
 

HOW TO ATTEND A ZOOM 
MEETING FOR 

PARENTS/GUARDIANS 
 

NOTE: BGPS has transitioned to using Google Meet for virtual meetings. 
For Google Meet click the following link: 

 How to Join & Participate in a Google Meet

 

For a video tutorial of these steps, please click on the following link: How to 
Attend a Zoom Meeting for Parents/Guardians  

 
ACCOUNT CREATION 
Parents/Guardians must have a Zoom account to join a BGPS Zoom meeting.  
Zoom accounts are free to sign up.  Use the steps below to sign up for a free 
account and login to join a BGPS Zoom meeting. 
 
Step 1:  

●​ Go to zoom.us and click the orange “Sign Up, It’s Free” button in the 
upper right corner. 

 
 

https://docs.google.com/document/d/1qltXqQTE8RAebN1mZAYSmvceInXrSb3k9m7wY5M3DTg/edit?usp=sharing
https://youtu.be/qZDHS0LQX4I?si=1XhEOwUjlmGmtqoW
https://youtu.be/qZDHS0LQX4I?si=1XhEOwUjlmGmtqoW
http://zoom.us


 
 
Step 2:  

●​ Verify your age by entering your 
birth date. 

●​ Click continue when complete. 

 

Step 3:  
●​ Choose how you would like to sign up for Zoom: 

○​ Use your Google/Gmail account by clicking the Google button near 
the bottom and select your Google account when prompted. 

○​ Use your Facebook account by clicking the Facebook button near 
the bottom and select your Facebook account when prompted (you 
may be asked to login) 

○​ Type in your email address and click the blue “Sign Up” button. 

 
●​ NOTE: If you select the Google or Facebook option you are done and 

have successfully signed up for a Zoom account.  You can skip to Part 2: 
Logging Into Zoom.  If you choose to sign up with an email address, 
continue to the next steps. 

Step 4:  
●​ An activation email will be sent to the email address you used to sign up 

for an account.   



 

 
●​ Go to your email account and open the email from Zoom.  Scroll to the 

middle of the email and click on the orange “Activate Account” button. 

Step 5:  
●​ Fill in your first and last name and choose a password that fills the 

requirements for the account.  Select the blue Continue button at the 
bottom when you are done. 

 
 

Step 6:  
●​ This will open a screen where you are prompted to invite colleagues, you 

can skip this step by selecting the “Skip this Step” button in the lower 
right corner. 

●​ This will bring up another screen where you can try out a test meeting.  
This is optional if you want to try it out.  You can skip this step by selecting 
the “Go to My Account” button on the right. 

●​ You have now successfully created a Zoom account and can explore the 
features and settings if you would like or you can close this window. 

 



 

LOGGING INTO ZOOM 
Parents/Guardians must be logged into their Zoom account before attempting 
to join a district Zoom account.  Follow the instructions below to login to your 
account to be able to seamlessly join your Zoom meeting. 
 
Step 1:  

●​ Go to zoom.us and click the “Sign In” button in the upper right.   

 

Step 2:  
●​ Depending on how you signed up for your account, either:  

○​ Select the Google button to login with your Google account,  
○​ Select the Facebook button to login with your Facebook account,  
○​ Or type in your email address and password and click “Sign In.”  

 

http://zoom.us


 

Step 3:  
●​ You are now logged into your Zoom account and you can go to your 

Zoom meeting invitation to join your Zoom meeting. 
 
JOINING A ZOOM MEETING 
Step 1:  

●​ After you have logged into your Zoom account, go to your Zoom meeting 
invite.  There are two options to join the meeting: 

○​ Click on the Zoom link in the invitation to automatically join the 
meeting. 

 
○​ If you still have your Zoom account open, you can click on the “Join 

a Meeting” button in the upper right corner. 

 



 

○​ Go back to your meeting 
invite and copy the Meeting 
ID.  Paste it into the box in the 
new window that appeared 
when you clicked Join a 
Meeting. 

○​ Click Join. 
 

○​ Then copy the passcode from 
your meeting invite and paste 
that into the popup window 
that appears after you click 
Join. 

○​ Click Join Meeting. 
 

●​ NOTE: If you forget to login before joining a Zoom meeting, a popup 
notification will appear: 

 
●​ Don’t worry!  All you have to do is click the blue “Sign in to Join” 

button at the bottom and it will prompt you to login to your Zoom 
account from there.  Then it will automatically allow you to join the Zoom 
meeting after logging you in. 

●​ If you see the following error message then you will need to contact 
the teacher/host and ask them to fix the meeting settings so they are 
set to “Sign in to Zoom” to give you access: 



 

 
 
ATTENDING A ZOOM MEETING 

●​ Now you will be in a Zoom meeting.  You will need to wait for the 
teacher/host to let you in from the waiting room.  You will have the 
following options along the main Zoom menu: 

 
 
Mute/Unmute button with a small arrow next to 
it to test your microphone and speaker as well as 
select which microphone and speaker you would 
like to use in your Zoom meeting.  

Start/Stop Video button with a small arrow next 
to it to select which camera to use in your Zoom 
meeting.  

Participants will open a panel on the right with a 
list of meeting participants.  You will also have 
options next to your name in this panel.  

Chat will open a chat window either on the right 
or as a popup where you can type messages to 
the host or all participants.  

Share Screen will allow you to choose a screen to 
share during the meeting.  NOTE: after you click 
this button you must select a screen from the 
popup window and then press the Share button 
to share your screen. 

 



 

Reactions are emojis and other nonverbal 
feedback to share during the meeting. 

 

Leave button will remove you from the meeting 
when you are ready to leave or the meeting is 
over.  

View in the upper right corner will allow you to 
change your view to see the speaker in full 
screen or see everyone at once in the gallery 
view. 

 

 
 

To open this article in a new window, save it to your Google Drive, or print the 
article, please click on the following link: 

 How to Attend a Zoom Meeting for Parents/Guardians

 

https://docs.google.com/document/d/1TtNAz_ergnOmpM6RKJ4G_9gGv6emYIo7GzjMLH8mLQI/edit?usp=sharing
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