
How to Join a Zoom 

Meeting 

Desktop/Laptop 

(Zoom not downloaded) 
 

 

 

 

 

 

 

 

 

 

 

 

In partnership with 



 

Step 1: Open the email with the Zoom Meeting information. Copy down the 

Meeting ID number and the Passcode. 

 

Step 2: Open your internet browser and go to the website Zoom.us 

 

Step 3: Click on “Join a meeting” 

 



Step 4: Enter the Meeting ID number you copied from the email. Then, click, the 

blue “Join” button. 

 

Step 5: Click “Join from Your Browser” near the bottom of the screen. 

 

111 2222 3333 



Step 6: Enter your name and then click on the checkbox next to “I’m not a robot”.  

 

Then, click the blue “Join” button. 

 

 



Step 7: Enter the Passcode (if asked) that you copied from the email. Then, click 

the blue “Join” button 

 

 

Step 8: If you are a little early, the meeting may not have started yet. You may see 

a screen that says “Please wait, the meeting host will let you in soon”. Just wait 

until the Meeting Host lets you in. No actions required. 

 



Step 9: When the host lets you in, you should now see the group you are meeting 

with. You will then need to connect your audio. Click “Join Audio” on the bottom 

left of your screen. 

 

Step 10: Click the blue “Join Audio by Computer” button 

 

 



Step 11: You may see a box appear near the top of your screen asking you if you 

want to allow Zoom to use your microphone. Click the blue “Allow” button. 

 

In order for the group to see you, you will also need to start your video camera. 

At the bottom of your screen, click “Start Video”. 

 

 

 

Similar to the microphone, you may now see a box appear at the top asking you if 

you want to allow Zoom to use your microphone. Click the blue “Allow” button. 



You have successfully joined the meeting and the group will be able to see and 

hear you! 

 

Other controls to be aware of once you are in the meeting… 

 

Hover your cursor over the middle of the Zoom screen – this will bring up a line of 

“controls” at the bottom of your screen that looks like this: 

 

 

 

 

 

 

 

 

 

 

2. This button turns your camera 

off (and on). When your camera is off, 

the group will not be able to see you, 

but you will still be able to see the 

group. 

 

When you are ready to leave the meeting, click the “Leave Button” on 

the bottom right side of the Zoom screen. This will bring up a larger 

button that confirms you want to leave the meeting – click “Leave 

meeting again to exit. 

1. 
This button mutes your microphone so the group will not be able to hear 

you. This is good to know if you have any background noise in your home at 

the time of the meeting.  

If you mute yourself, just be sure to click the button again to unmute 

yourself when you want to speak. 


