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This is a step-by-step guide on hosting an online meeting, to be done at least three days before the start 

time. After following this guide, you are strongly encouraged to do explore the capabilities of Zoom, 

such as sharing your screen and webcam. 

This guide is broken down into 5 sections: 

1. Setting up to host meeting ς to be done once  

2. Audio Setup ς first-time setup 

3. Webcam Setup ς first-time setup 

4. Scheduling a meeting ς At LEAST ONE DAY before each meeting start time 

5. Running a meeting ς 15 minutes before your meeting start time 

 

Setting up to host meeting 
 

Prerequisite info:

https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
mailto:remoteteaching@uwinnipeg.ca
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You will receive an email with instructions on how to activate your account 

.  

Follow instructions to set up your account: 

On the page that appears, click Sign Up with a Password 
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On the next Page enter your First Name, Last Name, Password and Confirm Password, then press 

Continue. 
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Chrome: 

Click the Zoom installer filename found at the bottom of Chrome. Run the installation application. 

 

 

Firefox: 

A pop-up will appear, asking if you ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎŀǾŜ ǘƘŜ ½ƻƻƳ ƛƴǎǘŀƭƭŜǊ ŦƛƭŜΦ /ƭƛŎƪ ά{ŀǾŜ CƛƭŜέΦ 
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Microsoft Edge: 

A pop-up will appear at the bottom of Edge. Inside this pop-ǳǇΣ ŎƭƛŎƪ άwǳƴέΦ 

 

 

When the Zoom installer is ready to run, click Yes in the following dialog to allow the installation to 

continue. 

 

Zoom does offer a plugin for the desktop version of Outlook. If you are installing this on a university 

issued computer, you will need administrator privileges. Please contact servicedesk@uwinnipeg.ca to 

help you with this. 

  

mailto:servicedesk@uwinnipeg.ca
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Audio Setup 
When you start or join your first meeting, you will be presented with some audio conference options.  

¢ƻ ǎŜǘ ǳǇ ȅƻǳǊ ŀǳŘƛƻΣ ŎƭƛŎƪ ά¢Ŝǎǘ {ǇŜŀƪŜǊ ŀƴŘ aƛŎǊƻǇƘƻƴŜέΦ 

 

If you can hear a ringtone playing, your speakers are set up properly. If not, click the drop-down menu 

ǘƛǘƭŜŘ ά{ǇŜŀƪŜǊ мέΦ                                                                                                                                                  

Choose the appropriate sound device for your coƳǇǳǘŜǊΦ hƴŎŜ ȅƻǳ Ŏŀƴ ƘŜŀǊ ŀ ǊƛƴƎǘƻƴŜΣ ŎƭƛŎƪ ά¸ŜǎέΦ 
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Speak and then wait a moment. If you can hear your voice played back to you, your microphone is set up 
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You can now join your meeting with computer audƛƻΦ hƴŎŜ ŀƎŀƛƴΣ ŎƭƛŎƪ ƻƴ άWƻƛƴ ǿith computer ŀǳŘƛƻέ 

 

Your audio will now be connected to the meeting. 

 

Webcam Setup 
If you have enabled video for the host when scheduling your Zoom meeting, you should see yourself as 

soon as you log in. LŦ ȅƻǳ ƘŀǾŜƴΩǘ ŜƴŀōƭŜŘ ǾƛŘŜƻ ŦƻǊ ǘƘŜ ƘƻǎǘΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ŜƴŀōƭŜ ȅƻǳǊ ǿŜōŎŀƳΦ ¢ƻ Řƻ 

this, move your mouse around the Zoom window. A control menu will appear at the bottom of the 

ǿƛƴŘƻǿΦ /ƭƛŎƪ ƻƴ ά{ǘŀǊǘ ±ƛŘŜƻέΦ 
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Scheduling a Meeting  
After launching Zoom, click Sign In. 

 

At
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LŦ ȅƻǳ ƘŀǾŜ ŎƘƻǎŜƴ άhǘƘŜǊ /ŀƭŜƴŘŀǊǎέΣ ŀ 







https://support.zoom.us/hc/en-us/categories/200101697

