
 

Getting started with Zoom for Small 
Groups 
 
Zoom meetings are a great way to collaborate when we can’t all be in one place. They allow us 
to come together via Audio and Video, from Computer, Laptop, Phone or Tablet. This guide will 
walk you through scheduling a recurring meeting for your Small Group to use during these 
times.  
 

1. On your computer, open a web browser. (Firefox, Chrome, Safari or Internet Explorer). 
2. Go to https://zoom.us/signin 

a. Using your provided account, log in.  
b. Note, if signed in using account in google, you can utilize the google sign-in 

option. 

3. Upon sign-in you’ll be met with the Personal Meetings screen. 

https://zoom.us/signin


 

4. Choose Schedule a Meeting.  
5. On the Schedule a Meeting page, begin populating the details for your small group. 

Ensure that while creating your scheduled meeting you choose the correct timezone.  
6. To make your meeting a recurring meeting, check the box for recurring meetings and set 

it to recur on a weekly basis on the night that your small group meets.  

7. After setting your recurring time for your meeting, scroll down. 
8. It is not recommended to set a meeting password as this complicates the process of 

joining meetings for your small group members. 
9. The video options can be left in the off position. After joining a meeting, video can be 

enabled on a per user or as needed basis. Video is encouraged as it personalizes the 
experience and allows users more interaction.  

10. Leave the audio options set to “Both” while Computer Audio is preferred, some may 
need to use telephone due to bandwidth constraints on their local internet connection.  



 

11. Ensure that you have checked the box for “Enable join before host” this will ensure that 
users will be able to join the meeting without the host having joined. 

a. This is important. If this box is not checked, the host will always have to open the 
meeting prior to ANY users joining the meeting.  

12. At this point, you can click Save.  
13. After you Save, you’ll be returned to the details of your meeting where you can review 

and download calendar invites to send to your Small Group members.  
 
 
 
 



 

 
 
 
 
 
 
 
 
 


