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General meeting info 
UUCCWC owns two Zoom accounts: Zoom1 is for Worship Team use, and Zoom2 for essential church 

committees, i.e., Pastoral Care, Board of Trustees, Financial Services, Administrative Services, 

Nominating Committee, Continuity Team, and Stewardship.   

The two UUCCWC Zoom accounts are reserved for church-affiliated groups.  There are many teams and 

groups that would like to stay in touch and, fortunately, it is easy to obtain a free personal Zoom 

account. Other platforms for virtual meetings include FaceTime, Facebook Live, WebEx, and 

GoToMeeting.  These free platforms may have limits on number of participants and length of meetings. 

If your group requires more time or participants, please contact Tanya Vesecky, office manager, about 

use of the UUCCWC Zoom accounts.  

To schedule use of the Zoom accounts, use the online church calendar: 

https://www.uuccwc.org/calendar/.  Select the “request event” button near the top of the calendar 

page (see below).  A window will pop up; fill it in, using Zoom1 or Zoom2 as the Location Name.  Please 

check the calendar for other reservations before making your request.  

https://www.uuccwc.org/calendar/


 

 

Please use the online calendar for scheduling, versus emailing the UUCCWC office manager, Tanya 

Vesecky.  If your group is not among those identified above as an essential church committee, contact 

Tanya for permission to use the Zoom accounts.  

 

What is Zoom? 

Zoom is a video conferencing system that includes screen-sharing and up to 1000 participants.   

We hope to take advantage of the meeting capability with video and audio to get together for meetings 

and social interactions. To join a meeting, you can go to the Zoom website or click on the link in your 

meeting invitation where you'll be prompted to run the Zoom app.  This document gives you 

instructions on how to start up with computers (Windows and Mac) and with smartphones (iPhone and 

Android.) 

Zoom has both audio and video so that we can talk, listen, and see one another.   

Audio:  Your audio is usually on as a default.  When someone else is talking, it’s nice 

to mute your audio so that sounds from your space don’t interrupt the speaker.  To 

do this, click on the Mute microphone icon on the bottom left of your screen.   

Video:  It’s very nice to be able to see one another.  Your meeting view will probably 

start without your video.  Click on the video button to turn on your computer or 

phone camera.  Zoom has two viewing options: active speaker view and gallery view. 

The former highlights and enlarges the photo of whomever is speaking at any given 

time.  This is great for classes or talks but it’s nice in small gatherings (say 10-15) to use the gallery view.  

https://zoom.us/join
https://zoom.us/support/download


SPEAKER VIEW:      

GALLERY VIEW:   Computer    and phone   

There’s also a Chat window available for side text conversations either with the entire group or with a 

specific participant. 

 

 

In order to join a meeting, reference the email with contact info. It would look like this: 

https://zoom.us/j/1234567890 

 

Zoom secure meeting environment 
Dear Valued Customer, 

We’re always striving to deliver you a secure virtual meeting environment. Starting April 4th, we’ve 

chosen to enable passwords on your meetings and turn on Waiting Rooms by default as additional 

security enhancements to protect your privacy. 

Meeting Passwords Enabled “On” 

Going forward, all meetings scheduled after April 4th will have password enabled. If your attendees 

are joining by clicking a meeting link with a password embedded, there will be no change to their 

joining experience. For attendees who join meetings by manually entering a Meeting ID, they will 

need to enter a password to access the meeting. 

To locate your meeting password, log in to your account, visit your Meetings tab, select your 

upcoming meeting by name, and copy the new meeting invitation to share with your attendees. For 

step-by-step instructions, please watch this 2-minute video or read this FAQ. 

https://zoom.us/j/1234567890
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=242947e05f&e=44e98a73b8
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=747108fe6d&e=44e98a73b8
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=6f74c07ba2&e=44e98a73b8


For instant meetings, the password will be displayed in the Zoom client and the password is also 

embedded in the meeting join URL by default. 

Virtual Waiting Room Turned on by Default 

Going forward, the virtual waiting room feature will be automatically turned on by default. The Waiting 

Room is just like it sounds: It’s a virtual staging area that prevents people from joining a meeting until 

the host is ready. 

 

How do I admit participants into my meeting? 

It’s simple. As the host, once you’ve joined, you’ll begin to see the number of participants in your 

waiting room within the Manage Participants icon. Select Manage Participants to view the full list of 

participants, then you’ll have the option to admit individually by selecting the blue Admit button or all at 

once with the Admit All option on the top right-hand side of your screen.  For step-by-step instructions, 

please watch this 1-minute video. 

Check out these resources to learn How to Manage Your Waiting Room and Secure Your Meetings with 

Virtual Waiting Rooms. 

For more information on how to leverage passwords and Waiting Rooms to secure your meetings, 

please visit our Knowledge Center, attend a daily live demo, or visit our blog. 

Please reach out to our Support Team if you have any questions at support@zoom.us. 

 

Zoom in Windows 
Steps below assuming that Zoom not installed. If already installed, can skip over to the end. 

1. Click on the link to the meeting  

 

https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=2521e8ca6f&e=44e98a73b8
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=2521e8ca6f&e=44e98a73b8
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=6856e33aba&e=44e98a73b8
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=a0eda226fd&e=44e98a73b8
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=32b903906e&e=44e98a73b8
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=32b903906e&e=44e98a73b8
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=c754166291&e=44e98a73b8
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=4fc1900acf&e=44e98a73b8
https://zoom.us5.list-manage.com/track/click?u=246be7c94abce5e51bf4996a4&id=4af8e56fd5&e=44e98a73b8
mailto:support@zoom.us


2. Your default browser will open and display a screen like this.  

In example here, browser is Chrome. Yours might be slightly different. 

 
 

3. If you do not get a pop-up asking for an extension install, click on hyperlink “download & run 

Zoom” 

 



4. The extension will be downloaded and you’ll progress in one of the browser corners. When 

download completes, expand the download window (1) and click on open (2). 

 
 

5. You’ll see a splash screen with installation progress 

 
 



6. At 100%, your extension is ready! You’ll be prompted to enter a name to join the meeting 

 
 

7. You’ll be given the option to use the computer microphone or call from a phone. Please choose 

one of the tabs.  

Once a tab chosen, click on “join”. 

 
 



8. CONGRATULATIONS!!! You’re now part of the Zoom meeting. 

Here is a brief legend with the Zoom interface. 

 

1) If you’re not talking, be polite and keep the microphone on mute.   

The host of the meeting has the ability to mute all. This will make the sermon have better sound 

quality. 

2) You can send text messages through the chat box (see 2) 

3) When the meeting concludes, select “Leave Meeting” at the bottom right corner. 

 
 

 



Zoom in Mac 
Steps below assuming that Zoom not installed. If already installed, can skip over to the end. 

 

1. When you try to open the meeting link, it will open your default browser. If Zoom is not found a 

pop will request that you download an extension. Please accept and select where to save the 

download. 

 
 

 
 

2. When download completes, expand the download window (1) and click on open (2). 

 

 
 



3. Installation screen will pop up. Please click continue and follow prompts.  

Defaults should be OK for most users. 

 
 

4. At this time Zoom extension is installed. Go back to the meeting invite and open the link. You’ll 

see a prompt like this 

 
 

5. During the first run, you’ll be asked for a name 

 
 



6. The application will ask permission to use the computer microphone. Please allow. 

 
 

7. You’ll be given the option to use the computer microphone or call from a phone. Please choose 

one of the tabs.  

Once a tab chosen, click on “join”. 

 
 



8. CONGRATULATIONS!!! You’re now part of the Zoom meeting. 

Here is a brief legend with the Zoom interface. 

 

1) If you’re not talking, be polite and keep the microphone on mute.   

The host of the meeting has the ability to mute all. This will make the sermon have better sound 

quality. 

2) You can send text messages through the chat box (see 2) 

3) When the meeting concludes, select “Leave Meeting” at the bottom right corner. 

 



Zoom in iPhone 
Steps below assuming that Zoom not installed. If already installed, can skip over to the end. 

1. Open AppStore and search for Zoom. 

Once you install the app, status will change from Get to Open. 

 
 



2. Go back to the meeting invite and click on the link. During initial setup, you’ll be asked for a 

name. In future sessions, you’ll get a prompt like this. Choose “Call using Internet Audio” if all 

communication is to be within the app. 

 
 



3. CONGRATULATIONS! You’ve joined the Zoom meeting. 

Out of courtesy, please mute if you’re not talking (see 1) 

When the meeting concludes, use the “Leave” button at top right to finish the session (see 2) 

 
 



Zoom in Android 
Steps below assuming that Zoom not installed. If already installed, can skip over to the end. 

 

1. After you’ve clicked on the Zoom meeting link, your browser will open the meeting page  

 
Recommend selecting “download from Google play”.  

Access through the app will provide better experience. 

 



2. Google play installation page for Zoom looks like this. Click on Install. 

 
 



3. Depending on the connection speed, installation might take a few minutes. 

After installation completes, the screen should look like this. 

 
 



4. Go back to the email with the meeting link. When you click on it, the Zoom app will open and 

ask for a name. 

 
 



5. Zoom app will ask you for permission to use your microphone. Please allow it to use the 

microphone, so you can talk within the app. 

  
 



6. CONGRATULATIONS! You’re now part of the Zoom meeting. 

Out of courtesy, please mute if you’re not talking (see 1) 

When the meeting concludes, use the “Leave” button at top right to finish the session (see 2) 

 


