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Step 4: You can also directly email the 

meeting details through your preferred email 

client via the Zoom app itself.  

Starting A Zoom Meeting for Mobile devices 

 

Step 1: Open the Zoom mobile app and sign 

in to your account.  

Step 2: Tap the orange “New Meeting” icon 

that appears on your screen.  

Step 3: Edit meeting settings according to 

your preferences (such as switching video off 

for participants, using a Personal Meeting ID, 

etc.).  

Once you’re done, tap the blue “Start A 

Meeting” button.  

 

Adding Participants  

Step 1: Once the meeting starts, tap the 

“Participant” icon in the toolbar at the 

bottom of your screen to add and manage 

participants.  

Step 2: In the Participants window that opens 

up, tap on the “Invite” option at the bottom 

left.  

Zoom will now give you the option to 

share your meeting details via a variety of 

communication platforms. These include 

 

various text, email and messaging apps on your smartphone.  

How To Join A Zoom Meeting 

The same steps apply to both your desktop and your phone.  

 Join Using A Meeting Link 

If you have a meeting link, just click on it or paste it into your web browser to 
join the meeting.  

Join Using A Meeting ID 

Step 1: Open the Zoom app and click on the “Join” icon.  

Step 2: Paste the Meeting ID in the box provided, add your display name 

for the meeting and click on the “Join” button. 

 

 

 

 

 

 

 

             You’re now all set to communic ate with your team members!  

https://www.forbes.com/sites/nicolebendaly/2020/03/20/your-team-is-now-working-remotely5-ways-to-strengthen-communication-and-team-cohesion-in-the-covid-19-world/
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How To Schedule Meetings 

With a busy schedule, you can easily forget about appointments or 

upcoming meetings.  Luckily, Zoom lets you schedule meetings in 

advance to avoid this!  You can schedule a meeting by setting:  

• It’s date and time 

• Meeting ID 

• Whether it requires a password to join 

For Desktop 

Step 1: To schedule a meeting, head to the Zoom app and click on 

the blue “Schedule” button (looks like a calendar icon).  

Step 2: Enter meeting details in the Schedule Meeting pop up win-

dow that appears.  You can set its date and time, privacy and ac-

cess settings. You can also select your preferred calendar 

(between iCal, Google Calendar or others) to schedule the event in 

your calendar.  

 

 

 

 
 
 
 

 

 

 

 

 

Quick Tip: Setting a meeting password can help avoid 

Zoombombing, which happens when someone who hasn’t 

been invited to the meeting joins and disrupts it.   

Step 3: Once you’ve adjusted preferences, click on the 

“Schedule” button at the bottom right of the screen.  

 For Mobile 

Step 1: Open the Zoom app.  

Step 2: Go to the Meet & Chat homepage and click on the 

“Schedule” button.  

Step 3: Enter the meeting name, date and time and click 

“Done.”  

Step 4: Zoom will redirect you or open another form for 

adding the event to your preferred calendar. Enter details 

like participant names and set the notifications into your 

calendar event, then tap “Done.”  

You have now scheduled a Zoom meeting!  

How To Record Zoom Meetings 
Recording a meeting lets you easily use it as a reference to 
document everything that was discussed. This is especially 
important for remote teams who use Zoom video confer-
encing as their key mode of communication. Zoom allows 
you to record meetings easily and save it either to your 
local device or the Zoom cloud. By saving it to the Zoom 
cloud, your team members can access it across multiple 
platforms easily.  
Here’s how to record Zoom meetings:  
 
For Desktop 
Step 1: Start a meeting.  

Step 2: In the Zoom toolbar, click on the “Record” icon.  
 
                          Continued next month……. 

https://biz30.timedoctor.com/leading-remote-teams/

