
 
 
How to setup Zoom for small groups, committee meetings, or other small 
group video conferencing 
 

1. Go to https://zoom.us/ 
2. Click “Sign Up, It’s Free” in the upper right hand corner (see image below) 

 

 
 
 

3. After clicking, you can sign up with Google, Facebook, or your email address. 
4. After entering email address, you will receive an email to activate your Zoom account. 
5. Click the activation link in the email, and you’ll be taken to a Zoom website to enter your 

name and make a password for your account. 
6. On the next page, you’ll be asked to invite others to join Zoom. You can enter your small 

group’s email addresses here, or you can wait and invite them later by clicking “Skip This 
Step.” 

7. You’ll be asked to host a test Zoom meeting – this is a chance to check on your computer’s 
built-in camera and microphone. 

8. Once you have your account setup, you can click “Schedule” to begin or schedule your 
meeting (see image below). 

 



 
 

9. Here you can fill in all of your information. Below I’ve created a Zoom meeting for a small 
group that meets every Thursday at 6pm. You can fill in your details based on your small 
group. Note: Make sure you enter the correct Time Zone! (see images below). 

 

 



 

 
 

10.  Once you have your details entered in, click Save.  
11. On the next page, there is a line called “Join URL” where you can copy the link to send to 

other participants of your meeting. This is the link that you can send to all of your small 
group members, committee members, or whatever group you want to meet with. (see 
image below).  

 



 
 
 
 
If you have any questions or have issues setting up an account or meeting, please 
don’t hesitate to send Patrick an email for help at patrickj@hixsonpres.org 
 
 


