HBC Chester MANUAL
Using Zoom for running Groups
1. Introduction
At HBC Chester we love it when people hang out together, make new friends, , and explore
faith together.
That’s why we love Missional Communities and other groups!
This manual explains how to run MC’s and groups online using Zoom.

2. Setting up your Zoom Account
-

For a Zoom video group to run from your laptop or computer you must have a webcam
attached too, or built into your computer. Most laptops have cameras built in.

-

On your browser on your PC/Mac/Laptop, go to www.zoom.us and click on ‘SIGN UP, IT’S
FREE’...

-

Enter the email address you want to use for your account and click ‘Sign Up’

-

Select CONFIRM on the pop up window that says ‘We'd like to help you get the most out of
Zoom by sending you resources along the way. You can unsubscribe at any time.”

-

You’ll then receive a message that says ‘We've sent an email to <Your email address>.. Click
the confirmation link in that email to begin using Zoom.”

-

Now go to your email, find the Zoom email, and click on the confirmation, and complete your
registration by setting a name and password (don’t lose your password!!) :) then CLICK for
the next page.

-

IGNORE the next page on ‘Invite Your Colleagues’ but just click ‘Skip’.

-

You’ll then get a page that says… “Start your test meeting’ with your personal meeting
URL.”

-

Click on ‘Go to My Account’ and you will find your details, should you ever need to modify
your personal details do it here.
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3. Downloading the Zoom app
-

Once you’ve set up your account, then you need to install the Zoom app (software) on your
laptop/macbook.

-

Scroll down to the bottom of the page where you will find a heading called ‘Download” that
will detail all the ways you can download Zoom. Click on “Meetings Client”.

-

Select the download option for your computer types (Mac or PC)

-
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If

you’re using a mobile device (e.g. mobile or tablet) then you can download the Zoom app
from the App Store (again for free). Generally speaking, it’s much easier to host a Zoom
video group from a laptop OR a large mobile tablet (make sure your device has a
camera so they can see you!!!).
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4. Scheduling a meeting on Zoom
-

You can set up a meeting either through the App you’ve installed OR through the Zoom.us
website. Personally, I find it easier to do it through the website so these instructions are based
on that but it’s up to you.

-

Go to www.zoom.us and click SIGN IN with your username (email) and password.
Once you’re Signed In, click ‘Meetings’ on the left hand column.

-

Click ‘Schedule a New Meeting’.

-

You’ll then see the following screen…
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Complete the screen as follows:
Topic:
Add the title of your Group meeting.
Description:
If you wish, add a brief description (not necessary)
When:
Add the date of your meeting followed by the start time - make sure you get your AM
and PM selected correctly.
Duration:
Let the default remain at 1 hour. Unless you’ve been upgraded to a Pro plan (most of
us won’t) then you’ll actually only be allowed to have a maximum 40 minute long
video group (unless it’s just 2 people).
If your meeting goes over 40 minutes or so, eventually Zoom will close the meeting.
Everybody should be able to re-click on the link again to continue to the meeting.
Time Zone
Leave as GMT London.
Recurring meeting
If this is a regular meeting (which our Groups) are then ‘tick’ the recurring meeting
box
Then select from ‘Daily, Weekly, Monthly, No Fixed Time’ - by selecting this option
you can use the same Meeting ID link each time you meet.
If you select ‘Daily’ - you can select to repeat every day (1), every other day, (2),
every 3rd day (3) etc. etc.
If you select ‘Weekly’ - you can select to repeat every week (1), every fortnight (2),
every 3 weeks (3) etc. etc.
And the same for ‘Monthly’.
‘No Fixed time’ allows you the flexibility just to run your Group when you want - just
remind people with the Meeting ID link.
Add an End Date - maybe for now the End of July for the coming term.

Registration
Don’t tick this - no registration is required.
Meeting Password.
Don’t tick this - no meeting password is required.
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Video:
Set both ‘Host’ and ‘Participants’ to on. This means that you can see everybody :)
Audio
Tick ‘Both’.
Meeting Options:
The only one you might want to tick here is ‘ Enable join before Host’ but always
best to make sure you’re on the video group before everyone else.
Click SAVE.
Here is an example of what the completed meeting set-up looks like for an Alpha Course
starting on Sunday 19th April at 6:30pm.

You’ll notice the URL that has been selected - highlighted in blue on the ‘Invite Attendees’
line.
Either select it as above OR select ‘Copy the invitation’ to the right. This is the link you will
send to everybody who is attending the Group.
If you’ve set your MC or group to recurring they can use this same link EVERY TIME :)
Email or text this link to everybody who is in your Group reminding them of the start time.

4. Running your Group meeting on Zoom
-

You can kick off running your MC or group either (a) from your laptop/Macbook on the web
browser, (b) from the Zoom app on your laptop/macbook, OR (c) from your Zoom app on
your mobile device. As mentioned already, generally speaking, running from a larger screen
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device like a laptop/macbook with a camera is easier. These instructions assume you’re going
in via your browser.
-

Put the Zoom meeting link in your browser and hit your ENTER key.

-

A message will appear on your screen that says “Do you want to allow this page to open
“zoom.us”?’ - and click on ‘Allow’.

-

This will then open the Zoom app and you’ll see your face on the screen in front of you. Click
on ‘Join with Computer Audio.’

The default setting for Zoom is what’s called ‘Active Speaker’. It will switch the large video window
between who is speaking. If it is a one-on-one meeting, it will display your video at the top, and the
other participant's video below. It looks like this:
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If you click on the icon on the top right, you can change to ‘Gallery view’ which looks like this.

This might be a great way of running your Group as you can see up to 49 people in the Group at the
same time - and it’s unlikely our Groups would be more than that.
During the MC or group meeting you may want to share a presentation or show a video to the rest of
your MC or group.
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If you move your mouse to the bottom of the Zoom screen and select ‘Share’. You will be prompted
to select what screen you would like to share. Select your desired screen and press ‘Share’ e.g.

Click “End Share” to stop using that screen and return to your Group.

Other Helpful links
Do check out the range of great online video tutorials available for Zoom at the link here https://support.zoom.us/hc/en-us/articles/360029527911-Live-Training-Webinars.
This is also a good short YouTube
https://www.youtube.com/watch?v=arIDQBALrEw&feature=youtu.be
If you get stuck at all, then don’t hesitate to contact a member of the Leadership Team.
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