
(FOR 2 OR MORE USERS) - IT’S FREE
In case you are not familiar with Zoom, we have put together a practical user guide to take you through 
the stages. This is a great way to communicate with customers, family and friends. You can stay in touch 
by setting up meetings (time to speak/video call) and have multiple people online and see each other. 
Its an invaluable business tool for us and becoming an invaluable social tool to communicate with 
our families on one call/meeting. I hope this is useful. Please let us know if you would like any further 
business advice and ‘how to’’ we will do our best to support you with your requests.

From the sales team at Centrado

You can have up to 10 persons online using your wifi and calls/
meetings are free for up to 45mins

Download and install Zoom
1. Install Zoom from: https://zoom.us/support/download. Note: If you open this link from an iPhone or 

Android device the App store will open with Zoom for you to download and install.)
2. Select Run in Internet Explorer. Select the Download icon in Google Chrome. See examples below.

3. If a User Account Control message pops up, select Yes

4. Follow any additional on-screen instructions to complete the installation.

HOW TO VIDEO/CONFERENCE CALL



2. Sign in by selecting Sign In with SSO

3. Type “UCSD” in the field box for the company 
domain and click Continue

4. Sign in with Active Directory Account. Then enter your 
password. This should the user account and password 
used to sign in to your computer. Click Sign on

5. Your Zoom Control Panel will automatically appear.  
It will look like the picture below:

6. If the Zoom Control Panel does not appear, it can be 
opened by going to your start menu and selecting 
Zoom.

Log in and start Zoom
1. Log in by selecting the Sign In button



Schedule a meeting
If you are not already signed in to Zoom:
1. Open Zoom from your start menu or desktop
2. Sign in to Zoom     
3. Your Zoom control panel will display after logging in.

Schedule your meeting
1. Select Schedule to open the Zoom Meeting Scheduler
2. Give your meeting a Topic
3. Set the meeting Start Date and Duration
4. Set Video (when joining a meeting) Host to On (optional)
5. Set Participants to On (optional)
6. Check enable join before host (recommended - allows 

attendees to test invitation link, audio, and video in 
advance of meeting)

7. Select the blue Schedule button

8. Immediately after selecting the blue Schedule 
button, an Outlook meeting invite will appear:

9. Add your recipients in the “To:” field and Send.

On the day of the meeting everyone will click on the Zoom link inside their calendar invite to 
join the meeting.
Note: The meeting link is ready immediately. We recommend that you have attendees test the 
meeting link by clicking the link and joining. If there are any problems, attendees can attempt 
to resolve them before the meeting starts.

If anyone invited to the meeting does not have a device, they can connect by dialing the 
phone number in the invitation.


