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What is Zoom? 

Zoom is a cloud-based video confer-
encing platform that can be used 

for video conferencing meetings, au-
dio conferencing, webinars, meeting 
recordings, and live chat. Zoom is 

the most popular video conferencing 
solution for companies with 500 em-

ployees or fewer, and the second-
most popular solution for companies 
with more than 500 employees, after 

Skype for Business.  It allows you to 
virtually interact with co-workers or 
employers when in-person meetings 

aren't possible. This makes telecom-
muting seem much more human, as it 

helps you feel connected. With the 
COVID-19 coronavirus wreaking hav-
oc across the world, for instance, 

Zoom has become an essential tool 
for small-, medium-, and large-sized 
teams that want to keep in touch and 

continue their daily workflows with 
minimal disruption.  

When people are talking about Zoom, 
you'll usually hear the following 

phrases: Zoom Meeting and Zoom 
Room. A Zoom Meeting refers to a 
video conferencing meeting that's 

hosted using Zoom. You can join 
these meetings via a webcam or 

phone. Meanwhile, a Zoom Room is 
the physical hardware setup that lets 
companies schedule and launch 

Zoom Meetings from their conference 
rooms. Zoom Rooms require an addi-
tional subscription on top of a Zoom 

subscription and are an ideal solution 
for larger companies. 

 

 

What’s Zoom Meeting? 

What is a Zoom Meeting? Zoom Meetings are the foundation of 
Zoom, and the term refers to video conferencing meetings using 
the platform that allow remote and co-located meeting attendees 
to communication frictionlessly. Since you you don't need to 
have a Zoom account to attend a Zoom meetings, you can even 
meet with clients or conduct interviews with remote candi-
dates virtually. 
A "Zoom Meeting" simply refers to a meeting that's hosted using 
Zoom, and attendees can join the meeting in-person, via 
webcam or video conferencing camera, or via phone. For exam-
ple, here's a photo of my team during a Zoom Meeting. We were 
all attending the meeting remotely, but sometimes, we attend the 
meeting via our company's conference room, where we pair 
Zoom with the Meeting Owl to create an inclusive meeting expe-
rience for all attendees. 
 
 
 
 
 
 
 
 

What’s Zoom Room? 

A Zoom Room is the physical hardware setup that lets compa-
nies launch Zoom Meetings from their conference rooms. Zoom 
Rooms are a software-defined video conferencing hardware sys-
tem for a conference room that allow users to schedule, launch, 
and run Zoom Meetings with the push of a button. Zoom Rooms 
require an additional subscription on top of a Zoom subscription 
and are an ideal solution for larger companies with many em-
ployees holding Zoom meetings on a regular basis. 
 
To set up a Zoom Room, you need: 
 
A computer to sync and run Zoom Meetings 
A tablet for attendees to launch the Zoom Meetings 
A microphone, camera, and speaker 
1 or 2 HDTV monitors to display remote meeting participants 

and screen or presentation sharing 
An HDMI cable to share computer screens on the TV display, 

and an internet cable to hard-wire your connection 
 
 

How do I to get started with Zoom? 

 
 

 

https://zoom.us/
https://www.owllabs.com/video-conferencing
https://www.pocket-lint.com/gadgets/buyers-guides/150812-best-webcam-stream-and-video-chat
https://www.owllabs.com/blog/hiring-remote-employees
https://www.owllabs.com/blog/hiring-remote-employees
https://www.owllabs.com/meeting-owl
https://www.owllabs.com/blog/zoom-room
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Choose the right plan for your team. 

Zoom offers four distinct pricing tiers for your business 
subscription (not including a Zoom Room subscrip-
tion). 
1. Zoom Free: This is the best option if you're testing 
out Zoom, or if you work solo or with only one or two 
other people in the same location as you and do the 
brunt of the meeting scheduling and coordinating. With 
the free version of Zoom, users can hold an unlimited 
number of meetings, but group meetings with multiple 
participants are capped at 40 minutes in length and 
limited to 100 participants. You need to use Google 
Chrome browser to use Zoom. 
2. Zoom Pro: This is the best option if you're using 
Zoom with a small team with at least one member 
working remotely full-time or part-time so you can col-
laborate effectively, no matter where the meeting is 
hosted. Zoom Pro costs $14.99/month/meeting host, 
and this tier allows hosts to create personal meeting 
IDs for recurring Zoom meetings, allows meeting re-
cording in the cloud or on users' devices, and caps 
group meeting durations at 24 hours. 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Zoom 
Business: Zoom Business is best-suited to small to 
medium-sized businesses with multiple teams regular-
ly scheduling Zoom meetings. This tier costs $19.99/
month/meeting host, and it offers cool features for 
businesses to brand their Zoom meetings with vanity 
URLs and company branding, dedicated customer 
support, and transcripts of Zoom meetings recorded in 
the cloud. 
4. Zoom Enterprise: For businesses with 1,000 em-
ployees or more, this tier of Zoom offers unlimited 
cloud storage for recordings, a dedicated customer 
success manager, and discounts on webinars and 
Zoom Rooms. This tier of Zoom costs $19.99/month/
meeting host. 
Additionally, if you want to set up Zoom Rooms, you 
can sign up for a free 30-day trial, after which Zoom 
Rooms require an additional $49/month/room sub-
scription, and video webinars using Zoom cost $40/
month/host. 
 
2. Download Zoom 

Once you've selected the Zoom plan you'd like to start 

using, you can sign up and download Zoom onto your 
computer to start using it.  

Users can sign up using their work email if 
they're signing up for an individual free account, 
or if your system administrator is signing up for 
a Pro, Business, or Enterprise account, you'll be 
invited to sign up for Zoom as one of your com-
pany's hosts. 
If you're setting up a Zoom Room, you'll also 
need to download "Zoom Rooms for Conference 
Room" on the in-room computer and "Zoom 
Room Controller" for the tablet in the meeting 
room. 
3. Sync Zoom to your calendar 

Next, you'll want to sync Zoom to your calen-
dar so you can schedule Zoom meetings that 
appear on your calendar, or so you can easily 
add a Zoom Meeting link to events on your cal-
endar so remote participants can join. To do 
this, when you're signed into Zoom, navigate to 
"Settings," then "Meetings," then "Synced Cal-
endars." Then, toggle on "Sync Zoom Meetings 
from Calendars," and tap to select the calen-
dars you want to sync with Zoom. By doing this, 
you can sync calendars with Zoom in both di-
rections, so your calendar client will offer an 
option to add a Zoom link, and your calendar 
will show Zoom Meetings you schedule in the 
Zoom app. If your business sets up Zoom 
Rooms, you can sync those rooms to your com-
pany's shared calendar so employees can see 
which meeting rooms are available when they 
go to book. Zoom Rooms can also be set up to 
display upcoming meetings so employees are 
cognizant of when they need to start wrapping 
up, or when they can sit down in a drop-in 
meeting. 

4. Schedule a Zoom meeting. 
Now you're set up to get started using Zoom. 
You can schedule a meeting using Zoom using 
your calendar client (as explained and shown 
above), or you can schedule a meeting via the 
Zoom app. To do this, you can start a new 
meeting in the moment by clicking "New Meet-
ing," or clicking "Schedule Meeting" to book a 
Zoom meeting for the future: 

Then, you can edit the details of your meeting -- 
for example, you can schedule a recurring 
meeting, set a meeting password, and choose 
which calendar you want to sync. 

Once you're in a Zoom meeting, you can use 
features like turning your video and microphone 
settings on and off, inviting other meeting par-
ticipants, chatting with other meeting partici-
pants, recording the meeting, and sharing your 
screen. 

You will receive an email with a link to join a 
Zoom meeting. Click here to see an example. 

 

https://zoom.us/pricing
https://zoom.us/pricing
https://zoom.us/signup
https://www.owllabs.com/offers/zoom-room-setup-guide
https://zoom.us/download
https://support.zoom.us/hc/en-us/articles/115005506303-Synced-Calendars
https://support.zoom.us/hc/en-us/articles/115005506303-Synced-Calendars
https://support.zoom.us/hc/en-us/articles/206905656-Setting-Up-Zoom-Rooms-with-Google-Calendar
https://support.zoom.us/hc/en-us/articles/206905656-Setting-Up-Zoom-Rooms-with-Google-Calendar
https://youtu.be/hIkCmbvAHQQ

