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Club Zoom Meeting 
Instructions 

 
Pre-install the Zoom Meeting app: Install the “Zoom” app. on your computer if you have not installed it 
previously.  This way, when you click on the link at the time of the meeting, it will take you directly to our 
meeting.  Go here for the Download of Zoom Client for Meetings   Apple users see the addendum at the end. 
 
Security: Please be assured that our Zoom meeting will be secure.  We are using encrypted communication to 
Zoom servers which is exactly like using a VPN.  Additionally, a password is built into the meeting link.  So, you 
must have that link to initiate entry to the meeting.  Entering any meeting without the link, which is only sent 
to members, would require a password.  In other words, it’s as secure as being online with your bank or credit 
card company.  Please do not forward the link to others outside our organization.  The meeting links are one-
time use.  A new, different link is sent each week. 
 
Finding the meeting link: For Visitors not yet a member, an email will be sent to you with a link before each 
meeting.  For members, the meeting link can be found in the weekly meeting announcement alert sent to 
members on Sunday evening or no later than Monday evening.  If a member hasn’t received the 
announcement alert, sign on to SharePoint using this link to go to the Announcements where you will find the 
current week’s meeting announcement near the top of the list.  If you wish to make it easy to find the link 
again, temporarily store the link on your desktop or home screen.  Again, this is a one-time link.  Replace it 
each week. 
 
Before joining the meeting: Adjust your sound level to a comfortable level for you using the speaker symbol in 
the lower right corner on PCs; the volume up and down buttons on your cellphone; or using the sound buttons 
or sound settings on an Apple product.  
 
Date and Time: To have time to correct any problems, always join about 15 minutes before the meeting start 
time.  For example, join at 1:45 for the 2 pm meeting start.  You can join as early as 1:30 where you will find 
some of us kibitzing about the latest things of interest 
 
Joining the meeting when you have the Zoom program installed on your computer 

1. Click on the meeting link to join the meeting 
a. Find it in any email, meeting announcement alert, or on the SharePoint “Announcements” 

2. In the window that appears, OK the request to “Open Zoom Meetings.” 
3. Then click “Join with Video.” 

a. You should now see yourself in a small window. 
i. If not, make sure your camera is allowed to be connected to the Zoom app 

1. Go to Setting>Camera Privacy and make sure ON is selected for desktop apps 
and make sure the Zoom app is shown as allowed 

4. Then click “Join Computer Audio” 
a. If you wish to test your audio, do so. 
b. In the event you cannot hear anything, try again to adjust the sound on your computers’ 

speaker first (bottom right corner of your desktop screen in Windows). 
  

https://zoom.us/client/latest/ZoomInstaller.exe
https://cccclub.sharepoint.com/cccc/Lists/CCCC%20Announcements?viewpath=%2Fcccc%2FLists%2FCCCC%20Announcements
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5. Upon entering the meeting, your audio will be “muted” by default.  (Audio will be unmuted during the 
social time from 1:30 to 2 pm.)  This is to keep unwanted noise and feedback from disrupting the 
meeting.  This occurs naturally with larger numbers of participants, or if our meeting is shown on two 
computers in the same room in your home.  The “host” will unmute all, when possible, for sound 
checks and for individuals raising their hands. (The “Reactions control” will time out.  Please be patient, 
lots of controls; lots of people) ���� 

6. The standard operating procedure will be for everyone to have their audio muted and to unmute 
themselves by pressing the spacebar to talk or by clicking the microphone icon in the Zoom Controls 
Bar 

a. The Controls bar can be found by mousing over the bottom of the Zoom window on a PC or 
mousing over the top of the Zoom Window on an iPad or Mac. 

7. Having a problem signing on: call Gary: 239-825-5216 or Dave: 239-887-0610 
8. For more information on audio and video controls, go to this Zoom site link. 

 
Meeting Agenda: Our meetings will be conducted in the normal format:  

1. Introduction by the President. 
2. Question and Answer session by all. 
3. Short Presentation 
4. Question and Answer session by all. 
5. Long Presentation 
6. Question and Answer session by all. 
7. Follow up comments and adjournment 

 
How long will it last? Our full member meeting will run the same 2 hours—2 to 4 pm 
 
 
 
Addendum (For Apple users only) 
 
If you don’t already have the “Zoom” app, you need to download it.  After downloading, ignore all further 
instructions, and click to leave the app.  (This app will automatically be used when you double click the link to 
the meeting).  
 
Here’s the link to (free) Zoom in the App Store: 
https://apps.apple.com/us/app/zoom-cloud-meetings/id546505307 
 
You may want to download the Google “Chrome” web browser (free) in the app store.  We have found 
“Chrome” to be the most compatible web browser with both SharePoint and Zoom. 
 
Use this link for the Apple version of the Chrome download: 
https://apps.apple.com/us/app/google-chrome/id535886823 
 
Please make sure you have the most recent update to your operating system.  We have also found that when 
downloading “Zoom” for Apple, your camera may be “off” by default.  So, after downloading Zoom, go to 
“Settings”; then page down to Zoom to make sure your camera is “On” 

https://support.zoom.us/hc/en-us/articles/204484835-My-Audio-is-Not-Working-on-iOS-or-Android
https://apps.apple.com/us/app/zoom-cloud-meetings/id546505307
https://apps.apple.com/us/app/google-chrome/id535886823

