file.

5. This will prompt the installation. The
installer will take a minute to process.

6. The download and installation process
is complete. You can now either Join a
Meeting as a guest or Sign In to your
Zoom account.
You’re done!
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Don’t need this guide anymore? Why not
pass it along to a friend who could use it?
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How to create a Zoom account using an email address
5 minutes to complete

In this section, we’ll go over the steps to registering for your own Zoom
account. You need to create your own account before you can use the
Zoom desktop client to make video calls.

Important: You will need
to have an email address
before continuing with
these steps.

Sunny Tips: Make sure your password is not something
that might be easy for someone else to guess. Write
down your password and keep it somewhere safe in
case you happen to forget it later on.

We will show you how to create an account
using the browser, but you can also do this
via the desktop client after downloading.
Simply click Sign In, and then Sign Up Free.
The rest of the steps will be similar to the
instructions below.

1. From the Zoom.us website, click Sign
Up, It’s Free.
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2. Use the drop-down buttons to set your
birthday. Click Continue to confirm.
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3. Enter the email address you wish to use
for creating your Zoom account. Then
click Sign Up.

4. An email will be sent to the email account
you used to create your Zoom account.
Check your email inbox for the email.
It may take a couple minutes for you to
receive it. If you still haven’t received it,
click Resend another email.

5. From the verification email, click
Activate Account. Alternatively, you can
copy and paste the URL link into your
browser.

6. Next, you will be asked to choose
whether you are signing up on behalf of
an organization, such as a school. Use
the toggle buttons to select Yes or No,
and then click Continue.
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7. Next, you will need to list your name
8. With your credentials entered, you can
(first and last), and set a password. Input
now invite contacts to connect with on
both, being sure to follow password
Zoom. Simply enter an email address
restrictions. Once done, click Continue.
to invite a contact. Once you’ve input the
contacts you wish to invite to use Zoom,
click Invite. (If you don’t want to invite
anyone right now, click Skip this step to
advance).

9. You’re all done! You’ve created your
free Zoom account and can now start,
schedule, and host your own meetings.

You’re done!
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How to sign in to Zoom
2 minutes to complete

Now that you have created your account,
we’ll show you how to sign in and start a call
with your loved ones.

Important: If you signed up with your
phone number, you’ll need to sign in
with your phone number. If you signed
up with your email address, you’ll need
to sign in with your email address.

1. Type “Zoom” into the search bar
from your start menu. Click the
Start Zoom app icon.

2. Click Sign In.

3. Enter your Email Address and
Password in the fields provided,
and click Sign In.

4. You’re in! You should now see the
home screen of the Zoom desktop
client.
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You’re done!
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How to add your first Zoom contact
5 minutes to complete

In this section, we will cover how to add contacts on Zoom. On Zoom,
adding contacts is as easy as entering email addresses.

1. From the desktop client, click Contacts
from the main menu.

2. Click the + symbol, and then click Add
Contact.

3. Enter the email address of someone
you want to invite, and then click Add
Contact.

4. An invitation will be sent to that email
address requesting that they add you to
their Zoom contacts. Click OK to confirm
that this was sent. That’s it! Just repeat
these steps to invite others.
You’re done!
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How to start a video call through Zoom
2 minutes to complete

Now that you’ve created an account and added contacts, we’ll show you
how to start a video call using Zoom on a Windows desktop computer.

1. Open the Zoom desktop client or
navigate to the Home screen of the
desktop app.

3. Your Zoom meeting will open. Click Join
with Computer Audio to enable your
computer audio and microphone.
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2. Click New Meeting.

Important: Prior to joining the call,
you can test to ensure your audio and
microphone are working properly.
To do this, click Test Speaker and
Microphone.
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4. You’re all set! Your meeting should
be running. You can now invite other
Participants.
You’re done!
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Don’t need this guide anymore? Why not
pass it along to a friend who could use it?
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How to join a video call through Zoom (with a Meeting ID)
2 minutes to complete

If you’ve been invited to a Zoom call, just ask the person to share the
Meeting ID and password for the call. Once you have it, you can join
their meeting.

1. Open the Zoom desktop client or
navigate to the Home screen of the
desktop app.

2. Click Join.

3. Enter the Meeting ID and click Join.

4. Your Zoom meeting will open. Click Join
with Computer Audio to enable your
computer audio and microphone.
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Important: Prior to joining the call,
you can test to ensure your audio and
microphone are working properly.
To do this, click Test Speaker and
Microphone.
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5. You’re all done. You will now have joined
the meeting and can participate on the
call.
You’re done!

Don’t need this guide anymore? Why not
pass it along to a friend who could use it?
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Zoom call buttons overview
In this section, we’ll show you what controls you can use during a Zoom
video call, including how to mute, start and stop video, and end the call.
There are some controls that you will likely not need, so we’ll point out
which controls are essential so you can disregard the buttons that are not
necessary for your purposes.

1 Mute/unmute yourself while on the call.
2 Start Video enables or disables video
camera feed, which displays your video.
3 Security settings and features, such as
enabling the waiting room, locking the
meeting, and participant permissions.
4 Participants opens the participants
window, listing the participants on the
call.

6 Share Screen allows you to display a
monitor or window that you are running
on your device. A window will open
that will allow you to select the screen/
window that you want to share with
participants on the call.
7 Record starts recording the current
video-conference meeting.
8 End allows you to leave the meeting or
end the call for all users.

5 Chat opens the chat window, which
displays an instant messaging
conversation between meeting
participants.
Don’t need this guide anymore? Why not
pass it along to a friend who could use it?
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Zoom FAQs
While using Zoom, you might find yourself running into
issues or having questions. In this section, we’ll cover some
common problems and explain how to solve them.

What to do if you forget your password
While signing up, we recommended you
write down your password and keep it in a
safe place. If you’re able to find your written
copy, great! Now you have your password
and can sign in.
If you misplace the written copy, you can
tap Forgot Password while signing in and
follow along with the verification steps in
order to reset your password and get back
into your account.
What to do if you’re unable to make or
receive calls

What to do if you’re having trouble
hearing someone while on a call
If you’re having trouble hearing your loved
ones while talking to them on Zoom, try
using the computer volume settings. Even
if the audio is enabled through Zoom,
your computer audio settings need to be
functioning as well. Access your computer’s
audio settings by clicking the microphone
button in the bottom right corner of the
start bar.
Can I make regular phone calls with my
Zoom account?

Check that you have an active Internet
connection and that your device is
connected to Wi-Fi.

Zoom does not offer this as a base feature,
but you can use your phone number to call
into Zoom calls if you don’t have an Internet
connection.

Is Zoom free to use?

What to do if all else fails

Yes, making and receiving calls between
Zoom accounts is totally free. Zoom offers
paid plans, but they are optional, and offer
additional features that are primarily useful
to businesses—not standard users.

If you’re really stuck, you can try calling
the Cyber Seniors help line. Cyber Seniors
helps senior citizens stay safely socially
connected. You can get in touch with them
by calling 1-844-217-3057.
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Zoom Glossary of Terms
All of the yellow highlighted terms in these guides are
included in this glossary for your reference. If you’re not
familiar with some of the terminology, you’ll find the
definitions here.

App Short for application. A specialized
program that can be installed on your
mobile device. There are many different
kinds of apps for different purposes.
Contacts Think of this like a virtual address
book. When you add someone as a Zoom
contact, their name and information will be
added to your contact list, making it easy for
you to call and message each other.
Controls These are buttons that appear on
your screen while you’re on a voice or video
call with someone. Each has a different
function, such as muting your microphone,
ending the call, and turning on video. Check
out the overview of in-call controls to learn
more about how to use these.
Desktop computers Another kind of
device that is much less portable than
a mobile phone. Generally made up of
a monitor, keyboard, mouse, and a CPU
(central processing unit—the “brains” of
the computer). These can also be used for
Zoom.
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Download The act of transferring data/
software from the Internet to your device.
File explorer File storage and management
software. It is used to organize, store, and
access all files on your computer. Windows
File Explorer is the version of this service
available for Windows computers.
Google Pixel A specific type of Android
smartphone manufactured by Google.
These are similar to an iPhone but use a
different operating system.
Host The person who is leading the call,
has control over the meeting settings, and
has the power to start and end the call for
all meeting attendees.
iPhone/iPad These are devices made by
Apple that are similar to an Android device
but use a different operating system. They
can also be used for Zoom calls.
Live video Like live TV, a Zoom call allows
you to have a live video feed shared with
your loved ones, so you can see and hear
each other in real time.
1

Meeting The term used by Zoom
interchangeably for “video call” or “voice
call”.
Meeting ID A term used by Zoom to refer
to the unique identification number each
Zoom call has. If you are the host, you share
this number with people so they know
where to join. If you are a participant, you
need this number to know which Zoom
meeting to join.
Online Available through use of the
internet. Zoom is an online service, so you
need to be connected to Wi-Fi to use it.
Participants The word used by Zoom to
refer to anyone who is ‘participating’ in a
meeting. Includes you, and any other people
on any given call.
Samsung Galaxy A specific type of Android
smartphone manufactured by Samsung.
These are similar to an iPhone but use a
different operating system.
Smartphone A cellular phone that can also
be used as a typical computer would, with
access to apps and internet.

Verification Email An email sent to you
that is used to verify that you are the
correct person trying to set up a new
account using your email address. This
safety feature prevents others from using
your email address to sign up for online
services.
Video call Like a phone call that also
allows you to see the person/people you
are talking to. A video call will require an
Internet connection and a device with a
camera.
Windows desktop computer A desktop
computer that uses the Windows
operating system.
Zoom app An app and online service that
allows users to send messages and have
voice and video calls using an Internet
connection.
Zoom desktop client The desktop
version of the Zoom application, which is
an online service that allows users to send
messages and have voice and video calls
using an Internet connection.

URL link A URL link marks the location of a
web address. URL links are how users find
and access websites.
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