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Zoom Webinar Quick Guide 

Step 1: Log in to Zoom account 

1. Sign in zoom at https://zoom.us/

 
  

 

2. Sign in using the Email address and password given to you for webinar use. 

Then click “Sign in”. 

 

  

https://zoom.us/
https://zoom.us/
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Step 2: Schedule a webinar 

1. Choose “Webinars” at the left hand column then choose “Schedule a Webinar”. 

 
 

2. Input the Webinar details (Topic, Date, Time, Duration). 

Choose “(GMT+8:00) Hong Kong” for the Time Zone. 

Check the box “Required” for Registration. 
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3. Continue the settings with the webinar. 

Choose video “On” for both Host and Panelists.  

 For audio, you can choose different Dial-in country by clicking “Edit”.  

(Important : must be checked) 

  
Check the box next to “Hong Kong, China”, and remove “United States of America”. 

Then click “Save”. 

 
 

4. Continue the settings with the webinar. 

Uncheck the box near “Q&A” and check the box near “Record the webinar automatically on 

the local computer”. 

After finishing all the settings, choose “Schedule”. 
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5. The Webinar is successfully scheduled after you see the Webinar information page.  

You can change the Webinar settings by choosing “Edit this Webinar” at any time.  

 
 

6. Scroll down the Webinar information page, you can find the Registration URL. 

This URL is the Registration page for participants to sign up. 

The next session will teach you how to modify the Registration page for the webinar. 
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Step 3: Modify the Registration page of the Webinar 

1. Under the Invitations tab, choose “Edit” for Approval Options. 

 
 

2. Uncheck the box near “Allow attendees to join from multiple devices” and “Show social 

share buttons on registration page”. 
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3. Click “Custom Questions”, then click “New Question”. 

 
 

4. Choose “Single Answer” and check the box “Required”. 

Choose “Dropdown list” and input “I am a …” for the Question. 

Click “Add another answer” and input “Student/Parent/Teacher/Others” for the Answer. 

Click “Create” after finished 

 
 

5. Continue to create questions by clicking “New Question”. 
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6. Choose “Short Answer” and uncheck the box “Required”. 

Input “School name” for the Question and click “Create” after finished. 

 
7. Continue to create new question. 

Choose “Short Answer” and uncheck the box “Required”. 

Input “Contact number” for the Question and click “Create” after finished. 

 
8. Continue to create new question. 

Choose “Short Answer” and uncheck the box “Required”. 

Input “Questions(s) for the speaker(s)” for the Question and click “Create” after finished. 

 

 
 

9. You can view all the Custom Questions you have created. 

Choose “Save All” when you have finished the settings. 
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10. You can view the Registration page by clicking the Registration URL. 

The next session will teach you how to modify the Email settings. 
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Step 4: Modify the Email Settings of the Webinar 

1. Under the Email Settings tab, click “Edit” near Email Contact. You can choose “Send me a 

preview email” to check the email content before sending to the participants. 

 

 
 

2. Change the Name to “JUPAS Virtual Consultation Days” and click “Save”. 

 
 

3. You can choose “Send me a preview email” to check the email content after finished.
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Step 5: View the attendees of the Webinar 

1. Under the Invitations tab, you can always choose “View” under Manage Attendees to view the 

registrants of your webinar. 

 
 

2. You can check the box near their name and choose “Resend Confirmation Email” when 

necessary. 

  

   


