
Business of Art Zoom Step-By-Step Instructions 
 

Downloading Zoom: 
 
1)   Accessing Zoom on a desktop computer requires a browser (Safari, Chrome, Firefox, etc). If 
you do not have a browser downloaded to your computer, you will need to download one.  

For your convenience, here is the Google Chrome download link: 
 
https://www.google.com/chrome/?brand=CHBD&gclid=Cj0KCQjwnqH7BRDdARIsACTSAdu1
p_as8lIK6kb9UbUlrBEzDiCAUEvXwJ7Q5A4DBfO7m--
YBkXWx3MaAp6CEALw_wcB&gclsrc=aw.ds.  
 
Click this link, then follow the prompts given by your computer to finish downloading 
Chrome. 
 

2)   Go to https://zoom.us/download to download Zoom. Select the first option on the Zoom 
download website, and then go to your computer’s Downloads file and double click the Zoom 
Installer. Follow the prompts given by the Installer, and Zoom will begin downloading to your 
device. Alternatively, Zoom will begin the download process automatically when you click the 
link to join your first Zoom meeting. If you decide to allow it to download automatically, make 
sure to begin the process earlier than the time the meeting is scheduled to start, as you will 
need some time to download Zoom and set your account and settings up. 
 
If downloading Zoom on a mobile device: Open the Apple App Store or the Google Play Store, 
search for Zoom’s mobile app, and download the app to your device. 
 
 
Signing In: 
 
If you already have a Zoom account, type in your username and password and click “Sign In”. 
 
1)   If you don’t have a Zoom account, you can make one with Zoom by clicking ‘Sign Up Free’, 

or can sign in with your Google or Facebook account. Click once on the ‘Sign in with Google’ or 
‘Sign in with Facebook’ buttons to begin signing in using your pre-existing Google or Facebook 
account. 
 
 

Connecting to Your Business of Art Meetings: 
 
After you have registered and payed for the Business of Art through our website, you will 
receive an email with the Zoom link and password for entry into the meeting attached in the 



days before the actual convention. This link will connect you to the individual classes you wish 
to attend.  
 
1)   Click on the Zoom link in the email.  
 
2)   A notification will appear in your browser window: 
 

- If you have already manually downloaded Zoom, the prompt will ask for permission 
to follow the link to your Zoom application. Click ‘Allow’, and Zoom will begin 
opening to the meeting directly. 

 
- If you haven’t manually downloaded Zoom beforehand, the prompt will ask to 

download Zoom. Click ‘Allow’, go to your computer’s Downloads file, select the 
Zoom Installer, and then follow the instructions given to complete the download. 
After Zoom has downloaded, it will begin opening directly to the meeting. If it does 
not, you may need to return to the email and select the meeting’s link again. 

 
3)   You will be required to provide a password to access the Zoom meeting. You can copy and 
paste the password from the email into the space provided. Click ‘Continue’. 
 
4)   You may be taken to a window with spaces for you to type in your name, email address, and 
phone number. Fill in the correct information (this will be the name the instructors and other 
participants will see inside the meeting), and then click ‘Done’. 
 
5)   Before you can connect to the meeting, a dialogue box will pop up asking you to allow Zoom 
access to your camera and microphone. Click allow for both. If you click ‘Do Not Allow’, you can 
still join the meeting, but other participants and the instructor will not be able to see or hear 
you. Because you may have questions for your instructor or your instructor may ask for 
participants’ participation during the lecture, we recommend you allow access to these two 
features. Note, you will still be able to disconnect your camera and microphone while in the 
meeting if you would like to even if you allow access at this point. Allowing the connection here 
is helpful because it means you are ready to communicate more immediately with participants 
and instructors. 
 
6)   A dialogue box will appear asking if you would like to join with your camera on. Select ‘Join 
without camera’, and the meeting will open. 
 

- To turn your camera on/off while connected: In the lower left corner of your Zoom 
window is a camera icon. Click once to turn off your camera (instructor and 
participants will not be able to see you), and click once to turn your camera on 
(instructor and participants WILL be able to see you). We recommend joining with 
camera off so all participants can have a distraction-free learning environment. 

 



- To unmute/mute yourself while connected: Locate the small microphone icon in the 
bottom left corner of the Zoom screen. Click once to unmute and allow others in the 
meeting to hear you. To mute, just click the icon once more. Note that you will be 
automatically muted as you enter the meeting. We recommend keeping your 
microphone muted unless asking a question or unless your instructor asks you to 
unmute. This will remove background noise from the meeting and will ensure all 
participants can hear the instructor.  

  
7)   After connecting to the meeting, another prompt will pop up asking if you would like to join 
the meeting with audio. You must click to join with audio, or you will NOT be able to hear the 
instructor. This will not unmute you, but will just allow you to hear what the instructors and 
other participants say during the meeting.  
 
8)   A final dialogue box will appear, informing you that the meeting is being recorded. We are 
recording every meeting during this Business of Art so that the recordings will be available to 
registered participants after the meeting and conference end. To continue your connection to 
the meeting, click ‘Continue’. 
 
 
Your Controls in the Meeting—located on the bottom edge of your Zoom window: 
 
-Mute/unmute: See above. 
 
-Camera on/off: See above. 
 
-Invite: This button allows you to invite people to the Zoom meeting you are connected to. The 
recipient must already have registered and payed for the Business of Art in order to connect to 
the meeting via your invite.  
 
-Participants: By clicking on this icon, you will be able to see the number and specific people 
who are also connected to the meeting.  
 
-Share Screen: This button is highlighted in green. By clicking this button, your computer screen 
will be visible to participants and the instructor. This requires your instructor’s approval, so 
make sure to request their permission before attempting to share your screen. To stop sharing, 
click the ‘Stop Sharing’ button on the upper edge of your Zoom window.  
 
-Chat: Located on the bottom middle of your Zoom screen, it is designated by a speech bubble 
icon. Click to open up a direct messaging space where you can send and receive messages in 
text. You can send and receive messages from both the instructor and other participants. You 
can send and receive messages privately (including you and a select person/group—other 
participants and, if excluded from the private selection, the instructor will not be able to view 
this type of message) or to and from everyone in the meeting. 
 



-Record: This button will record the meeting. The instructors will have already begun recording 
the meeting (the recordings will be made available to you after the meeting  and conference 
are finished), so please, do not attempt to start your own recording.  
 
-Leave Meeting: Clicking this button will start logging you off from the conference. After clicking 
it, a confirmation page will appear asking you to confirm that you would like to leave the 
meeting. If you would like to, click ‘Leave’. The Zoom window will automatically close. 
 
If you leave the Zoom meeting and would like to reconnect to it, go back to the email 
containing the link to the meeting, and follow these steps as they apply again. 
 
 
If you run into problems and need additional help, please email us at culturalarts01@gmail.com 
or contact Zoom’s Help Center and/or Customer Support at https://support.zoom.us/hc/en-us. 


