
Zoom How-To and Troubleshooting 

Getting Started: 

Get Started on Windows and Mac 

Advanced Settings 

Audio, Video, Sharing: 

Join a Meeting by Phone 

Test Computer or Device Audio 

Meetings and Webinars: 

Host a Video Meeting 

Join a Meeting 

Invite Users to a Meeting 

Start a Scheduled Meeting 

Schedule Recurring Meetings (EXPIRE AFTER 365 DAYS) 

Account: 

Forgot Password 

Customize Profile 

Recordings: 

Access Cloud Recordings 

Access Local Recordings 

Delete Cloud and Local Recordings 

Change Recording Settings (See “Recording Tab” section) 

Troubleshooting: 

Audio not working: 

1. In your Zoom call, hover your mouse over the bottom of the screen to bring up 

the control menu for the meeting.  

https://support.zoom.us/hc/en-us/articles/201362033-Getting-Started-on-Windows-and-Mac
https://support.zoom.us/hc/en-us/articles/360037870291-Advanced-desktop-client-settings
https://support.zoom.us/hc/en-us/articles/201362663-Joining-a-meeting-by-phone
https://support.zoom.us/hc/en-us/articles/201362283-Testing-computer-or-device-audio
https://support.zoom.us/hc/en-us/articles/201362613-How-Do-I-Host-A-Video-Meeting-
https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-meeting
https://support.zoom.us/hc/en-us/articles/201362183-Inviting-others-to-join-a-meeting
https://support.zoom.us/hc/en-us/articles/201362423-How-do-I-Start-or-Join-a-Scheduled-Meeting-as-the-Host-
https://support.zoom.us/hc/en-us/articles/214973206-Scheduling-recurring-meetings
https://support.zoom.us/hc/en-us/articles/115005171726-Resetting-your-password
https://support.zoom.us/hc/en-us/articles/201363203-Customizing-your-profile
https://support.zoom.us/hc/en-us/articles/205347605-Managing-cloud-recordings
https://support.zoom.us/hc/en-us/articles/206277393-Finding-and-viewing-local-recordings
https://support.zoom.us/hc/en-us/articles/360048488451/
https://support.zoom.us/hc/en-us/articles/115005756143-Changing-your-meeting-recording-and-telephone-settings#h_6df7b580-4c30-422a-b91d-e8fe0dc48de7
https://support.zoom.us/hc/en-us/articles/115005756143-Changing-your-meeting-recording-and-telephone-settings#h_6df7b580-4c30-422a-b91d-e8fe0dc48de7


2. Click on the small up-arrow icon next to the microphone icon and look under the 

“Select a Speaker” header. Click ‘Same as System’ and if that does not work, 

cycle through the other options.    

Video not working: 

1. If you cannot see yourself in the call, hover over the bottom of the screen to 

bring up the control menu for the meeting. 

2. Click on the small up-arrow icon next to the camera icon and make sure you 

have a webcam selected. If there are multiple options, feel free to cycle through 

them till you can see yourself in the Zoom call. 


