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This document was produced on Monday, April 13th, 2020 to 
assist people who are looking to get more comfortable using 
the Zoom app on their iPads.  Some of the settings and 
features may have changed since this document was 
produced. 



1. 
DOWNLOAD THE ZOOM APP 

 

I f you would like to make the process of starting your first 
Zoom meeting go smoothly, the first step you should take is 
to download the Zoom app.  In order to do this, you will 
need to know your Apple ID 

and password, so you may want 
to look that up before 
downloading Zoom. 

The app store icon is easy to 
find on your iPad.  It looks like a 
large letter A.  The picture to the 
right is a picture of the app store 
icon. 

When you open the app store, 
find the search button near the 
bottom right corner of the screen. Tap on it, and a search bar 
will appear at the top of your screen.  Type in the word 
“Zoom” and you’ll find the Zoom app.  A picture of the Zoom 
app is on the next page.  Click on the blue button that says 
“Get”.  You’ll then be prompted to put in your Apple ID 
password in order to download the app.  When the blue 
button that says “Get” changes and says “Open”, then you 
know Zoom is installed. 





2. 
JOIN A MEETING YOU’VE BEEN INVITED 
TO ATTEND 

 

W hen someone invites you to a Zoom meeting, you’ll 
receive an email.  Zoom generates a meeting ID and a 
password, as part of their recently added security 
features.  All you really need to do is click on the link in 

the email that you received. 

Once you click on that link, the Zoom app will open up and 
it will ask you to enter your name. When you do that and hit 
“Continue”, you’ll be asked to allow Zoom to access your 
camera.  It’s fine to do that. 



After you’ve allowed Zoom to access your camera, you’ll 
see a picture of yourself (or whatever your iPad front camera 
is pointed at). Click on the blue button that says “Join with 
Video” and a message will be sent to the host of the meeting, 
letting them know that you are ready to join the Zoom 
meeting. You’ll also want to enable the microphone, by 
pressing “ok”. 



T he screen above is what you’ll see after you’ve 
attempted to join the meeting.  Zoom has a default setting 
called “Waiting Room” which prevents people from finding 
a way to get into your Zoom chat, even though they may 

be uninvited.  You can disable the waiting room feature, but 
it’s not recommended. 

When the host of the meeting invites you in, you’ll then 
have to enable your audio to work so you can hear people 
and they can hear you.  Just click on the blue words “Call 
using Internet Audio” in order to do this. 



3. 
NAVIGATING ALL OF THE BASIC 
FEATURES WHEN IN A ZOOM CHAT 

 

W elcome to your first meeting!  If you’re just meeting 
with one other person, you’ll see a screen much like 
the one below. Your face will be in the bottom corner 
and the person you’re talking with will be in the large 

window above you. 



If you’d like to access the functions in your iPad Zoom app, 
tap on the black area above the person you’re talking with.  
That brings up plenty of features, as you can see below. 

The white button on the left lets you switch to gallery view.  
Then you’ll have equal sized windows for everyone in your 
Zoom meeting and it will look like the image below. 



Click on the three white dots in the right corner, above the 
word “more” and you’ll have access to these features: 

 

The mute button, which is near the center of the top of 
your features screen allows you to turn off your microphone.  
If you are sitting outside and it’s windy, or if you have a 
barking dog, you can mute your audio and only turn it on 
when you have something to say.  This is very valuable when 
you’re in Zoom meetings with many participants. 



4. 
HOW TO START YOUR OWN ZOOM 
MEETING 

 
 

Now that you’ve experienced a 
Zoom meeting, you may be 
ready to start your own 
meeting.  It’s really not terribly 

difficult. 

The first thing you’ll want to do 
is open up the Zoom app. 

When you click on the Zoom 
app, you’re given the option to join 
a meeting, sign up, or sign in. 



Click on the blue words that say “Sign up” and you’ll be 
asked to input your birthdate. 

Once you complete that task and click on “Confirm”, you’ll 
just add your name and email, agree to the Terms of Service, 
and click “Sign Up”. 



You’ll get a pop-up window that tells you an email has been 
sent to you. 

Check your email and click the blue box that says “Activate 
Account” and you’ll have your own Zoom account set up! 

 



Once you have your Zoom account set up, you can open 
the Zoom app and you’ll see this screen: 



You have 2 different options when initiating a Zoom meeting. 
 

1. Schedule a meeting. 

To schedule a meeting, click on 
the blue button that looks like the 
image on the right. 

Once you’ve clicked on this 
button, it will open up your 
calendar and create an event in 
your calendar.  You’ll see a screen 
like the one below.  Look for the place where you can invite 
people and tap on it. (I highlighted it with a red box.) 



2. Start a New Meeting and then invite people to it. 
 
If you’re talking to someone on 
the phone or texting with 
someone and want to start a 
Zoom meeting immediately, 
click the orange button that 
says “New Meeting”. 

You’ll see a popup window  
that looks like the one below.  
Click the blue button that says 
“Start a Meeting”. You will then 
see a picture of yourself with a 
popup message. Click on the 
popup message that says “Call 
using Internet Audio”.   
 
 



You’ll then see a place at the top right to invite participants.  
Clicking on that shows that you’re the only one in the 
meeting, but you can solve that by clicking the word “invite”.  
You’re then given the choice of how to invite those people to 
your meeting.  Typically, people use “Send Email”. 

If you choose “Send Email”, your iPad will create an email like 
the one below. Send it to your friend and they can use the 

link 
to 
join 
your  



Zoom meeting. 
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