
ZOOM Basic Edition  
 
Introduction 
It is recommended that we reduce and/or replace face-to-face meetings during this period of 
the coronavirus. With the advent of the coronavirus, ZOOM has begun providing online video 
conferencing services for free with unlimited time and a maximum of 100 participants. 
To help you get started quickly MITS has prepared training videos and an FAQ.  
For additional support contact IT@xjtlu.edu.cn. 
 
If you want to schedule an online meeting:   
1. Register a ZOOM account at https://zoom.com.cn/  
2. Host a video meeting by computer/smartphone  

• Meeting codes can be sent by email or WeChat 
• Screen sharing, file sharing, record meetings 

 
If you are an attendee invited by the meeting host: 
Click the web link in the invitation sent by the host in your email or WeChat and download the 
Zoom APP. 
 
To host a meeting  
1. Login to your ZOOM account with the email and password you used to create the account. 
You can click the ZOOM client download link at https://www.zoom.com.cn/download 

 
If you have not created a user email and password, please click on “Sign Up Free” to create a 
Zoom account. 
 
 
 

https://video.xjtlu.edu.cn/Mediasite/Showcase/default/Channel/zoom
https://guide.xjtlu.edu.cn/ZOOM.html
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After signing in, you will see the Home tab: 
 

 
New Meeting- Start an instant meeting. Click the downward 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. 

 
 
 
 

https://support.zoom.us/hc/en-us/articles/201362533-Meet-Now-vs-Scheduled-Meetings
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https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-
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2. Select the “Meetings” tab and click “Upcoming” to view, start, edit, and delete scheduled 
meetings. 
 
You can click the following options after selecting a scheduled meeting in the left-side panel: 
Plus icon - Schedule a new 
meeting. 
Refresh icon - Refresh the 
meeting list if you don't see 
your scheduled meeting. 
Start- Start the scheduled 
meeting. 
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. 
 
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. 
Plus icon : Show options for 
contacts and channels. You can add a 
contact, create a contact group, create 
a channel, or join a channel. 
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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). 

 
 
 
 
 
 
 
 
How Do I Share My Screen? 
1. Click the Share Screen button located in your meeting controls. 

 
2. Select the screen you want to share. Alternatively, you can also choose a specific application 

that is already open. 

 
3. Options:  
Share Computer Sound- If you check this option, any sound played by your computer will be 
shared in the meeting. 



Optimize for full screen video clip- Check this if you will be sharing a video clip in full-screen 
mode. Do not check this otherwise, as it may cause the shared screen to be blurry. 
4. Click Share. 
Share Screen Menu 
When you start sharing your screen, the meeting controls will move into a menu that you can 
drag around your screen. 

 
Mute/Unmute- Mute or unmute your microphone. 
Start/Stop Video- Start or stop your in-meeting video. 
Participants/Manage Participants- View or manage the participants (if the host). 
New Share- Start a new screen share. You will be prompted to select which screen you want to 
share again. 
Pause Share- Pause your current shared screen. 
Annotate/whiteboard- Display annotation tools for drawing, adding text, etc. 
More- Hover over more for additional options. 
 
Chat- Open the chat window. 
Invite- Invite others to join the meeting. 
Record- Start recording locally or to the cloud. 
Allow/Disable participants annotation- Allow or prevent 
the participants from annotating on your shared screen. 
Show/Hide Names of Annotators- Show or hide the 
participants' name when they are annotating on a screen 
share. If set to show, the participant's name will briefly 
display beside their annotation. 

 
Live on Workplace by Facebook- Share your meeting or 
webinar on Workplace by Facebook. Learn more about 
live-streaming a webinar. Learn more about live-
streaming a meeting. 
Optimize Share for Full-screen Video Clip- Start 
optimizing for a video clip in full-screen mode.  
Note- Do not enable this setting if you are not sharing a 
full-screen video clip, as it will blur your screen share. 
End Meeting-  Leave the meeting or end the meeting for all participants. 
Dual Monitors- If you are using a dual monitor set-up, you can turn on the Use Dual Monitors 
feature to see the screen sharing on one monitor and participants on the second. 
Note: On Mac OS 10.15 Catalina, you need to allow Zoom access to Screen Recording to share your 
screen. You can do this in your System Preferences > Security & Privacy > Privacy > Screen Recording. 
Check the option for zoom.us. Learn more.  
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As an attendee invited by the host 
 
Joining a Meeting 
Before joining a Zoom meeting on a computer or mobile device, you can download the Zoom 
app from Download Center. Otherwise, you will be prompted to download and install Zoom 
when you click a join link. 
 
Click “Join a Meeting” if you want to join 
without signing in. 
or 
Sign in, then click Join. 
 
 
 
 
 
 
 
 
 
 
Enter the meeting ID number and your display name.  
If you're signed in, change your name if you don't want your default name to appear. 
If you're not signed in, enter a display name. 
 
Select if you would like to connect 
audio and/or video and click Join. 
 

http://www.zoomus.cn/support/download
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