
INSTRUCTIONS FOR USING SLR’s ZOOM ACCOUNT TO HOST A ZOOM MEETING 

 

If you have hosted a Zoom meeting before using a free account, you will know that meetings 

are limited to 40 minutes in length. SLR has purchased a number of shared ‘hosts’ that you can 

use to host a meeting. You do not need an account to participate in a meeting but the host who 

sets up the meeting needs to use one of SLR’s accounts to host a meeting longer than 40 

minutes. 

When you join Zoom with a computer or laptop the Zoom website will ask you if you want to 

Download and run Zoom. It’s recommended that you do so as it gives you some extra features. 

If you are a class leader hosting a Zoom course you should download the software. See below. 

If you have used Zoom before you may already have an account (either a free account or one 

you have paid for). If you already have an account, you will need to SIGN OUT first before 

continuing on with these instructions. You need to SIGN IN with one of SLR’s accounts to be 

able to host an SLR meeting. How to do this is discussed later in these instructions. 

The screen below is what shows up once you have already downloaded the Zoom app onto 

your computer. This prompts you to open the Zoom app. If you have not downloaded their 

software yet, this dialog box does not show up and you have the choice of downloading their 

software by clicking here or participants can join a meeting without using the Zoom software by 

clicking here. This will run the meeting on the participant’s internet browser. 

 



Using a Computer or Laptop 

Using your computer’s internet browser (Google Chrome, Internet Explorer, Safari, Microsoft Edge, etc.), 

go to www.zoom.us 

Click on SIGN IN 

 

 

SIGN IN with one of SLR’s usernames and passwords. You will be given the correct one to use prior to 

the start of your course. Make sure to pay attention to which letters are lower or UPPER case! As 

discussed earlier, if you already have a Zoom account, you will need to SIGN OUT first. (You may need to 

click on My Account and then click on the icon that looks like SLR’s logo or a person to 

find the SIGN OUT). 

SLR’s Hosting information: (you will be told in advance which of these accounts to use) 

Email Address   Password  Email Address  Password 

SLRZoom1@gmail.com  xxxx    SLRZoom6@gmail.com   xxxx 

SLRZoom4@gmail.com  xxxx (Note: Call Ed Jambor @ 519-652-3761 for passwords) 

 

http://www.zoom.us/
mailto:SLRZoom1@gmail.com
mailto:SLRZoom6@gmail.com
mailto:SLRZoom4@gmail.com


When you’ve filled in the SLR email address and Password, click on the SIGN IN button.  

 

Select SCHEDULE A MEETING 

 

 

Fill in the Topic, When the first meeting will take place and the Duration. 

 



Then, scroll down and select Recurring meeting.  

 

Then select Weekly, from the drop down box and select the number of weeks (or occurrences) the 

course will run.       You also then need to click on this Radio button to activate the number of 

occurrences. 

 

Scroll down further and you can select Video ‘on’ for both the Host and Participant. It’s recommended 

that you do not select ‘Registration Required’ as this adds another complexity. Also, make sure you DO 

keep the square checked that says Enable join before host. At the end Select Save.  

  



This will take you to a new page. Scroll down until you see this icon, Copy Invitation. Click on this to 

copy the invitation to your computer’s ‘clipboard’ memory.  

 

This opens up a popup window and you have to click on Copy Invitation again. 

 

 

  



Now, go to your Email application and Compose a new email. Add all the email addresses of your class 

participants, and add a Subject. You should add your own email to the list as well so you will get the 

same email and see what all the participants are getting. 

Then in the body of the email where you normally start your message, right click with your mouse and 

select PASTE, or you can use a keyboard shortcut – once your cursor is in the correct area where you 

want to start your message you can select Ctrl + V on your keyboard (that means press down Ctrl and 

the letter V so they are both pressed down at the same time). This will paste all the invitation 

information into your email. 

Send your email. You will receive one as well. When it’s time for the meeting, all your participants can 

go to the email you just sent and click the Join Zoom Meeting link. BUT YOU SHOULD NOT DO THAT! 

 

 

  



When it’s time for the meeting to start, you need to go to zoom.us, make sure you are signed in as 

slrzoom1@gmail.com or slrzoom4@gmail.com (depending on which one you are asked to use) and then 

click on My Account  

 

And now, in the left-hand pane you click on Meetings and it will show all the Upcoming Meetings. 

 

 

Since the SLR Zoom account will be used by multiple hosts, you need to find the meeting you set up and 

then you can Start the meeting from there.  
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This ensures you will be the ‘host’. If you join from your own email, it will think you are simply one of the 

participants. 

Once you select the Start meeting link, the Zoom application opens up and you will be asked to Join 

with Computer Audio. Click on that to get your microphone to work. 

 

 

To access all of Zoom’s controls, hover your mouse over the video image and a footer area full of 

controls will pop up.  

 

  



It is here where you can turn your Audio on (Join Audio) and off (Mute), and Start or Stop your Video 

camera. 

 

 

 

 

If you click on Participants, a new pane shows up on the right-hand side to show you all the participants. 

 

 

If you click on Gallery View (or Speaker View), in the top right of your window you can toggle between 

showing all the participants at once or have the main screen show only the speaker who is currently 

speaking. 

At each meeting, after the introductions, the Class Leader should ask all participants except the person 

who is presenting to Mute themselves. Remind all participants that they should lift their hand in front of 

their screen if they want to speak. The Class Leader can then call on whomever is next to speak and 

remind them to click on the Unmute button on the bottom left part of the screen. Class Leaders should 

not normally Mute themselves so they can always interject at any time and control the meeting. 

  



If you are giving a presentation, you should open up your presentation document, such as your 

PowerPoint slide show, beforehand and let it run in the background. Then later, in your Zoom meeting 

you click here on Share Screen.  

 

 

This will then pop open a screen that shows ALL the current applications you have running on your 

computer. Each will be in a small window. You click on the screen you want to share and then click Share 

at the bottom of the screen. 

 

This will give you a new screen showing you the screen you are sharing along with some Zoom controls. 

Now you can use your mouse to control and advance slides in your PowerPoint.  



 

When you are done sharing your presentation you click on Stop Share and the screen reverts back to 

the normal Zoom screen. 

 

 

 

Some final notes: When you set up a recurring meeting in Zoom, the link is the same each week. It’s 

good practice to email your participants each week to remind them of the meeting and to RESEND them 

the link. By the third or fourth meeting participants might have trouble finding their original email. To 

send them a new email each week, all you need to do is go to your ‘Sent’ folder in your email 

application, find the original email that you sent to all the participants and then select ‘Reply All’ with a 

reminder for the next meeting. Participants will then get a new email and they should be able to find the 

original link in the thread. To make it really foolproof, you can copy the Zoom meeting information and 

include that in the new text you put in the ‘Reply All’ email. That way the Zoom link will be right there in 

your new email notice each week. 



Also, it’s good practice for the Zoom Host to contact all the participants by telephone prior to the first 

meeting to make sure they are ready for Zoom. You can even have a one on one mock Zoom meeting 

using the same Zoom link (once the meeting is scheduled you can start the Zoom meeting anytime, you 

don’t have to wait for the actual date of the meeting) to make sure all components are working. 

Similarly, the Host should contact presenters in advance of the week they are presenting to make sure 

they have no problems sharing their screen.  

 

If you have any questions, you can email slrzoom1@gmail.com or call Ed Jambor at 519-652-3761 
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