
 
 

While our physical gatherings are currently shut-down due to the coronavirus, it is still important 

that we meet to encourage each other, grow in devotion to Jesus, pray together, as well as 

identify and meet mutual and outside needs. Our hope, strength and mission are more 

important than ever! Hebrews 10:19-25 tells us to draw near to God, hold onto hope, encourage 

love and good deeds and continue to meet.   
 

We live in an amazing time where our meetings are no longer dependent on physical proximity. 

Our staff wants to help our church continue to meet, grow and mobilize in this spirit. Zoom is a 

helpful software that allows colleagues and groups to meet and collaborate. It is high-quality, 

even at the free level.  

 

Zoom Hosting Instructions 
 

Here’s a guide for our group leaders on setting up and hosting free Zoom meetings. 

 

1) Go to Zoom.com 

• Choose the blue tab “Sign Up, It’s Free” on the right side of your screen. 

• Enter an email address. 

• Go to your inbox, open the Zoom email and select “Activate Account”. 
 

2) Set up accounts 

• Enter your profile information and password. 

• Invite your group mates to join via email. Let them know you have sent them an 

invitation to Zoom. In this notification, you will want to reconfirm your meeting time. 

They do not need an account to join a meeting. 

• If groupmates choose to use a mobile device, they will need to download the Zoom 

app.  

• Here’s a walk-through: https://support.zoom.us/hc/en-us/articles/201362033-Getting-

Started-on-Windows-and-Mac  
 

3) Set up a meeting 

• When you set up a conference meeting, all can access the same meeting by using a 

“personal meeting url”, which looks like this: https://zoom.us/j/7402241239. You can then 

choose the orange tab, “Start meeting now”. I recommend some preparation before 

meeting. See Point 7. 

o This personal meeting url will be sent with your invitation email. 

o There will also be a Meeting ID of ten numbers they will have to insert to join.   

• If you want to schedule a meeting for another time, choose the “Go To My Account” 

tab and select the “Meetings” on the side navigation. 

o You can schedule a new meeting. 

o You can schedule a meeting and add it to your Outlook, iCalendar or Google 

Calendar, and invite your group through those apps. 
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o You can also name your meeting and view your settings for the meeting under 

“Personal Meeting Room”. 

o Once you have set up a meeting and scheduled it, you can choose different 

meeting templates. 

• Please be aware that on the free account, conference meetings are limited to 40 

minutes. Here are some options to navigate this limitation: 
 

o Send lesson discussion questions via email and invite prayer requests prior to 

meeting to prepare your group, keeping screen time to 40 minutes. 

o As you near the 40 minute mark, notify your groupmates and invite them to take a 

short break and set up a second meeting with a new url. Send that out and meet 

again. Intermission! 

o If you choose this option, consider using one meeting for social/prayer/needs 

focus and the other for lesson/devotional discussion. 

o During this time of social distancing, remember that we need to prioritize prayer 

and physical needs and find ways to meet them. Don’t minimize this priority. 
 

• Here’s more: https://support.zoom.us/hc/en-us/categories/201146643 
 

4) Sharing your screen 

• As a group leader/Zoom meeting host, you can share your computer/mobile screen 

with your group by selecting the “Share Screen” or “Share” icon from the bottom 

middle of the Zoom Meeting Window.   

• Here’s more: https://youtu.be/9wsWpnqE6Hw   
 

5) Break-out rooms 

• Some groups have routinely broken up into male/female groups for prayer. Zoom can 

support that if needed. You will want to go to Settings → In Meeting (Advanced) → 

Breakout Room. 

• Be mindful of time, your 40 minute limit still applies. 

• Here’s More: https://support.zoom.us/hc/en-us/categories/201146643 
 

6) Other helpful functions 

• If you select the “Go To My Account” tab, or profile in the upper right, you can set up 

a picture. We highly recommend that so people from your group can see the image 

of the person they are connecting with. Reach out if you have any trouble taking, 

storing or posting a digital image of yourself. 

• In your personal settings, you can also set up meetings under the “Meetings” heading 

(left of screen). 
 

7) Prepare for Your Meeting 

• Since the free account has a time limit, you will really want to prepare for your 

meeting in advance. Here are a few things to think through: 

o How’s your connection? If your wi-fi is limited, you may want to shut down 

competing devices. If your wi-fi fluctuates, you may want to connect a 

hardline from your router.  

o Do you and your groupmates have the required equipment? You will need a 

laptop or mobile device with a built-in camera and microphone or a camera 

and external mic for your Desktop. Some smart TVs are now equipped with 

everything you need and can take the place of a laptop; check yours. 
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o Set up a dedicated, quiet, well-lit space. To be respectful to your groupmates, 

you will want to avoid interruptions and remain visible. Select a place that will 

help you achieve that. Also, try to find a space that illuminates your face and 

does not back-light you. 

o Consider your time. Now that your group won’t be traveling, you may have 

more flexibility to meet. Groups with kids may consider meeting after kids are in 

bed to facilitate quiet meetings. 

o Practice. Set up a meeting with another person and see what it looks and 

sounds like.  

o Other. Forbes has an article with some other helpful tips you can send to your 

groupmates: 

https://www.forbes.com/sites/williamvanderbloemen/2020/03/15/8-

cardinal-rules-of-running-a-virtual-meeting/#493216324e1d   
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