
 
 
 
  
 
 

Remote Meeting & Events: How-To Guide 

 

Set Up a FREE Zoom Account 
 
Anyone can sign up for FREE for a Zoom account. A free account will allow you to meet with a minimum 
of 3 people for a maximum of 40 minutes (please note: you cannot record meetings under a free 
account). https://zoom.us  
 
Setting Up a Zoom Meeting with a FREE Account 
 
To schedule a meeting: 
 

 Click My Account 

 Click meetings 

 Schedule a new meeting  

 Fill in the page with your information for your meeting & SAVE 
o If you want video make sure host and participant video are selected in the video section 

of the set up page 

 On the next page click share via outlook  
o This will prompt an Outlook calendar invite where you can share with your contacts 

 When starting your meeting when you are the host log in to zoom and click meetings: all your 
scheduled meetings will be listed 

 
See attached screen shots for example of setting up a meeting which include recommended default settings: 
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Setting Up a Zoom Meeting through Conference Services 
 
The Conference Services team can set up a remote Zoom meeting or event for you using our premium 
account with Zoom. This option is recommended if you anticipate your meeting to last longer than 40 
minutes, or if you’d like to record your meeting. 
 

 Send an email to events@ndm.edu with your desired meeting date and time, the host contact 
information, and any other pertinent details 

 A Zoom meeting will be created for you by a member of the Conference Services team with the 
provided details 

o You will be provided with the account information log-in and you will be the host of that 
meeting 

o You can invite anyone by sharing the Zoom link and meeting details 
o  

 You can hold a Zoom call on a computer using both audio and video, or joining via audio only, or 
dial in on a phone 

 Please note: The account for a premium meeting (events@ndm.edu) is limited to one meeting at 
a time so it will be placed first come first served for a specific time slot. 
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How to Join a Zoom Call 
 
Attendees will receive a calendar invite for a Zoom meeting similar to the example shown below:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Make sure Zoom is downloaded on your computer 
o If Zoom isn’t already downloaded, your computer will prompt you to download it 

 Follow the pop ups 
 Your computer will ask if you are sure that you want to download Zoom as it is 

not in the app store 

 Select yes and continue 
 Once downloaded you will be asked to log in 

 Use either your personal log-in if you created an account or the 
events@ndm.edu premium information 

o You can add the Zoom app to your mobile device by downloading in your App Store 

 Join the Zoom meeting 
o From your computer 

 Once you open the link provided by the host in the meeting information calendar 
invite, select join with video or audio from your device based on your 
preferences 

o If using a mobile devices or only calling in by phone use the dial-in number provided in 
the meeting calendar invite instructions  

 Dial the number based on your time zone  
 Add in the meeting ID provided in the email 
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Zoom Troubleshooting Tips 
 

- Audio suggestions 
o For best quality, use headphones with a microphone that are connected to your device  
o To test your speaker and microphone:  

 Log into the meeting  
 On the bottom left-hand corner of the screen, click the “up arrow” – located next 

to the mute button  
 Select test speaker and microphone -this will prompt the ability to troubleshoot 

for audio 
 

- Video suggestions 
o Make sure your computer has a working camera and is free of obstruction 

 
- How to screen share 

o To screen share information (i.e. a PowerPoint presentation on your screen) with 
attendees in the meeting, select “share”; this is found in the middle of your screen, 
towards the bottom in green  

 
 From this screen you can select what you would like to share 
 Options include the whole screen or any documents or web browsers pages 
 To end screen share, click stop share (in red) on the top of the screen  

 
 
 
Click HERE for a resource page provided by Zoom. 
 
 
 
 

https://zoom.us/docs/en-us/covid19.html?utm_source=website&utm_medium=postattendee&utm_campaign=COVID19FY21&zcid=3709


Below are a few free and easy additional ways to hold a meeting remotely:  
 

- FaceTime 
o A quick and easy way to call or video chat with existing contacts on your Apple device 
o There is a maximum limit of 32 people 
o You can use any Apple device, but all attendees must be using an Apple device 
o There is no time limit 
o https://support.apple.com/en-us/HT204380 

 
- Google Hangout 

o This is a free application similar to Zoom where only thing needed is a Google email 
address 

o Web browser based  
o https://hangouts.google.com/  

 
- Skype 

o This is an app that can be downloaded on an Android or Apple device 
o Calls and video chats are only free from Skype device to Skype Device (computer to 

computer)  
o A paid account is required for more feature 
o https://support.skype.com/en/skype/all/ 

 
If you have any questions about setting up or running a meeting or event virtually, please don’t hesitate 
to reach out to the Auxiliary and Conference Services team at events@ndm.edu 
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