
 
A WINDOWS Guide to 

starting your own Zoom 
Meeting 

 
Assumption: you already have Zoom downloaded onto your WINDOWS 
LAPTOP or WINDOWS DESKTOP computer.  
 
(If you're unsure if you have a WINDOWS computer, then check the bottom left 

of your screen.  If it has the WINDOWS icon ( ), you have a WINDOWS 
computer!) 
 
NB: The guide is highly detailed - there may be steps that you already 
know how to do - just skip those.   
 
 

1.  Open Zoom 

If you already know how to Open Zoom, then skip to step 2.  
 

If not, then follow the instructions (1a-1c below) to find out 

how to open it on your WINDOWS computer. 

1a.  Find the magnifying glass near the bottom left of your screen: 
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1b.  Click the magnifying glass and a small input box will appear.  

   Without clicking on anything else, type in 'Zoom'. 
 

1c. Then click where it says Start Zoom (circled in red below): 

 
 
 

You've just opened Zoom!👍🏻 
 

2.  You should now see a screen that looks like the one below.   
          Click “New Meeting” (circled in red): 
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3.  If you have a webcam, you should now see yourself.   
         A message may pop up asking you to 'Join with Computer Audio'.  
         Click on 'Join with Computer Audio' to continue: 
 

 
 

4. You are now in your own Zoom Meeting call. 👍🏻 The next step is to              

invite other people to the call. This relies on you being able to send your               
other Zoom call participants a link (usually via email). If you move your             
mouse over the screen of the Zoom Meeting (i.e. over your face), a             
number of icons will appear. Move your mouse over to the little 'i' in a               
circle in the top left hand corner. (Refer to the image below for further              
guidance on the location of 'i') 
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5.  Once you've clicked on 'i', a little black box should appear with text in it.  

You can ignore all of this except for the little blue text that says 
'Copy URL'.  Click on that.  Again, it’s circled in red (refer to image below 
for further guidance). 

 

 
 
 

6.  You've now got your invite link.  👍🏻 You now need to send it to the 

people that you want to join your meeting.   
 

Use email to send people the link.  Just paste it into the body of the email 
that you are sending (NB: to paste the link into the body of the email 
once you are ready, either press control and 'v' at the same time OR, you 
could simply right click where you would usually type your message and 
then select 'paste' from the little window that comes up (see image below 
for reference) 

 

 
 

The link should then appear on screen.  Then send it! (Assuming you have 
added the relevant email addresses to the message). 
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7.  Depending on your Zoom settings, you may have to allow your invitees 

access to your meeting.  Once you've sent the email link invitation, press 
the 'participants' button, circled in red below: 

 

 
 

8.  An information bar should appear on your screen.  It should currently 

show that there is one participant in the meeting, which is you.  However, 
as the people you invited to join the meeting, arrive you will see that 1 
person is waiting in the queue to join the meeting, as shown: 
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9.  If this is someone that you invited on your call (you can usually tell by the 

name, in this instance it is Moto that appears in these pictures) then you 
can let them in by moving your mouse over their name and pressing the 
'Admit' button by clicking with your mouse.   

 
If you do not want them in the call, press the 'Remove' button (or simply 
ignore them and wait for them to get bored and leave): 

 

 
 

You will have to go through step 9 for everyone that joins your call (or, if 
multiple people come in at once and you want all of them in the call, an 
'Admit all' button will appear and you can press that).   
 
But that's how you set up a Zoom call and let everyone in.  I hope that 
helps! 
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