Zoom: Another Guide for the Perplexed
In light of recent efforts to maintain physical distancing in communities, many folks in the
network of Reconstructionist communities are quickly moving to Zoom in order to facilitate
meetings, programming, and participatory services online. Social connection through physical
distancing does not equal isolation! With the right structure and technical knowledge, many
folks have already held engaging, dynamic events for their communities via Zoom. The
following document provides some guidance on both setting up and participating in Zoom
meetings, collected in part from existing guides to Zoom from Reconstructionist communities
and experience from within the offices of Reconstructing Judaism. If you have any questions
about using Zoom in your community or would like to consult with staff at Reconstructing
Judaism, please email Jacob Weinberg at jweinberg@reconstructingjudaism.org.
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Section 1: Setting Up Zoom to Host Events
A. Features
Zoom is an extremely powerful conferencing platform with a wide variety of features and
offers a variety of plans, from free (Free Plan) to expensive (Enterprise). The meeting
controls that hosts have do not change between plans, except for:
-

Registration – only paid plans allow users to manage registration for an online
meeting from within the Zoom platform. To do this on a free account, you
would need to use another platform in conjunction with Zoom, like Google
Forms or Wufoo.

-

Only paid plans can record meetings to cloud storage, meaning that
recordings on free plans must be stored on the host’s computer.

When considering what kind of plan you need, these are the two most important
things to take into account:
o How many participants do you expect to login?
§
§
§
§

Meetings of 3 people or more will automatically shut off after 40 minutes
Pro accounts allow meetings of up to 100 participants at a time for 24
hours at a time (more than necessary).
Higher level accounts give even more participants and greater time limits
but are much more expensive.
If you need more capacity for a meeting, you can temporarily sign up for
Zoom for Large meetings, which will give you a month of increased

participant capacity. Reconstructing Judaism uses this only on a meetingby-meeting basis.
*Bottom line: if you have the budget, we recommend getting a dedicated Pro
account to host meetings of 3 people or more without a time limit.
o How many meetings will you be running concurrently with more than 3 people in
attendance?
§

Each Zoom user can only host and participate in one meeting at a time.
Therefore, communities should take into account how they are scheduling
meetings of 3 people or more, to avoid conflicts of time, or glitches in
meetings.

*Bottom line: If you need to host multiple meetings of 3 people or more on a
small budget, dedicate one account to host all of these events, and be sure to
monitor your meeting schedule so nothing overlaps.
-

One-on-one meetings can easily be scheduled with a Free account. As long as
meetings on Free accounts have only two participants, they are also unlimited in time
length. If you expect to be doing a lot of video check-ins in addition to larger online
events, we recommend that folks create personal (Free) accounts to facilitate those
smaller discussions.

Here is Zoom’s plans and pricing list, with all features listed: https://zoom.us/pricing
B. Signing Up
Once you have determined what kind of plan you need, you need to create your
account. Go to the Zoom.us and click on the link that says “Sign Up – It’s Free!”. You
will be asked to provide an email address and verify it by clicking the link they send you
in a verification email. After that you can provide your information and you will be all set
to use a Free account!

If you want to upgrade, go to Plans and Pricing and select the plan you want to use
once you have created the Free account. After selecting your plan and providing
payment information, your account will now be updated to the level you paid for. Plans
are paid monthly but are slightly cheaper when paid as an annual subscription.
C. Creating your first Zoom event or meeting:
The instructions below are the same for events that are either 1:1 or gatherings of 3 or
more people. The only differences in set-up options are 1) a meeting that is hosted on a
Free account will automatically end after 40 minutes if 3 or more people are on the call
and 2) a paid account is required to set up registration through Zoom. We recommend
managing your meetings from your account on the website, as opposed to the Zoom
desktop application because the controls are easier to use and more comprehensive.
-

If you aren’t on your account dashboard, click “My Account” at the top right of the
website to navigate there.

-

Towards the top of the left-hand bar, click “Meetings”. You should now see a view of all
of your upcoming meetings (none if you are just starting!), with times and Meeting IDs.

-

Click “Schedule a new Meeting”

-

Give your meeting a Name, and description (optional), and a date and time. Set a
recurring time if appropriate. Leave the Meeting ID options as-is.

-

If you need folks to register ahead of time, check “Required” for Registration (only
available on paid plans). This requires folks to give their name and email to sign up for
the meeting. They will receive a confirmation email with the meeting link. They will not
be able to join the meeting until they register. If someone wants to join an occurring
meeting, they will be sent directly into the meeting following their completion of the
registration form. Look for more information about meeting registration below this
section.

-

We recommend that you do not require a meeting password. Generally speaking,
meetings are secure enough by circulating the meeting link to the correct people.

-

For smooth operation, set Host and Participant Video to turn on automatically. Also, set
audio to “Both.”

-

Generally speaking, enabling “join before host” will allow participants to enter the
meeting quickly if you or the host has not logged in yet. We recommend turning this on
unless you have a reason why folks need to wait to be in the meeting. Waiting room
gives participants a temporary virtual space to connect with each other when they are
waiting for the host to join. If join before host is enabled, do not worry about this. We
generally don’t use this feature.

-

For very large gatherings, it may be wise to mute folks upon entering to reduce noise
and feedback. This is evaluated on a case-by-case basis for us, depending on the size
and type of meeting. For connecting communities during times where social connection
is paramount, we recommend disabling this feature so that folks can say hi before
starting the event without worrying about unmuting themselves.

-

If you want to record the meeting as soon as it starts, check “Record the meeting
automatically.” Look below for more information on recording meetings.

-

Set an alternative meeting host – be aware that the co-host needs to be a user under
the same Zoom plan that you have, so this may not be helpful.

-

Click SAVE and you are done!

For a comprehensive tutorial on set-up a meeting from Zoom, click here:
https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings
D. Sharing your meeting
-

Once you have saved a meeting, you will go to that meeting’s information page where
you can send out calendar invites and view all of the customization options you have
selected. To get to a meeting page from your dashboard, click, “Meetings” on the left
and click on the title in the list of upcoming meetings on your Meeting dashboard.

-

The easiest way to share or invite folks to meetings is to click “Copy Invitation,” which
will take you to a window to copy the invitation to your meeting in full. From here, you
can paste this information into an email or calendar event. We recommend copying the
whole invitation so folks who need to dial-in by phone have the information to do so.

-

A full invitation contains a link to the Zoom meeting, a unique meeting ID (also the last
digits in the Zoom URL), access numbers to join the meeting via OneTap (a feature to
help folks in transit or while driving that we rarely use), and phone numbers to join the
meeting depending on location.

E. Recording
-

Meetings have the option to be recorded to a .mp4 video files to be played back later.
When a meeting is recorded, you also have the option to download an audio file that
has been separated from the video for listening.

-

Free accounts record and save meetings on the host’s computer hard drive.

-

Paid accounts can record meetings to Zoom Cloud Storage.

-

At any point in a meeting you can start, pause and, stop recording. You have full control
of recording even if you set Zoom to record the meeting immediately upon starting.

-

If you have a Pro account, access your meeting recordings by clicking “Recordings” on
the left-hand bar from your Zoom dashboard. Otherwise, you will be prompted to
choose a location to store the recorded files on your computer upon completion of the
recording.

-

For a comprehensive tutorial on recording, navigate to the following links:
o Recording to your computer: https://support.zoom.us/hc/enus/articles/201362473-Local-Recording
o Cloud Recording: https://support.zoom.us/hc/en-us/articles/203741855-Cloudrecording

F. Registration
-

As stated previously, if you need folks to register ahead of time, check “Required” for
Registration. This requires folks to at least give their name and email to sign up for the
meeting. They will receive a confirmation email with the meeting link. They will not be
able to join the meeting until they register. If someone wants to join an occurring
meeting, they will be sent directly into the meeting following their completion of the
registration form.

-

At minimum, the registration form will ask folks for their name and email, which helps
identify who they are when they join the call. However, you can add questions to the
form in the “Edit” section.

-

If a meeting is set-up to require registration, you will see registration options at the
bottom of the meeting information page, after the meeting is set up and saved. From
there, you can click “View” to see a list of current registrants. Click “Edit” below “View” to
edit registration options for the event.

-

Before the meeting, we recommend resending participants’ confirmation emails so that
folks can easily access the meeting. Click “View” and then click the checkbox at the top
left of the list (above all other checkboxes) to select the current page of the list of
registrations, then click “Resend confirmation email.” You must complete this process
page by page.

For a comprehensive tutorial on Registrations, click here: https://support.zoom.us/hc/enus/articles/211579443-Registration-for-Meetings

Section 2: Using Zoom as a Host
Below is as a list of what you need to fully access the features of the Zoom meeting as a host.
Note that you must be using a zoom application to have full access to host controls –
preferably on a desktop computer, but also via the mobile app if necessary. You will
need:
Using a personal computer:
1. A computer with the Zoom application installed. You can download it ahead of time
here, or wait for it to automatically install when you open your first Zoom link. When
you click on a meeting link, you will be prompted to download the application on your
device once if you haven’t already done so. If it is already downloaded, you will be
prompted to open it. The application is small in size and safe to use.
2. A working microphone – most are built-in in modern laptops
3. A working webcam – most are built in modern laptops
Using a smartphone:
1. A copy of the Zoom app installed (available for free on the Apple App Store or
Google Play)
A. Joining a meeting:
1. By Computer
o Click the zoom link (or copy and paste it into your browser URL bar)

o Download the zoom app if you haven’t done so already. Allow it to open if it’s
already installed.

o Choose your source of audio – follow on the on-screen instructions if using your
phone as the audio source (*note this is distinct from calling in or using your
phone with the mobile app)
o If asked, confirm your video
o You are in!
2. By Mobile App
o Click on your Zoom link and the App should launch you into the meeting right
away!
Comprehensive instructions for joining Zoom meeting can be found here:
https://support.zoom.us/hc/en-us/articles/201362193-How-Do-I-Join-A-MeetingB. Tips for being a host
-

-

It is recommended that you should mute everyone when you formally start the meeting.
This ensures a clear start and ensures everyone hears what is going. Let folks know
when you are muting them.
Be mindful of who is making noise – if your speaker is talking and they are not the
highlighted person speaking – find out who is making noise and mute them.
Monitor the chat to ensure there are no issues.
Once someone raises their hand to ask a question, make sure their hand is lowered
after they have a chance to speak.
Designate someone who can be a back-up host beforehand, in case you have to leave.
You can transfer host privileges to anyone in a meeting and continue normally, even if
they don’t have the same kind of account you have. *Note that you cannot designate
someone to be a co-host ahead of time unless they are a user under your plan.
Follow all tips for being a participant below in Section 3!

C. Your controls as a host
-

During the meeting, you have several controls available to you that provide different
ways of interacting with others. For a comprehensive tutorial on participant controls,
click here: https://support.zoom.us/hc/en-us/articles/201362603-Host-and-Co-HostControls-in-a-Meeting

Section 3: Using Zoom as a Participant
Joining Zoom as a participant is easy and does not require you to sign up for an account!
Below is a list of what you need to fully access the features of the Zoom meeting:
Using a personal computer:
1. A computer with the Zoom application installed. You can download it ahead of time
here, or wait for it to automatically install when you open your first Zoom link. When
you click on a meeting link, you will be prompted to download the application on your
device once if you haven’t already done so. If it is already downloaded, you will be
prompted to open it. The application is small in size and safe to use.

2. A working microphone – most are built-in in modern laptops
3. A working webcam – most are built in modern laptops
Using a smartphone:
1. A copy of the Zoom app installed (available for free on the Apple App Store or
Google Play)
Dialing in by phone (no video available)
1. A working phone, an access number, and the meeting ID (located on your Zoom
event invitation
A. Joining a meeting:
1. By Computer
o Click the zoom link (or copy and paste it into your browser URL bar)
o Download the zoom app if you haven’t done so already. Allow it to open if it’s
already installed.
o Choose your source of audio – follow on the on-screen instructions if using your
phone as the audio source (*note this is distinct from calling in or using your
phone with the mobile app)
o If asked, confirm your video
o You are in!

2. By Mobile App
o Click on your Zoom link and the Zoom App should launch you into the meeting
right away!

3. By Dialing-In
o Locate your access number in your invitation in the section labeled “Dial by your
Location” – pick the number that’s best for your area
o Locate the Meeting ID below the Zoom link
o Dial your access number, follow the instructions, and enter your Meeting ID when
prompted.
o You are in!

Comprehensive instructions for joining Zoom meeting can be found here:
https://support.zoom.us/hc/en-us/articles/201362193-How-Do-I-Join-A-MeetingB. Tips for being a participant
-

Mute yourself when you are not speaking. This prevents audio feedback, which will take
attention away from the speaker.
Try to find a quiet place. You can potentially be disruptive if there is a lot of noise
around you since Zoom automatically highlights the screen making the most noise. If
you are having trouble hearing, or if your computer is echoing, one easy way solution is
to use a pair of headphones to isolate the audio coming out of your computer from the
audio going in.

C. Your controls as a participant
-

During the meeting, you have several controls available to you that provide different
ways of interacting with others. For a comprehensive tutorial on participant controls,
click here: https://support.zoom.us/hc/en-us/articles/200941109-Attendee-Controls-in-aMeeting

Additional Resources:
-

Here is a quick video tutorial on hosting meetings from the Impact and Innovation
Department at Reconstructing Judaism. Click here: https://vimeo.com/397195488
For more resources from Zoom, click here: https://support.zoom.us/hc/en-us

