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Settin g up the Z oom  App 
Those who are using Zoom to conduct business on behalf of the Diocese of Bridgeport are not 
permitted to use their own personal account. Please contact your Parish Coordinator/Director of 
Faith Formation to request a license.
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- Go to the Zoom website: https://zoom.us/. 
- In the upper righthand corner of the webpage, click “Sign up, I t’s Free.” 
- Enter a valid email to be associated with the Zoom account. A confirmation email will be 

sent to that address with an “Activate Account” link. Follow the steps to finalize the account. 
- PRO TIP: the confirmation email may take a while to be sent, so be sure to create an 

account well in advance of the first meeting. As host/facilitator of the meeting, advise 
new participants to do so as well. 

 
Download the app to a computer :  

- On the Zoom website (https://zoom.us/) scroll to the very bottom of the webpage. 
- In the “Downloads” column, click the “Meetings Client” link (outlined in red below). 

- On a Mac, after downloading the file, go to the computer’s “Download’ folder, open the 
“zoomusInstaller.pkg” file to launch the Zoom app. Sign in using the previously created 
account information.
On a PC, download and install the Zoom Application: Go to https://zoom.us/download and 
from the Download Center, click on the Download button under “Zoom Client For Meetings”. 
This application will automatically download when you start your first Zoom Meeting.

 
 

- PRO TIP: When signing in, select the “Keep me logged in” option for future ease of use. 
 
On a tablet or iPhone (not recommended for faith formation meetings):

- In the App Store (for iPhones) or Google Play Apps (for Android) search 
“Zoom.” The results may call it “Zoom” or “Zoom Cloud Meeting.” 

- Download the app. (The app icon can be seen to the right.) 
- Tap the Zoom icon on your device to launch the app.  
- You will be given the option to “Sign In” or “Join a Meeting.”  

 
- Selecting “Sign In” will allow you to host, schedule and join a meeting. 
- Selecting “Join a Meeting” will prompt you to enter a Meeting ID number for the meeting 

you are trying to join.  
- PRO TIP: It will be easier in the long run to sign in to your account using your diocesan 

email address (or email used to set up the account) 

-



 

Account Administrators
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Many parishes and schools partnered with The Leadership Institute to get discounted 
licenses. The following section will help you set up your licenses and establish consistencies 
among those licenses.

Distributing your licenses:
-    When you log in with the 

address used for the primary 
account, you will see your 
personal settings on the side, 
as well as admin settings 
below.

-    To add your licenses, click 
Users.

-    Then in the upper right corner, 
click “Add Users” – you will 
see how many licenses you 
have left to distribute.

-    Add the email address for each user and click “Add” – there is no need to change any 
other settings.

-    Each user will receive an invitation to set up their own account.



 

Account Settings
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Under your Admin dashboard, you will see Account Management 
> Account Settings. This will allow you to change the following 
settings for all the licenses affiliated with your account. If the 
setting is not mentioned here, it can be left at the default setting.

Waiting Room – 
Must be turned on.

Require a 
passcode – This 
can be off (since 
waiting room is 
on)

Room meeting ID 
– off

Require passcode 
for Instant 
Meetings – on

Embed passcode 
in invite link for 
one-click join – on



 

Meeting Settings
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Host video

Participants video

Audio Type

Only authenticated 
users can join 
meetings from Web 
client

Mute participants 
automatically

Calendar Integration 
(further set up may be 
required)

Start with the host's video off to allow for checking 
before going live. 
Tip: Check your video preview in Video Settings 
before going live.

Start with the students' videos off to preserve 
bandwidth and allow you to advise students 
if/when to turn on their video.

 

Turning this off will allow anyone with an invitation 
to join the meeting. Turning this on will restrict 
users to only those that match your domain.

Start with all students' microphone as 
automatically turned off to avoid background noise 
and allow you to advise students if/when to turn on 
their microphone.

Off

Off

As required

Disable as 
required

On

In Meeting (Basic)

Private chat

Breakout Rooms

Allow meeting participants to send a private 1:1 
message to another participant.

This allows you to divide the group into rooms for 
small group conversations.
(Optional) Click the checkbox to allow meeting 
hosts to pre-assign participants to breakout rooms.

Disable as 
required

Enable



Creating a meeting  
Schedule a meeting (from a computer): 

- Open the Zoom app and log in.
- On the Zoom home window,

click on the “Schedule” calendar
icon (seen at right).

- A scheduling window will pop up (seen below in grey).
- In the “Topic” line enter the meeting name.

- If the meeting is recurring  , select the “Recurring
meeting” box (outlined in red). (This will allow you to
save the meeting and use the same meeting invitation
link repeatedly without it expiring.)

- If the meeting is a one time event , enter the date and
the time in the appropriate drop-down menus.
(After that date and time have elapsed, the meeting will erase itself from your saved
meetings and the meeting invitation link will expire.)

- PRO TIP: In the “Meeting Options” section, select the “Advanced Options” drop-down
menu (outlined in green). Checking the
“Enable join before host” allows
participants to enter before you, which
allows them to get their technology
straightened out, but since the waiting
room is enabled, they will not be
allowed in the room.

- Click “Schedule” when finished.
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I n vitin g par ticipan ts to a m eetin g 
Send a meeting invitation link to participants:  

- On the Zoom home window, in the bottom row, click
on the “Meetings” clock icon (outlined below in red) to
view all your scheduled meetings.

- In the meetings screen, hover your cursor over the
meeting you want to send an invitation for and click
the “Copy” button. This will automatically copy the
content of the Zoom invitation.

- Paste the invitation contents and edit to mirror the
sample below:

- The bolded section  above is the active link to connect participants into a virtual
meeting using video. Participants can click on this link at the time of the meeting to join.

- I f a participant needs to be on the phone, they can dial the phone number listed in the
“Or Telephone” section above and enter the Meeting ID using their keypad. Telephone
participants will have audio but not  video capabilities. I f participants have the Zoom App
on their smartphone, they can enter the meeting using the link.

- PRO TIP: Some people can be confused by the amount of text in the Zoom invitation.
Deleting irrelevant information can make it more user friendly.
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Patrick Donovan is inviting you to a scheduled Zoom meeting.

Topic: Faith Formation for Grade 7

Time: Sep 13, 2020 01:00 PM Eastern Time (US and Canada)

Join Zoom Meeting
https://us02web.zoom.us/j/86914693105?pwd=aHN
GNlhiUEVZYWVvTnRFeENvUE0vZz09

Meeting ID: 869 1469 3105
Passcode: 005815

Sr. Martha



Starting a meeting
Start a meeting:  

- At the bottom of the Zoom home window, click on the
“Meetings” clock icon at the bottom (outlined in red
below).

- There will be a list of all scheduled meetings.
- Find the meeting of interest, hover the cursor over the

meeting title and click on the “Start” button. The
virtual meeting will begin.
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Sr. Martha



Managing a meeting 
(NOTE: all of the following control options are found on the Zoom meeting window once a 
meeting is underway. These control options will disappear after a minute of inactivity, so you 
may need to move your cursor over the video window for them to reappear.) 

Change view settings: 
- There are three view options: Gallery, Speaker, and Minimize.

- To change between Gallery and Speaker views, move the cursor over the upper right
corner of the meeting window. (The view option named there is the opposite  of the view
option showing on the meeting screen - the view you could change to if you click on it.)

- “Gallery view” will make all participant tiles equal sizes (seen below).

- “Speaker view” will minimize all tiles except that of the person currently speaking (see
below).
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- PRO TIP: As the facilitator, Speaker view can be distracting as the screen is constantly
changing with the speaker. I t can also make it hard to read body language of participants 
not speaking as their video tiles are much smaller.

- PRO TIP: Depending on the number of participants, you may need to adjust the size of
the meeting window to fit all video tiles. Hovering the cursor over the meeting window,
there will be neon yellow, right or left arrows to indicate if there are more participants 
than those showing. Attempt to have all tiles showing at once, so no one is forgotten.

- Clicking the Minimize button of the meeting window (orange here)
will create a single speaker window that floats in front of all other
open windows (outlined in red below). You can drag the floating
video anywhere on your screen.

- To escape the Minimized view, click the “Expand view” icon on the video
window (seen at right).

- PRO TIP: Minimized view allows you to take notes and work in other
documents while maintaining video. However, it only allows you to see one
speaker at a time, so is best for one-on-one meetings.

- PRO TIP: Unlike the Minimized view window, Speaker and Gallery view windows will
not float in front of other windows when you click on them; they will fall behind. In order
to observe all participants while also working on a document, it can be best to adjust
window sizes into a “split screen” configuration top-to-bottom.

9 



Control video and audio settings: 
- “Mute” and “Stop Video” controls are located

along the bottom left of the meeting window.
- Clicking on the feature once will disable it;

clicking it again will turn it back on.

- PRO TIP: Muting yourself until you speak will cut down on background noises. As the
host of the meeting, you can also mute everyone and allow them to unmute themselves
when they wish to speak.

- PRO TIP: If the internet is bad, disabling video can help maintain a better overall
internet connection using just audio.

Chat 
- The “Chat” function is found on the bottom right of the meeting

window.
- Clicking the Chat icon will open a side window where participants can

type messages to the whole group or facilitator.
- PRO TIP: This can be a useful tool when technology acts up, as

participants can communicate about sound and video quality.

Screen share 
- The “Share screen” function is located on the bottom center of the

meeting window.
- When done sharing, click the red button to “Stop sharing.”
- PRO TIP: Sharing your screen with participants is an easy way for

others to watch you go through a process or view a presentation on your screen.

Record 

Ending a meeting 
Ending a meeting for host & participants 

- A meeting can be ended by closing the meeting window or selecting “End meeting” on
the bottom right of the meeting window.

- You can either “Leave Meeting” or “End meeting for all.”
- “Leave Meeting” allows other participants to stay on after you have left; “End meeting for

all” does not.
Co-Host – If for some reason you have to leave a meeting, you can right click on another
catechist in the class and elevate that person to co-host so the meeting does not end
when you leave.
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- Recording a meeting is prohibited if minors are participating. Instead, 
please be ready to share any handouts or slides you use in your  
presentation with anyone who asks or misses a meeting.

- Following two adults present for all classes with minors, as required by the Safe
Environment Guidelines of the Diocese of Bridgeport, will help protect leaders from
accusations of inappropriate comments or teachings.

- You are permitted to record meetings at which the only participants present are adults
over the age of 18. You may record to your local computer or the cloud (though cloud
storage is limited).



11

How to Turn on Virtual Backgrounds
With the Zoom desktop app open, look for the gear icon 
in the upper right hand corner (Figure A). Click on the 
gear to open the Settings window.

With Settings open, you should see Virtual Background 
about halfway down on the left side. Click on that, and 
you’ll see either the Virtual Background page (Figure B) 
or the warning that your hardware doesn’t meet the 
requirement. If the latter appears just click through--you 
can still try it.

In the Virtual Background window, you can see me in my 
office, and also a couple of background image options. 
In Figure C, I’ve turned on a virtual background by 
clicking it.

There is a plus sign below the preview image where you 
can click to add a new background image of your 
choosing. 

You can also toggle virtual backgrounds during a 
meeting by clicking on the arrow button to the right of 
the Stop Video button (Figure D).

PRO TIP: In the Account Settings, you can restrict users 
from uploading their own background images if you 
wish. If you choose to use a virtual background as a 
host, please keep it simple. Stay away from political 
slogans, movie references, etc. Use a simple photo of 
your parish, a library, or even a brick wall.

Figure A

Figure B

Figure C

Figure D
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How to Hide and Unhide Video
During a meeting, if you wish to hide your video from your own screen to make room for 
other participants, just right-click on your video and choose Hide Myself. If you want to bring 
your own video back onto your screen, you can right-click on any other user and select Show 
Myself. Note that this won’t disable your video from showing up for other users--only from 
displaying on your own screen.

To disable your own video completely, you can select the checkbox in the Video Settings 
screen shown above that says Turn Off My Video When Joining A Meeting to disable it 
by default, or click the Stop Video button in a meeting to turn it off temporarily for the 
session.

How to Share Documents On-screen
To start, open the document you want 
to share onscreen during a meeting. 
With Zoom open and a meeting started, 
look for the Share Screen button on the 
bottom bar. When you click on it, you’ll 
see the window shown in Figure A.

On the Basic Sharing tab, which will 
open by default, find the window you 
want to share, click on it, follow any 
onscreen prompts asking you to grant 
Zoom permission, and voila--you’ll see 
a sharing screen like that in Figure B.

PRO TIP: Before starting your screen 
share, be sure to close out of your 
email, chat tools, and anything that 
might appear on your screen that you 
may not want others to see.

PRO TIP: If you plan to share a video, 
be sure to click “Share computer 
sound” when sharing your screen.

Figure A

Figure B
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3 Lighting Tips
Choose the Right Hardware
First off, you must be using a good camera for these videos. Generally speaking, your Android or 
iOS device has a camera that is plenty capable of handling the demands of a Zoom meeting. 
However, if you’re using your smartphone, make sure to have that device connected to Wi-Fi as 
you do not want to attempt to participate in a teleconference meeting over your carrier signal. If 
you find your camera isn’t cutting it, you can always opt to go with a webcam.

Use External Lights
The first type of light you should grab is an LED. Why? Two reasons. First, they generally 
produce a much more video-friendly color temperature. But more important is that they don’t 
put off much heat. The last thing you want to do is slap an incandescent bulb in front of you, 
which will warm up the area and cause you to sweat. 

As to fluorescent (or CF) bulbs, their coloration tends to cast people in a very unflattering light. 
So grab any kind of LED you can. And if you have it, make it a 5-6K daylight bulb. If you opt to go 
the 3K soft or warm light glow, the light will cast too much amber on you. You want as white a 
light as you can get. 

You’ll want three lights, preferably identical. Place one light directly in front of you, one at 
around 45-degrees to the left and one 45-degrees to the right. If at all possible, make sure the 
lights point down from above, not directly at you, because they can be too harsh, or from below, 
because they’ll create sinister and unflattering shadows. Make sure to place all lights behind 
your camera--otherwise they can bleed too much light into the lens.

If you have the budget for it, a ring light is a perfect solution. Not only will it generate plenty of 
light, it’ll give your eyes that flattering circle of light to make them pop. 

Use Natural Lighting
If you don’t have access to spare LED lights and lighting fixtures, you can always count on 
Mother Nature. Find a room in your house that allows as much natural lighting in as possible. If 
you don’t have such a room, maybe you can take your end of the meeting outdoors. If you live in 
an area that is relatively peaceful, this is always an option. Just make sure to not place anything 
in the background of the video that could give away your location. If you’re creative enough, you 
can make an outdoor meeting look quite professional, and the added bonus of all that natural 
lighting should make you look quite good.

It doesn’t take too much work to get quality lighting for your Zoom meetings. Experiment with 
different rooms in your house, different types of lights, and settings on whatever camera you 
use. With just a bit of effort your Zoom meetings will look as if a pro lit them.
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Breakout Rooms
Breakout rooms allow you to split your Zoom meeting in up to 50 separate sessions. The 
meeting host can choose to split the participants of the meeting into these separate sessions 
automatically or manually, and can switch between sessions at any time.

Note:
- Make sure to enable breakout rooms before following this article.
- You can also pre-assign participants to breakout rooms when you schedule the meeting

instead of managing them during the meeting.
- Breakout room participants have full audio, video, and screen share capabilities.
- Take note of the limitations of breakout rooms.

Limitations
Only the host can assign participants to breakout rooms. The co-host can leave and join any 
breakout room only if they join a breakout room assigned to them by the host.

Users joined into the Zoom meeting from the Zoom Mobile App or H.323/SIP devices can 
participate in breakout rooms, but cannot manage them. Users joined using Zoom Rooms are 
unable to join breakout rooms, but the main room can be used as an alternative session for 
these users.

You can create up to 50 breakout rooms. The maximum number of participants in a single 
breakout room depends on the meeting capacity, number of breakout rooms created, and if 
participants are assigned during the meeting or before the meeting.

Pre-Assigning Participants to Breakout Rooms
As a meeting host, you can split your meeting participants into breakout rooms when 
scheduling the meeting. This can be useful if you already know how you want to split up your 
participants.

To do this, you will need to schedule a meeting and record who will attend, then download that 
report and upload it to the group rooms. Since there are several steps, we would invite you to 
schedule some time with The Leadership Institute staff and volunteers to review this. Of course, 
you can always visit this link for a tutorial - 
https://support.zoom.us/hc/en-us/articles/360032752671.
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KEEPING CHRIST IN THE CENTER – EVEN VIRTUALLY
Zoom, Go to Meetings, Flocknotes, Facebook and other virtual web platforms are valuable tools to use with 
young people. However, we need to make sure that, just as when we gather in person, we recall our ongoing 
commitment to promoting a safe environment. This includes transparency and following specific guidelines. 

Communication with parents, our priests, and supervisors is paramount.

DIGITAL MINISTRY in the new normal
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IT’S ALL ABOUT JESUS
“Christ is alive! He is our hope, and in a wonderful way 
he brings youth to our world, and everything he touches 
becomes young, new, full of life.” (CV 1) Keep in mind the 
purpose of why you are doing this: to continue to help young 
people encounter Christ and grow in their Catholic faith. 
Appropriate professional behavior and a Christian example 
are the hallmark of great digital ministry.

USE THE RIGHT ACCOUNT
When using Zoom, Flocknote, Facebook, or other medium, 
make sure you are using a parish account. As our Safe 
Environment Policies require, personal accounts cannot be 
used. The pastor or his designated staff member must have 
admin and log-in rights to the accounts.

GET THE PARENTAL OKAY
This is a new way of engaging young people, so parents/
guardians must give permission for youth to participate. 
This can be done via an online form that parents can fill out.

DON’T GO IT ALONE
Just like in-person gatherings, online live events must 
comply with safe-environment rules and have at least two 
adults present. Any break-out groups (rooms in Zoom) 
should also have two adults.

INVITATION ONLY
Access to online sessions must be controlled (e.g. by 
registration or password) and not open to anyone who is 
not specifically invited and approved by the adult minister. 
The adult minister has complete discretion to exclude any 
person from an online session. Many of these platforms 
offer an option to have a required registration where 
a password can be given – take advantage of that so 
unwanted people will not be able to come onto the call. 
If the platform has a “waiting room” feature utilize this. 
This option allows people to be held in a queue until the 
adult host comes onto the call and prevents unknown 
conversations from taking place.

SAFE SHARING
The chat feature in Zoom is great for youth to ask or answer 
questions, but it is important that all chats are viewable 
to all participants. Disable the private chat feature when 
setting up the Zoom. The chat feature in Facebook and 
direct messaging in Instagram must never be used. Only the 
adult minister can do screen, image or document sharing.

PLAN FOR SUCCESS!
Effective virtual ministry needs to have a plan — from the 
opening prayer to community building to the videos you 
may show. During this crisis, young people are truly looking 
for opportunities to connect with God and with each other. 
When your gatherings start, stay focused and on topic.

SAVE A RECORD
If you are using Zoom or a similar program, you should 
always keep a record of those in attendance. Write down the 
names of those present and click the three buttons to the 
right of the chat box to save a record of the chat exchanges 
when the meeting is nearing its end.

SAFE ENVIRONMENT RULES STILL APPLY
All interactions in online environments must comply with 
Diocesan Safe Environment Policies. Know that failure 
to abide by the policies may result in disciplinary action, 
including but not limited to minors being banned from 
further participation in online sessions and adverse 
employment action for adult ministers.

FOLLOW UP
While on these video calls, if anything inappropriate is 
said or done, follow up immediately with the parents and 
teen – just as you would if it were an in-person gathering. 
Follow up with a call to Erin Neil, LCSW, Director of Safe 
Environment and Victim Assistance Coordinator in the 
Diocese of Bridgeport at (203) 650-3265 or via email at 
eneil@diobpt.org, regarding the inappropriate action and 
what you have done since. If the actions rise to the level 
of sexual exploitation, local law enforcement and child 
protection authorities should also be contacted. Login 
credentials and passwords for accounts should be given 
and kept on file with principals, pastors, or supervisors.




