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Getting Started on Zoom – iPad/iPhone 

Introduction 

This is a basic Zoom guide for members of U3A who just want to be able to join classes using 

Zoom.  

What is Zoom 

Zoom allows people to join online meetings using their iPhone or iPads to see and hear everyone 

at the meeting.  Zoom is available as a free download. 

You can use Zoom without downloading the App by just clicking on the meeting link 

you have been sent.  However, we recommend downloading the software beforehand as this 

makes joining a meeting quicker.  It also enables you to make a couple of basic settings that will 

improve your Zoom experience. 

Getting Zoom on Your iPad/iPhone 

1. Click on App store and search for “Zoom” 

2. Click on “Zoom Cloud Meetings” 

3. Click on “Get” to download the App 

Once you have Zoom downloaded, you need to sign up to Zoom so 

you can make a couple of basic settings.  There is no cost 

involved with signing up.  To sign up: 

1. Click on the Zoom app 

2. Click on "Sign up" 

3. Now enter your email address and fill in a password (make 

a note of the password that you going to use for Zoom) 

4. You will need to enter your birth date and name, just follow the instructions 

5. Click on "Accept the terms and conditions"  

6. Click "Sign up".   

You are now signed up ready to use Zoom.  If you exit Zoom you may have to sign in again with 

your email and the password that you used the first time. 

Preparation for the Meeting 

Try to have the lighting on you from the front or, if not possible, at least from the side.  Pick a 
quiet area in your house to minimise background noises.  Ask others in your house to minimise 

their Internet use while you are in the meeting. 

Joining a Zoom Meeting 

You can enter a Zoom meeting without downloading the Zoom App beforehand, this is the same 

process as from the Zoom App, it just takes a bit longer.  Try to join 5 minutes before the 

scheduled meeting start. 

To join a meeting or class: 

1. Open the email that contains the meeting link 

2. Make a note of the meeting ID and 

password in case you need to use them 

3. Click on the link in the email 

4. You will get a window like this:  

5. Click on “Open zoom.us” 
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7. Click on “Connect using Computer Sound” 

8. You will now be in the meeting 

9. If the host has set up a waiting room, 

you may see this message: 

If this happens, just wait and the host 
will admit you to the meeting shortly 

 

Zoom Controls you may want to use 

When in the meeting, there are a few controls you may want to use. 

Mute/Unmute Microphone 

Your host may ask you to mute your microphone, and, if muted, you may have to 

turn it back on the be heard by the meeting.  This is an easy process; on all devices 

you have a microphone icon on the menu bar that looks like this: 

If the menu bar has disappeared off the screen, tap on the screen to bring it back on 

screen. 

On an iPhone, this icon is on the bottom left of screen: 

 

 

 

 

On an iPad, the icon at the top right of the screen: 

 

 

 

On both the iPhone and iPad you click on the microphone icon to mute or 

unmute the microphone.   

When muted, the microphone icon will have a red line through it, and no-one will 

be able to hear you. 

Speaker View & Gallery View 

When you enter the meeting what you see is Speaker View, which has the 
person whom is speaking in filling the screen.  As other people speak, the view 

will change to their image.  To see more people on screen you can change to 

Gallery View.  On an iPhone this brings four people onto screen, on an iPad 
you will be able to see up to nine people on screen.  On both, the person 

speaking will be framed with a yellow line, so you know who is speaking. 

Changing Views - iPhone 

On the iPhone, you change the view from Speaker View to Gallery View by 

placing your finger on the screen and swiping to the left.  To see the rest of the 
participants, keep swiping left.  To return to Speaker View keep swiping right 

until you get to the single speaker view. 

Changing Views – iPad 

On the iPad, to change view you click on the Change View Icon on the top left 

of the screen to change between Speaker View and Gallery View.  If the 
menu bar and icons are not on screen, tap on the screen to bring them back on 

screen.  

Changing to Gallery View brings up the images of up to nine people onto the 
screen, depending on the number at the meeting.  If there are more people in the 

meeting, swipe left to see the other participants. 
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When in Gallery View, tap on the Change View Icon to change back to Speaker View.  

Remember that, if the Change View Icon is not on screen, tap on the screen to bring it back. 

Changing you Name 

Your name will show below your video screen when you are in the meeting.  Sometimes this 

name is incorrect.  You can ask your host to change the name or do it yourself.  To change your 
name yourself, click on the Participants icon and then click on your name in the list of 

participants.  In the menu that opens, type in the correct name and click Done and your name is 

changed. 

Leaving the Meeting 

When the meeting is finished you will have to click on End and then click on Leave Meeting to 
exit the meeting or class.  On both the iPad and iPhone, the End icon is at the top of the screen 

(left on iPad and right on iPhone).  Tap on End and then tap on Leave Meeting to leave the 

meeting. 

Device Settings 

If you have not downloaded Zoom you can ignore the rest of this document.  If you have 

downloaded Zoom, you may like to make a couple of settings that will make things work in a 

smoother manner. 

Once Zoom is downloaded, when you click on the Zoom App, you will get a display with 

a settings gear cog, which will be in one corner of your screen, click on this icon to 
open the settings menu, and then click on "Meetings" to move to the individual settings 

menu: 

 

 

 

 

 

 

Now scroll down and click the slider “on” for Always Show Meeting Controls: 

 

 

 

 

Then scroll to Auto-Connect to Audio and click on this, then select Use Internet: 

 

 

 

While you are in settings you may like to look through the other settings and set them to what 

you would like, but this is not essential, things will work OK if you just make the above two 

adjustments. 
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