
Quick start guide for new users 

Overview 

This quick start guide walks you through getting started with your new Zoom 

account, including essential steps like scheduling your first meeting, 

downloading the Zoom client, and updating your Zoom profile. Whether you 

just signed up for your own Zoom account or you have been invited to an 

existing account, read this quick start guide for a summary of your next steps 

and click the embedded links to learn more. 

This article covers: 

• Signing up and activating your Zoom account 

• Signing in to your Zoom account on the web 

• Updating your profile 

• Scheduling your first meeting 

• Downloading the Zoom client 

• Starting a test meeting 

• Starting your first meeting as the host 

• Inviting others to join your meeting 

• Joining another user's meeting 

Signing up and activating your Zoom account 

Joining an existing account 

If you are being invited to an existing account, you will receive an email from 

Zoom (no-reply@zoom.us). Once you receive this email, click Activate Your 

Zoom Account. 

Creating your own account 

To sign up for your own free account, visit zoom.us/signup and enter your email 

address. You will receive an email from Zoom (no-reply@zoom.us). In this 

email, click Activate Account.  

https://zoom.us/signup
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users#h_b0c98dfa-d90f-486d-9617-71ab7b41a273
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users#h_bede4f67-32be-48ab-a21d-6b33a02f0976
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users#h_f6105340-b0e5-45a5-81a1-12bc40d44a12
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users#h_4e0619a0-db7b-4d24-830d-de9128e71773
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users#h_e678acaf-3d2c-4afd-8411-ea60b6ec5f10
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users#h_7f86f5ec-787b-469a-8f5e-26645da2a356
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users#h_c40599cd-2819-4bb2-94f5-40a94b04032c
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users#h_e624ac22-c103-4e48-9578-f0f9ded44960
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users#h_144eaba0-932a-46d8-aeb5-e75df532394e
mailto:no-reply@zoom.us
https://support.zoom.us/hc/en-us/articles/zoom.us/signup
mailto:no-reply@zoom.us


Signing in to your Zoom account on the web 

You can login to your Zoom account on the web at any time, at zoom.us/signin. 

Once you're logged in, use the panel on the left side to navigate the Zoom web 

portal.  You can update your profile, schedule a meeting, edit your settings, and 

more.  

Updating your profile 

You can update your profile by adding a profile picture, set your time zone, 

update your password and more. To access your Zoom profile, sign in to the 

Zoom web portal and click Profile.  

https://zoom.us/signin
https://support.zoom.us/hc/en-us/articles/201363203


 

Scheduling your first meeting 

There are many ways to schedule a meeting, including the Zoom web portal, 

through the Zoom client, or with one of our extensions or plugins. Here are 

some basic instructions for scheduling your first meeting.  

1. Sign in to your Zoom web portal. 

2. Click Meetings. 

https://support.zoom.us/hc/en-us/articles/201362413
https://support.zoom.us/hc/en-us/sections/201728973


3. Click Schedule a Meeting. 

  

4. Choose the date and time for your meeting.  

5. (Optional) Select any other settings you would like to use.  

6. Click Save. 

Downloading the Zoom client 

You can download the Zoom Desktop Client 

for Mac, Windows, ChromeOS and Linux, as well as the Zoom Mobile App 

for iOS and Android from our Downloads page.  

Starting a test meeting 

You can join a test Zoom meeting to familiarize yourself with the Zoom and test 

your microphone/speakers before joining a Zoom meeting. 

Visit zoom.us/test and click Join.  

Starting your first meeting as the host 

As the meeting host, there are several ways you can start your meeting. Your 

upcoming meetings will be listed in the Meetings tab of your Zoom desktop 

client or mobile app. You can click Start by the meeting name. You can also start 

your meetings from the Zoom web portal.  

1. Login to My Meetings. 

https://support.zoom.us/hc/en-us/articles/201362413
https://support.zoom.us/hc/en-us/articles/201362033
https://support.zoom.us/hc/en-us/articles/201362033
https://support.zoom.us/hc/en-us/articles/213298746
https://support.zoom.us/hc/en-us/articles/204206269
https://support.zoom.us/hc/en-us/articles/201362993
https://support.zoom.us/hc/en-us/articles/200942759
https://support.zoom.us/hc/en-us/articles/115002262083
https://zoom.us/test
https://support.zoom.us/hc/en-us/articles/201362423
https://zoom.us/meeting


2. Under Upcoming Meetings, click Start next to the meeting you want to 

start. 

 

3. The Zoom client should launch automatically to start the meeting. 

Inviting others to join your meeting 

Inviting others to join your meeting is as simple as sharing the invitation or join 

link. You can do this after scheduling your meeting by clicking Copy the 

Invitation. 

 

Joining another user's meeting 

There are many ways to join a meeting, but the easiest way is to click the join 

link that the meeting host provided. You can also click Join in your Zoom client 

https://support.zoom.us/hc/en-us/articles/201362183
https://support.zoom.us/hc/en-us/articles/201362193


and enter the meeting ID.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Getting Started with iOS 

Overview 

This article gives a summary of the features available on iOS. Using the Zoom Cloud Meetings app on 

iOS, you can join meetings, chat with contacts, and view a directory of contacts. 

This article covers: 

• Sign in and Join 

• Meet & Chat 

• Phone 

• Meetings 

• Contacts 

• Settings 

• Permissions Requested By the Zoom Mobile Client 

Prerequisites 

• Zoom Cloud Meetings app (available on the App Store) 

Sign in and Join 

https://support.zoom.us/hc/en-us/articles/201362993-Getting-Started-with-iOS#h_441c5878-9e08-46db-9a13-4cdf6d23be11
https://support.zoom.us/hc/en-us/articles/201362993-Getting-Started-with-iOS#h_a8b48a41-4ec0-43f7-8ae9-515e5513138f
https://support.zoom.us/hc/en-us/articles/201362993-Getting-Started-with-iOS#h_fcda2560-d5ef-4f64-a87b-d5543943879d
https://support.zoom.us/hc/en-us/articles/201362993-Getting-Started-with-iOS#h_339958ff-8533-41b1-81fc-a5d04b80ac58
https://support.zoom.us/hc/en-us/articles/201362993-Getting-Started-with-iOS#h_339958ff-8533-41b1-81fc-a5d04b80ac58
https://support.zoom.us/hc/en-us/articles/201362993-Getting-Started-with-iOS#h_437ad348-e122-4adf-84ab-4868ca1c0a4b
https://support.zoom.us/hc/en-us/articles/201362993-Getting-Started-with-iOS#h_c25a59cd-831f-424b-a884-00671222fc28
https://itunes.apple.com/us/app/zoom-cloud-meetings/id546505307?mt=8


 

Open the Zoom app and sign in to your account to access all features. 

You can also join a meeting without signing in. Tap the gear icon to access basic meeting settings if you 

join without signing in. 

Meet & Chat 

https://support.zoom.us/hc/en-us/articles/201362193


 

After signing in, tap Meet & Chat for these meeting features: 

• New Meeting: Start an instant meeting using your PMI or a new meeting ID. Learn about in-

meeting controls for hosts. 

• Join: Join a meeting using the meeting ID. Learn about in-meeting controls for attendees. 

• Schedule: Schedule a one-time or recurring meeting.  

• Share Screen: Enter a sharing key or meeting ID to share your device screen to a Zoom Room 

• Tap your name to use your personal chat space. 

You also have access to these chat features: 

• Plus icon : Start a one-on-one chat with a contact. 

• Star icon : View and start a chat with your starred contacts and channels. 

Phone 

https://support.zoom.us/hc/en-us/articles/201362423-How-do-I-Start-or-Join-a-Scheduled-Meeting-as-the-Host-
https://support.zoom.us/hc/en-us/articles/203276937-Using-Personal-Meeting-ID-PMI-
https://support.zoom.us/hc/en-us/articles/201362603-Host-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/201362603-Host-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting
https://support.zoom.us/hc/en-us/articles/200941109-Attendee-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/214973206-Scheduling-Recurring-Meetings
https://support.zoom.us/hc/en-us/articles/214629303
https://support.zoom.us/hc/en-us/articles/360021806951-Using-your-Personal-Chat-Space
https://support.zoom.us/hc/en-us/articles/115004055706-Managing-Contacts
https://support.zoom.us/hc/en-us/articles/200912909-Getting-Started-With-Channels-Group-Messaging-


 

Tap Phone to use Zoom Phone features. 

Note: Zoom Phone license required. 

• Keypad tab: Call a number or contact using your direct phone number or company number. 

• History tab: View your call log showing answered, missed, and recorded calls. 

• Voicemail tab: Play and delete voicemail messages. 

Meetings 

• Start: Start an instant meeting using your PMI or a meeting you have scheduled 

• Send Invitation: Invite others to your PMI by text message, email or copying the meeting details 

and pasting them into a calendar invite. 

• Edit: Change the settings of your PMI 

• Tap a scheduled meeting to view, edit, start, join or delete it. 

https://support.zoom.us/hc/en-us/articles/360021087192-Making-and-Receiving-Calls
https://support.zoom.us/hc/en-us/articles/360021336671-Viewing-Call-History-and-Recordings
https://support.zoom.us/hc/en-us/articles/360021400211-Managing-Voicemail-Messages
https://support.zoom.us/hc/en-us/articles/201362423-How-do-I-Start-or-Join-a-Scheduled-Meeting-as-the-Host-
https://support.zoom.us/hc/en-us/articles/203276937-Using-Personal-Meeting-ID-PMI-
https://support.zoom.us/hc/en-us/articles/203276937-Using-Personal-Meeting-ID-PMI-
https://support.zoom.us/hc/en-us/articles/203276937-Using-Personal-Meeting-ID-PMI-


Note: You can only edit, start or delete meetings you are the host of. 

Contacts 

 

Tap Contacts to list all your contacts and add new ones. 

• Directory tab: Tap the contact's to start a one-on-one chat with them. 

• Channels tab: View a list of starred, public, and private channels. 

• Rooms tab: View a list of Zoom Rooms. Tap a Zoom Room to start a meeting with it. 

• Plus icon : Add a custom contact, join or create a new channel for group messaging, or add 

an app from Zoom Marketplace. 

Settings  

https://support.zoom.us/hc/en-us/articles/200912909-Getting-Started-With-Channels-Group-Messaging-
https://support.zoom.us/hc/en-us/articles/115004055706-Managing-Contacts
https://support.zoom.us/hc/en-us/articles/200912909-Getting-Started-With-Channels-Group-Messaging-
https://marketplace.zoom.us/


 

Tap Settings to view meeting and chat settings. 

• Tap your name to change your profile picture, name, and password. 

• Meetings: Change settings for enabling/disabling your microphone, speaker, or video when you 

join a meeting. 

• Contacts: Find phone contacts that are using Zoom, and approve contact requests. 

• Messages: Enable or disable link preview in chat messages. 

• Notifications: Change when Zoom notifies you of new messages. 

• Phone (only visible if you have Zoom Phone): View your direct phone number and company 

number. 

• General: Enable/disable integrated calling or blur snapshot on task switcher 

• About: View the app version and send feedback. 

Learn more about Zoom settings. 

https://support.zoom.us/hc/en-us/articles/201362623-About-Settings
https://support.zoom.us/hc/en-us/articles/115004055706-Managing-Contacts
https://support.zoom.us/hc/en-us/articles/360000709363-CarPlay-Meeting-Controls
https://support.zoom.us/hc/en-us/articles/201362623-About-Settings


Permissions Requested By the Zoom Mobile Client 

The Zoom Mobile Client may ask you to authorize access to the following permissions via a pop-up, 

depending on which features you are accessing in Zoom. You can enable these options before-hand or 

at your overall discretion by going to Settings > Zoom on your device. The following permissions are 

requested by Zoom: 

• Location- Allows Zoom to access your location, so it can generate an Emergency Response 

Location, for when dialing emergency services from Zoom phone. 

• Contacts - Utilized for Phone Contact Matching (not available for iPads or iPadOS). 

• Calendars- Allows Zoom to add a meeting as an event in the Calendar app, when a Zoom 

meeting is scheduled. 

• Photos- Allows Zoom the ability to access your local photo albums, for adding images to chat 

messages, or for screen sharing during a meeting or webinar.  

• Microphone - Joining using built-in audio devices in a meeting or webinar. 

• Camera - Sharing your video in a meeting or webinar. 

• Siri & Search - Enables the ability to add Siri Shortcuts including Join the Next Meeting, View 

Today’s Meetings, Start My Personal Meeting. 

• Notifications- Allows Zoom the ability to display notifications for chat messages, upcoming 

meetings, and more. 



• Background App Refresh- Allows for notifications for Meeting invites when the app is closed 

and not actively running.

 

 

 

 

 

 

 

 

 

 

 

 



Getting Started with Android 

Overview 

This article gives a summary of the features available on Android. Using the Zoom Cloud Meetings app 

on Android, you can join meetings, chat with contacts, and view a directory of contacts. 

This article covers: 

• Sign in and Join 

• Meet & Chat 

• Phone 

• Contacts 

• Settings 

Prerequisites 

• Zoom Cloud Meetings app (available on Google Play) 

Sign in and Join 

https://support.zoom.us/hc/en-us/articles/200942759-Getting-Started-with-Android#h_441c5878-9e08-46db-9a13-4cdf6d23be11
https://support.zoom.us/hc/en-us/articles/200942759-Getting-Started-with-Android#h_a8b48a41-4ec0-43f7-8ae9-515e5513138f
https://support.zoom.us/hc/en-us/articles/200942759-Getting-Started-with-Android#h_fcda2560-d5ef-4f64-a87b-d5543943879d
https://support.zoom.us/hc/en-us/articles/200942759-Getting-Started-with-Android#h_339958ff-8533-41b1-81fc-a5d04b80ac58
https://support.zoom.us/hc/en-us/articles/200942759-Getting-Started-with-Android#h_437ad348-e122-4adf-84ab-4868ca1c0a4b
https://play.google.com/store/apps/details?id=us.zoom.videomeetings


 

Open the Zoom app and sign in to your account to access all features. 

You can also join a meeting without signing in. Tap the gear icon to access basic meeting settings if you 

join without signing in. 

Meet & Chat 

https://support.zoom.us/hc/en-us/articles/201362193


 

After signing in, tap Meet & Chat for these meeting features: 

• Start meeting: Start an instant meeting using your PMI or a new meeting ID. Learn about in-

meeting controls for hosts. 

• Join: Join a meeting using the meeting ID. Learn about in-meeting controls for attendees. 

• Schedule: Schedule a one-time or recurring meeting.  

• Upcoming Meetings: View, edit, start, or delete your scheduled Zoom meetings. 

• Tap your name to use your personal chat space. 

You also have access to these chat features: 

• Plus icon : Start a one-on-one chat with a contact. 

• Star icon : View and start a chat with your starred contacts and channels. 

https://support.zoom.us/hc/en-us/articles/201362423-How-do-I-Start-or-Join-a-Scheduled-Meeting-as-the-Host-
https://support.zoom.us/hc/en-us/articles/203276937-Using-Personal-Meeting-ID-PMI-
https://support.zoom.us/hc/en-us/articles/201362603-Host-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/201362603-Host-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting
https://support.zoom.us/hc/en-us/articles/200941109-Attendee-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/214973206-Scheduling-Recurring-Meetings
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/360021806951-Using-your-Personal-Chat-Space
https://support.zoom.us/hc/en-us/articles/115004055706-Managing-Contacts
https://support.zoom.us/hc/en-us/articles/200912909-Getting-Started-With-Channels-Group-Messaging-


Phone 

 

Tap Phone to use Zoom Phone features. 

Note: Zoom Phone license required. 

• Keypad tab: Call a number or contact using your direct phone number or company number. 

• History tab: View your call log showing answered, missed, and recorded calls. 

• Voicemail tab: Play and delete voicemail messages. 

Contacts 

https://support.zoom.us/hc/en-us/articles/360021087192-Making-and-Receiving-Calls
https://support.zoom.us/hc/en-us/articles/360021336671-Viewing-Call-History-and-Recordings
https://support.zoom.us/hc/en-us/articles/360021400211-Managing-Voicemail-Messages


 

Tap Contacts to list all your contacts and add new ones. 

• Directory tab: Tap the contact's to start a one-on-one chat with them. 

• Channels tab: View a list of starred, public, and private channels. 

• Zoom Rooms tab: View a list of Zoom Rooms. Tap a Zoom Room to start a meeting with it. 

• Plus icon : Add a custom contact or create a new channel for group messaging. 

Settings  

https://support.zoom.us/hc/en-us/articles/200912909-Getting-Started-With-Channels-Group-Messaging-
https://support.zoom.us/hc/en-us/articles/115004055706-Managing-Contacts
https://support.zoom.us/hc/en-us/articles/200912909-Getting-Started-With-Channels-Group-Messaging-


 

Tap Settings to view meeting and chat settings. 

• Tap your name to change your profile picture, name, and password. 

• Contacts: Find phone contacts that are using Zoom, and approve contact requests. 

• Meeting: Change settings for enabling/disabling your microphone, speaker, or video when you 

join a meeting. 

• Notifications: Change when Zoom notifies you of new messages. 

• Phone (only visible if you have Zoom Phone): View your direct phone number and company 

number. 

https://support.zoom.us/hc/en-us/articles/115004055706-Managing-Contacts
https://support.zoom.us/hc/en-us/articles/201362623-About-Settings


• Chat: Enable or disable link preview in chat messages. 

• About Zoom: View the app version and send feedback. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Getting Started on Windows and Mac 

Overview 

Zoom unifies cloud video conferencing, simple online meetings, and group messaging into one easy-to-

use platform. Our solution offers the best video, audio, and wireless screen-sharing experience across 

multiple platforms. Follow this article to learn about the basic features of the Zoom client on Windows 

and Mac. 

Prerequisites 

• Zoom desktop client (Windows or Mac) 

This article covers: 

• Sign in and Join 

• Home 

• Chat 

• Phone 

• Meetings 

• In-Meeting Controls 

• More Resources 

Sign in and Join 

After launching Zoom, click Join a Meeting to join a meeting without signing in. If you want to log in and 

start or schedule your own meeting, click Sign In. 

 

To sign in, use your Zoom, Google, or Facebook account. You can also log in using SSO. If you don't have 

an account, click Sign Up Free. If you have a Zoom account but cannot remember your password, 

https://zoom.us/support/download
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-Windows-and-Mac#h_97174a74-246a-4e54-8e9c-22b55cd0b665
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-Windows-and-Mac#h_8968ed2e-21e9-420f-9a16-1e0fdd6fefc2
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-Windows-and-Mac#h_14d1c20e-fc7a-4983-849f-6f11d84ccb68
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-Windows-and-Mac#h_074b0ef0-3030-4b28-8dbd-04cb8adc82b6
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-Windows-and-Mac#h_32134caa-8e41-4ed8-9519-98f0129cd25b
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-Windows-and-Mac#h_f0a32e7a-d84c-431e-abf6-78660aab46db
https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-Windows-and-Mac#h_3898f0ef-b27c-4bb1-a54b-9c69579b7241
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting
https://support.zoom.us/hc/en-us/articles/201800126
https://zoom.us/signup


click Forgot. 

 

Home 

After signing in, you will see the Home tab, where you can click these options: 

 



• New Meeting: Start an instant meeting. Click the downwards arrow to enable video or use 

your personal meeting ID (PMI) for instant meetings. 

• Join: Join a meeting that is in progress. 

• Schedule: Set up a future meeting. 

• Share Screen: Share your screen in a Zoom Room by entering in the sharing key or meeting ID. 

• Date and time with background image: To change the background image, hover over the picture 

and click the camera icon. 

 

• Upcoming meeting: Displays the next meeting for the current day. Add a third-party calendar 

service if you want to sync upcoming meetings. 

 

https://support.zoom.us/hc/en-us/articles/201362533-Meet-Now-vs-Scheduled-Meetings
https://support.zoom.us/hc/en-us/articles/203276937-Using-Personal-Meeting-ID-PMI-
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-Meeting
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/203727929-Screen-Sharing-with-Zoom-Rooms
https://support.zoom.us/hc/en-us/articles/115005506303
https://support.zoom.us/hc/en-us/articles/115005506303


• Click your profile picture for these options: 

 
 

• Add a personal note. 

• Settings: Access settings you can change in the client. 

• Change your status to Available, Away, or Do Not Disturb. 

• My Profile: Open the Zoom web portal to edit your profile. 

• Help: Open the Zoom Help Center. 

• Check for Updates: Check if Zoom is up to date. 

• About Zoom: View the current version. 

• Switch to Portrait View: Switch the Zoom window to portrait view if you prefer a 

narrower window. 

• Sign out 

https://support.zoom.us/hc/en-us/articles/115002571866-Personal-Note-for-Your-Chat-Profile
https://support.zoom.us/hc/en-us/articles/201362623
https://support.zoom.us/hc/en-us/articles/201363203-My-Profile
https://support.zoom.us/hc


• Upgrade to Pro (if you are on a free account) 

Chat 

Select the Chat tab to view private conversations with your contacts or group conversations (channels). 

 

You can access these features in the left-side panel: 

https://support.zoom.us/hc/en-us/articles/200912909


 

• Jump to search box: Search for a contact or channel. 

• Starred Messages: View messages you have starred. 

• Click your name to use your personal chat space. 

• Add icon  (next to Recent): Start a new chat with one of your contacts, create a channel for 

group chats, or join an existing channel. 

• Under Recent, click a contact to view chat history and continue to chat with them. Contacts 

have a status icon before their name. 

 

• Under Recent, click a channel (indicated by the group icon before the name) to view the 

channel's chat history and send messages to channel members. 

 

https://support.zoom.us/hc/en-us/articles/115004789183-Starring-Editing-and-Deleting-Chat-Messages
https://support.zoom.us/hc/en-us/articles/360021806951-Using-your-Personal-Chat-Space
https://support.zoom.us/hc/en-us/articles/200912909-Getting-Started-With-Channels-Group-Messaging-
https://support.zoom.us/hc/en-us/articles/200912909-Getting-Started-With-Channels-Group-Messaging-
https://support.zoom.us/hc/en-us/articles/360032554051
https://support.zoom.us/hc/en-us/articles/200912909-Getting-Started-With-Channels-Group-Messaging-


After selecting a contact or channel in the left-side panel, you can use these features in the chat 

window: 

 

• Star icon : Add the contact or channel to your starred list, giving you quick access to those 

contacts or channels. 

• Video icon : Start a meeting with the contact. If a channel is selected, this will start a meeting 

with all members of the channel. 

• New window icon  (hover your pointer over the contact or channel name to display this icon) : 

Opens the selected chat in a new window. 

• Info icon : View additional options for the contact or channel. Also gives you quick access to 

files, images, and starred messages in the selected chat. 

• Message box: Compose and send messages to your contact or channel. You can also 

send screenshots, files, code snippets, and animated GIFs. 

Phone 

Select the Phone tab to make phone calls, view call history, and play voicemail messages using Zoom 

Phone. 

Note: Zoom Phone licence is required. 

https://support.zoom.us/hc/en-us/articles/115004055706-Managing-Contacts
https://support.zoom.us/hc/en-us/articles/115004789183-Starring-Editing-and-Deleting-Chat-Messages
https://support.zoom.us/hc/en-us/articles/202920879-Capture-Screen-Send-Picture-File-Transfer
https://support.zoom.us/hc/en-us/articles/202920879-Capture-Screen-Send-Picture-File-Transfer
https://support.zoom.us/hc/en-us/articles/360000489103
https://support.zoom.us/hc/en-us/articles/115004802246
https://support.zoom.us/hc/en-us/articles/360028936531
https://support.zoom.us/hc/en-us/articles/360028936531


 

  

• History tab: View and delete call history and recordings. 

• Voicemail tab: Play and manage voicemail messages. 

• Dial pad: Make outbound calls by manually entering a phone number or searching through your 

contacts. 

Learn more about using Zoom Phone features. 

Meetings 

Select the Meetings tab and click Upcoming to view, start, edit, and delete scheduled meetings. 

https://support.zoom.us/hc/en-us/articles/360021336671
https://support.zoom.us/hc/en-us/articles/360021400211
https://support.zoom.us/hc/en-us/articles/360021087192
https://support.zoom.us/hc/en-us/articles/360028936531


 

You can click the following options after selecting a scheduled meeting in the left-side panel: 

• Add icon : Schedule a new meeting. 

• Refresh icon : Refresh the meeting list if you don't see your scheduled meeting. 

• Start: Start the scheduled meeting that you have selected in your upcoming meetings. 

• Copy Invitation: Copy the scheduled meeting's invitation text, allowing you to manually paste 

into an email, instant messenger etc. Click Show Meeting Invitation if you want to view the 

invitation you're copying. 

• Edit: Edit the meeting options for your scheduled meeting. 

• Delete: Permanently delete your scheduled meeting. 

Contacts 

Select the Contacts tab to view and manage your contacts. 

https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
https://support.zoom.us/hc/en-us/articles/201362423-How-do-I-Start-or-Join-a-Scheduled-Meeting-as-the-Host-
https://support.zoom.us/hc/en-us/articles/201362773-Where-can-I-find-the-meeting-invitation-text-
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-


 

• Directory tab: View a directory of all your contacts, including starred, external, and auto 

answer contacts. If your organization has Zoom Rooms, you will also see a list of Zoom Rooms. 

• Channels tab: View a directory of your channels (used for group messaging). Starred channels 

appear at the top of the list. 

• Add icon : Show options for contacts and channels. You can add a contact, create a contact 

group, create a channel, or join a channel. 

In-Meeting Controls 

Once you have started or joined a meeting, you can access the meeting controls located at the bottom 

of the meeting window (move your mouse in the Zoom window to display meeting controls). 

Learn more about meeting controls for hosts, co-hosts, and attendees. You can also join a test 

meeting to familiarize yourself with meeting controls before joining a scheduled meeting. 

https://support.zoom.us/hc/en-us/articles/115004055706
https://support.zoom.us/hc/en-us/articles/203736135
https://support.zoom.us/hc/en-us/articles/203736135
https://support.zoom.us/hc/en-us/articles/115004055706
https://support.zoom.us/hc/en-us/articles/200912909
https://support.zoom.us/hc/en-us/articles/201362603-Host-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/360016056751-Co-host-controls-in-a-meeting
https://support.zoom.us/hc/en-us/articles/200941109-Attendee-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/115002262083-Joining-a-Test-Meeting
https://support.zoom.us/hc/en-us/articles/115002262083-Joining-a-Test-Meeting


 

 


