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Create a Zoom Meeting Using Zoom  

Note: For those you would like to use Zoom outside of Moodle.  

¦ǎŜ {ǘǊŀǘŦƻǊŘΩǎ ½ƻƻƳ ¦w[ ǘƻ {ŎƘŜŘǳƭŜ ŀ aŜŜǘƛƴƎ  

1. Go to https://stratford.zoom.us  

2. Click the Sign in button  

 

3. You ǿƛƭƭ ōŜ ǊŜŘƛǊŜŎǘŜŘ ǘƻ {ǘǊŀǘŦƻǊŘΩǎ {{h ό{ƛƴƎƭŜ {ƛƎƴ-on) site and will be able to authenticate 

with your network User ID and Password.  

https://stratford.zoom.us/
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4. If you already have a Zoom account registered to your Stratford email address, it will be 

upgraded to a Pro license.  If you do *not* already have a Zoom account, it will be created for 

you upon first login. 

- OR  - 

5. You may need to click on the SSO option  the first time you 

access Zoom to schedule a meeting 
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6. Enter in Stratford, if it is not there, in the company domain field  and then click on the Continue  

 button   

 
Note: After that, you may not need steps 2 and 3 above to access Zoom.  

Remember: If you have an existing Zoom account, and are currently logged in, you will need to log out 

of Zoom and follow the instructions above to get the Pro license upgrade. 

Schedule a Zoom Meeting in Zoom  

1. Click on Schedule a Meeting   option in the top row 

2. Enter in values for the following options at a minimum: 

a. Topic ς Name of meeting 

b. When ς Date and start time of meeting 

c. Duration ς length of meeting  

d. Time Zone ς select from the drop down menu  
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3. Additional options:  

a. Recurring meeting option under Time zone ς check this if this meeting recurs daily, 

weekly, monthly, etc. 

i. Additional repeat information and end date can be added 

b. Registration ς check if you want participants to register for this meeting  

c. Video ς select the option if you want the video on for host and/or participant when then 

join the meeting 

d. Audio ς select the option for audio (Suggest computer audio when possible) 

i. If bandwidth is an issue, allow participants to use phone and computer.  

e. Meeting options:  

i. Require a password ς check if needed ς will need to supply the password  

ii. Enable join before host ς allow participants to join before the host 

iii. Mute participants upon entry ς  participants will be muted when they join the 

meeting  

iv. Use Personal Meeting ID ς ǘƘƛǎ ƛǎ ǘƘŜ ƘƻǎǘΩǎ ǇŜǊǎƻƴŀƭ ƛŘ ƴǳƳōŜǊ  

v. Enable waiting room ς participants wait until the host allows the participant to 

join the meeting 

vi. Record the meeting automatically ς check if the meeting should automatically 

be recorded. Select either on the local computer or in the cloud  

f. Alternate Host ς provide email address of alternate host to run the meeting if you 

cannot be there, want someone to share meeting responsibilities, or is an invited 

speaker.  

g. Click the Save button  



Page 5 of 28 
 

 

 

4. Click the Save button  

5. Once the meeting is saved, the host has an option to add the Zoom information to a calendar.  
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a. Depending on the calendar option selected, pop-up screen(s) will appear to add the 

meeting to your calendar.  

b. Calendar options are Google Calendar, Outlook Calendar, Yahoo Calendar 

 

6. Host can also click on the copy the invitation link  to pop-up the 

invitation information to copy and send the information to participants in an email   

7.  

a. Click on the Copy Meeting Invitation button  (content will be copied to the clipboard)  

 

b. Go to your email of choice and paste (Ctrl-V) the content into the body of an email. Add 

your participants to the To: line and send the email.  

8. You can also create polls that will be available for the meeting.  Click on the Add option to create 

the polls. 
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Note: Check out the job aid; How to use Zoom in a Meeting; to learn how to create a poll. 

9. Below is an image of a scheduled meeting that is displayed once a meeting has been scheduled.  

 

10. If you want to add this link to a Moodle course, check out the job aid: How to Create and Launch 

Zoom meeting from a Moodle course.  

Start a Zoom Meeting in Zoom at the Moment 

1. Go to https://stratford.zoom.us  

2. Click the Host button to start a meeting 

 

https://stratford.zoom.us/
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3. Click on the Zoom Meetings option in the Launch Application pop-up and then click the Open 

Link button.  Note: You may see an OK button instead of an Open link  button.   

 

a. May want to click on Remember my choice for zooommtg links for future zoom 

meetings so it opens a Zoom meeting using this application 

4. A Zoom meeting will start and ask the host to join an audio option.  

 

Note: Depending on your setup, you can elect to join audio via a phone call, computer audio or to 

have zoom call you.  

Zoom Desktop Client 
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You can download/install the Zoom desktop client from https://stratford.zoom.us/download.  If 

installing onto a Stratford computer, you may need assistance from your local IT Coordinator. 

Using the Zoom Desktop Client  

1. Zoom will pop-up a zoom control center. Instructors have the ability to use the icons and the 

menu items to schedule or join a meeting, set zoom settings, or check upcoming or recorded 

meeting  

2. If the client is installed, you can access it 2 way:  

a. Use the zoom icon on the desktop  

b. Use the Zoom option from the Start menu   

3. Click on either the Zoom icon or the Zoom option above and the first time, Zoom will require 

you to log into Zoom. Click on the Sign in button. 

 

4. The Single sign on pop-up will appear. Click on the Sign in button  

   

 

https://stratford.zoom.us/download


Page 10 of 28 
 

5. Enter in Stratford, if it is not there, in the company domain field and then click on the Continue  

 button   

 
6. NextΣ ƭƻƎ ƛƴǘƻ {ǘǊŀǘŦƻǊŘΩǎ {{hΦ 

 

7. The Zoom desktop client will appear.  
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8. Use the icons to:  

a. Start a meeting instantly with or without video on ς    

b. Join a meeting ς   displays a list of meeting for the drop down to select 
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c. Schedule a meeting -   fill in the parameters to schedule a meeting  

 

d. Share a screen  ς needs a meeting ID to access the meeting  and then the 

meeting will start with a screen share 
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9. At the top the desktop client is 2 options: 

a. Drop down arrow  

b. Settings  

 

10. The drop down arrow will allow the user to set a number of items. First four options are used for 

the chatting (instant messaging feature), check for updates, get help, log out or exit zoom.  

 

11. The Settings  option will allow the user to customize their zoom features. There are 

10  different setting screens:  

a. General  - set settings for joining or starting a meeting  

b. Audio ς set your microhpone and speakers, test them, adjust the volume  and more 

c. Video ς view you video feed to others and change the camera 
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d. Virtual Background ς select a virtual background or uplaod a virtual background images 

e. Recording ς determine the location of the recordings and status about recoding space 

f. Advanced Features ς open your Zoom account to change features and your profile 

g. Statistics ς displays how much CPU and memory Zoom is currently using. While in a 

meeting it will show network statistics 

h. Accessibility ς offers close caption capability for Zoom and shotcut keys 

i. Instant Messaging- set  instant messaging features  

j. Feedback ς Send feedback to  Zoom  

12. General - Use each settings to customize your Zoom setup 

a. Application setting refer the Zoom application  

b. Content Sharing setting is the behavior for when you are sharing your content (desktop 

or screen) 

  

13. Audio ς setting for configuring and testing your microphone and your speaker.  Testing of audio 

can be done every time you join a Zoom meeting.  
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14. Video ς used to configure video settings and how the video featurs respond when in a Zoom 

meeting  

 

15. Virtual Background ς  used to set the background when the video feature is turned on.  There 

are (3) images that come with the desktop client.  You can add your own image by clicking on 

the Add image option.  The remove option will remove the images from the list.  Click on None 

to remove an image from the background 
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16. Recording ς  Set the location of the local recordings and local recording features.  The manage 

button for Cloud recording will take the user to the My Recordings option for their My Meeting 

Settings 
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17. Advanced Features ς  Clicking on the first 2 links will take the user to their Meeting settings  for 

Profile and Advanced Features under Meeting Settings. Change My Subscription is active for 

those that have administrative rights.  

 

                  

 

18. Statistics ς see the send/receive rate of audio, vidoe and sceen sharing during a meeting.  This 

will allow the user to gauge whether there are connection issues during  a meeting.  

Note: to check yourbandwidth ςgo to http://speedtest.net. Zoom recommends a 1.2 to 1.5Mbps 

upload/download for optimal experience. Useful if Zoom needs to do some troubleshooting on 

bandwidth by taking screen shots of each tab.  

 

For more info on meetinƎ ǎǘŀǘƛǎǘƛŎΣ Ǝƻ ǘƻ ½ƻƻƳΩǎ ƘŜƭǇ ƻn Meeting Statisitics - 

https://support.zoom.us/hc/en-us/articles/202920719-Meeting-Statistics  

http://speedtest.net/
https://support.zoom.us/hc/en-us/articles/202920719-Meeting-Statistics
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19. Accessibility ς  Provides the ability to add close captioning; in a specific font size;  to a meeting  

if the host has turned on close captioning in their My Settings under Advanced Meetings 

settings.   A close captioning menu option  will appear in the menu for the meeting 

host. The host can type in the text or assign a participant to type in the close captioning. Once 

assigned, will also see the close captioning menu option. Clicking on the close captioning menu 

will open up a pop-up screen where they can type in the close captioning.  

a. In Addition, this option provides keyboard shortcuts for features such as: 

i. Start/stop share screen 

ii. Start/stop cloud recording  

iii. Mute/unmute audio 

iv. Enter/exit full screen mode 

v. Display/hide chat 

vi. Etc. 
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20. Instant Messaging ς allows the user to setup their Instant Messaging and notification settings.  

A user can chat, share files, and start an instant meeting  with contacts from your Zoom account.  

Through the Desktop client, the user will click on the the Contacts  option, select a 

user and then click on chat for the chat or invite to meeting option. 
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21. Feedback ς Use this screen if you need technical Zoom support by clicking Support link in the 

first. You can also this screen to submit feedback to Zoom.  
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22. Menu items for      

a. Home  -  is the main screen wher a user can start a meeting with or without 

video, join a meeting, schedule a meeting, or start a meeting sharing a screen 
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b. Meeting  ς will show the meeting  information where you can start, edit 

meeting setting  or schedule a meeting. 

  

a. Start will start a zoom meeting  

 

b. Edit  provides the option to edit meetings features. The personal id number will 

be seen in the top section.  

i. Click the Save   button to edit the features  
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c. Schedule opens up an email with the meeting information after choosing a 

email type or click on Copy Invitation to add invite information to an already 

exisitng email or location  
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 Note: Copy Invitaiton will copy the all the text in the meeting invite.  

d. Upcoming  button will list any upcoming meetings 

e. Recorded    button will show links to recored sessions  

 

c. Contacts   - will show a list of company contacts that you can chat with (if they 

are availble) or invite to the  meeting  

a. You can type in a name to search  

b. You can click on the arrow for Company Contact (95) to expand the list  


