
Presentation Guidelines 
(Zoom Setup for First Time Users)



Zoom Setup
(For First Time Users)



Zoom Account Setup - Download Zoom 

Click Here to Download Zoom on your desktop

https://zoom.us/download


Zoom Account Setup - Check your security & privacy settings
(Using the Zoom with macOS)

*For more information about audio, video and screen sharing, please visit Here

https://support.zoom.us/hc/en-us/articles/360016688031-Using-the-Zoom-Client-and-Zoom-Rooms-with-macOS#h_55c97bea-9e47-44ad-a374-5b5049ea139f


Sign up for a Zoom account (Free)
if you already have an account, please skip to PART 2: Starting a New Meeting

We require all presenters to record via Zoom to ensure all video files submitted to 

ensure better video playback on the virtual platform for on-demand viewing 

during and after the conference
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Sign up for a Zoom account (Free)
if you already have an account, please skip to starting a new meeting

Step 1: Click the link below

https://us02web.zoom.us/signup

Step 2: Enter your date of birth
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https://us02web.zoom.us/signup


Sign up for a Zoom account (Free)
if you already have an account, please skip to starting a new meeting

Step 3: Fill in your email and click Sign Up
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Sign up for a Zoom account (Free)
if you already have an account, please skip to starting a new meeting

Step 4: Check your email and click 

Activate account

Step 5: Fill in your name and set a 

password
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Sign up for a Zoom account (Free)
if you already have an account, please skip to starting a new meeting

Step 6: Invite your Colleagues 

(Optional)

Step 7: Start a meeting
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Zoom 
Audiovisual Settings



Zoom Audiovisual Settings

Host

1 2 3 4 5

Mute/unmute your microphone

Turn on/off your camera

View the list of participants

Chat (Send messages)

Share screen
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Zoom's Zoom Audiovisual Settings - Speaker and 
Microphone Settings

Test these settings before the 

event to ensure the right 

speaker and microphone is 
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Zoom Audiovisual Settings – Share Screen (1/2)

Step 1:

Click “Share Screen”

Step 2:

Choose the screen or file

you would like to share

Step 3:

Enable “Share sound” if 

you have a video to share

Step 4:

Click ”Share”
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Zoom Audiovisual Settings – Share Screen (2/2)

Remember to enable 

Presentation Mode.

*For more information about screen sharing, please click here 
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https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen


Zoom Audiovisual Settings –Changing Your Virtual
Background (1/3)
For both the Presentation Pre-Recording and for attending the sessions of the Congress, we ask that you use a 

virtual background to remove environmental factors in the background that may distract from your 

presentation.  As such, we have provided a congress background in the following slide that you may use if 

necessary.  To achieve the best results, please avoid wearing clothing and makeup the same color as your 

selected background.

Congress Virtual Background Colors to Avoid





Zoom Audiovisual Settings –Changing Your Virtual
Background (2/3)
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Zoom Audiovisual Settings–Changing Your Virtual Background
(3/3)

Step 3

Step 4



Zoom Audiovisual Settings – Renaming Your Profile

Step 1: Click “Participant”

Step 2: Click on your profile 

and select “More”

Step 3: Click “Rename”

Step 4: Enter your new 

name and click “OK”
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