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Suggested Zoom settings for those of us who will be hosting meetings 

And, even if you’re just going to join meetings, a few good tips 

 

Below I’ve included the settings for Zoom that I suggest you use – especially if you’re ever going to 
host a meeting.  But, even if you’re just going to be a participant in meetings (and not be the host), 
getting these right will save you some aggravation as well. 

These settings are for the free Zoom account.  The free Zoom account is all that is needed to join a 
meeting, and more than adequate for normal use, even when hosting.  The paid account (we have 
one for U3A in Kennet) lets us have much longer meetings, and permits connections via a land line 
telephone. 

The only significant drawback to the free account is that for a meeting you host, it’s likely the 
meeting would end automatically after 40 minutes.  If it does, and you want to meet for longer than 
40 minutes, you can just let everyone know (before you’re bounced out that is) that if the meeting 
abruptly ends (at the 40-minute mark) everyone can just re-join the same meeting again (using the 
original link), and you have another 40-minute period to use.  Simple! 

Using these settings should make it easy for all - for you, and the people you invite to your Zoom 
meeting.  I must warn you, there are quite a few settings to deal with, and it will take some time to 
get them all set properly.  However, the good news is that if you persevere and get them right, you 
shouldn’t have fiddle with them ever again and you’ll have smooth sailing from now on (fingers 
crossed and no promises made – plus, Zoom continues to update with improvements, and some 
things might change). 

Adding to the complications (don’t be worried, it’s not that bad) Zoom has settings you need to 
configure via their website as well as in the ‘App’.  The website settings are the more generic type 
and are tied to your Zoom account. 

The second round of settings are located in the Zoom Application (the ‘App’).  They cover some 
other aspects.  Further, it’s the ‘App’ that is used to actually connect to your webcam, microphone 
and to the meeting itself.  Once you get the settings correct on the webpage, you pretty much don’t 
need it again.  You can do the rest by using the ‘App’. 

OK, first let’s tackle the settings on the website.  Access the Zoom website (https://zoom.us) using 
your web browser (either Chrome, Edge, Internet Explorer, Safari, Firefox, etc).  The website stores 
your account details, your email address, your password, and any personal details you’ve added. 

Below is the main / home web page for Zoom.  I’ve already logged in.  If you don't have an account, 
then sign up for one.  All you need is an email address. 
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If you click on My Account (far right, highlighted in yellow) you are taken to: 

 

 

 

On the left, there are 5 options.  The first one (Profile) has the blue band around it.  Profile shows 
the information about you that you’ve included. 

I’ve taken the time to add a picture (which is optional), and my full name.  The name is used 
in your Zoom window.  We suggest you set this to your name please, rather than ‘tom’s 
iPad’ or your email address, or something else.  That way, everyone will know who you are 
by name! 

As a free account is just that, free, we suggest everyone have their own account to avoid 
confusion.  Couples can each have an account, all they need is an email address to sign up. 

Please do take the time to get your name right, it will help everyone. 

Under Profile is Meetings – this will show all the upcoming meetings that you’ve scheduled (if any) 
and where you can schedule new meetings to host.  Note, meetings you are invited to by another 
host do not show here, only meetings that you control. 

We don’t use Webinars and unlikely you’ll need to worry about Recording.  But, the Settings are 
critical.  Click on Settings. 

There are many settings to get right.  Virtually all these settings apply to hosts, if you’re only joining 
a meeting hosted by someone else, they aren’t critical. 

On the web site, you scroll down to find them all.  I’ve captured, in the next several images, ALL of 
them.  It may be hard to see the descriptions here, but hopefully you can just follow along with what 
I have set on my personal account.  Just make sure your settings match. 

Note, I’m just showing the settings, most are simply set to be either on or off.  I’m not describing 
what they all are about, just how I think you should set them.  Please know, these settings do 
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provide safety and would keep intruders out of your meetings (which was an issue in early Zoom 
days, months ago). 

If anyone wants to discuss why I’ve set them as I have, I’ll be glad to go over the details with you.   
The aim of this document is for 99% of us who just want to get it right based on a solid 
recommendation from someone who should know what’s what. 

Settings 

 

 

 

Note: I’ve set a default password – ‘zoomers’ – you can use whatever you wish. 
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OK, that’s the website taken care of.  Now, we need to launch the ‘App’.  I assume you’ve all 
got the ‘App’ installed.  If not, go to https://zoom.us/download/ and install it.  The ‘App’ is 
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used to actually connect to your webcam, microphone and to the meeting itself.  These ‘App’ 
settings are best for everyone, whether you host or not. 

The main screen of the ‘App’ (Home) is shown below. 

 

 

In the top right corner is a little gear symbol that I’ve highlighted in yellow – click this. 
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Some settings are found here, only a few need your attention. 
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That’s it!!! 

 

When it’s time to scheduling a meeting, I suggest you use the ‘App’ and: 

 Generate a new meeting ID for each meeting 
 Create a different password as well for each meeting 
 Don’t bother with using the waiting room.  If you do both of the above, only those people 

you invite will be able to join 

 

Just go to the home screen and click on schedule. 
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After you save it, the information appears in a window (below).  Copy that information and email it 
to your participants.  They just click on the link and away you go. 
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Questions, suggestions, comments please let me know and I’ll pass them on. 

 

Enjoy 

 

Tom 

 

Tom Horwitz 

 

website@u3ainkennet.org.uk 

 

 

 


