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From October 2018, we will be using the Zoom platform (https://zoom.us/) for running our 
Community sessions and webinars. 

The following guide explains how to use the Zoom software to attend an event.

1. Register

Register for a Jinfo webinar or Community session by completing the registration form for the chosen event.

2. Confirmation email
Once you have been registered, you will receive a confirmation email. You can use the calendar links to add the details 

to your calendar software. The link you will need to join the session on the day is also included. 

Empowering information strategy

https://web.jinfo.com/go/sub/webinar/
https://web.jinfo.com/go/sub/community/
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3. Joining an event
Click on the Join link at the time specified (you can join a few minutes ahead of time to be ready for the start). The first 
time you attend a Zoom meeting, you will be prompted to download a small file to run the Zoom software on your 
computer. If you cannot download the file, there is the option to run the event in a browser. 

Download method:

After clicking the Join link, you will be prompted to download a file. Click "Save file":

Save file to your computer:

Navigate to the download destination, and double-click on the file to run it:
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Browser method:

Zoom is optimised for running in Google Chrome, but can also run in Firefox or Edge/Internet Explorer with limited 
features:

 y Firefox: No computer audio (audio via phone call only)

 y Internet Explorer: No computer audio (audio via phone call only) and no chat box

After clicking on the Join Link, cancel the download and select "join from your browser":

Agree to the terms of service:

Input your name to join the meeting:

In Google Chrome, you can choose to listen in and participate  
using your computer's audio and microphone:



www.jinfo.com  © Jinfo Limited 2018

How to use Zoom for Community sessions and webinars 4 of 8

In Firefox, you will be prompted to dial in over the phone to listen in and participate (you can select a local phone 
number based on your location from the list):

3. Waiting to join
Once you are logged in, you will be taken to a waiting screen. Once the event starts, you will automatically join the 

session from here. 

While waiting, you can click on the link to test your audio settings. 
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Ensure your speaker and microphone settings work correctly using the options shown:

As you join the session, you will be prompted to select an audio option:
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4. In-session options
During the session, there are a number of options displayed at the bottom of the screen:

 
The mute button and audio options are to the bottom left:

 
The "Participants button" shows Jinfo staff and presenters in the session:
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The Chat box allows you to ask questions, either privately or with everyone:

 

The top of the screen shows the View options:
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Click "Leave meeting" to leave before it finishes. Alternatively, the meeting will  

automatically end when the presenter is finished:

About this guide
This guide was published by Jinfo Limited in September 2018 and was accurate as of that date.

The opinions, advice, products and services offered herein are the sole responsibility of the contributors. Whilst all reasonable care has been 
taken to ensure the accuracy of the publication, the publishers cannot accept responsibility for any errors or omissions.

Except as covered by subscriber or purchaser licence agreement,  this publication MAY NOT be copied and/or distributed without the prior 
written agreement of the publishers. Product names used in this report are for identification purposes only, and may be trademarks of their 
respective owners. Jinfo Limited disclaims any and all rights in those marks. All rights reserved.

Contact 
Jinfo Limited, 4-6 Station Approach, Ashford, Middlesex, TW15 2QN, UK

Telephone: 01784 605000  Email: support@jinfo.com 
International: +44 1784 605000 Web: https://www.jinfo.com/

Registered Office:  Lynch Farm, The Lynch, Kensworth, Beds, LU6 3QZ. Registered Number: 3754481


