
Getting started with Zoom Meetings

Sign in to your Zoom account 

To login, simply: 

1. Click on ‘Activate Your Zoom Account’ (Refer to your welcome email).

2. Download Zoom application from Download Center.

3. Enter your email address and Password.

Zoom Outlook Plugin 

1. Download Zoom Outlook Plugin from Download Center.

2. To login, enter your email address and Password.

Upload your Profile Picture 

Open your Profile from your Zoom App: 

1. Click on your Name and select ‘My Profile’.

2. Click on ‘Change’ and browse to upload your Picture.

Zoom Outlook Plugin App Enter email address 

Enter Password 

Zoom App 

Zoom Outlook Plugin 

https://zoom.us/download
https://zoom.us/download
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Scheduling a Zoom Meeting using Zoom App 

1. Open the App and Click on ‘New Meeting’ to start a ‘Personal Meeting

ID’.

2. Click on ‘Schedule Meeting’.

3. Select the requited Meeting ID, ‘Generate Automatically’ or ‘Personal

Meeting’.

Scheduling a Zoom Meeting using Outlook Plugin 

1. Open your Profile from your Zoom App.

2. Click on ‘Schedule a Meeting’ – select radio buttons to choose type of

meeting i.e. ‘Generate Automatically’ or ‘Personal Meeting ID’.

Select Generate 
Automatically or 
Personal Meeting 




