


This tutorial is designed to help you create a Zoom 
meeting, send an invite to the client, and navigate 
through all the options available with the Zoom video 
chat program.  We have incorporated screen shots of 
each step in the process to assist you every step of the 
way, but if problems arise, please call Shane: (915) 850-
3456 or Cindy: (210) 365-6876

Once you have approved the request to add you into 
the Barrett Insurance Services Zoom account, you can 
log into Zoom, and we can create a session for your 
enrollment.  The request will look like the one pictured 
below and will contain an “Approve for Request” 
button and web address that you will use to join the 
Barrett Insurance Services account.  The “Approve” 
button and  web address is pointed out with the blue 
arrow, below.  Simply click on the blue “Approve for 
Request” button to join.



If you cannot click on the blue button,  click on this web 
address, it will open your web browser up to the Zoom 
approval webpage.  If your link is not “clickable” and it 
does not open your web browser when you click on it, 
simply highlight the address, by holding the left button 
of your mouse down and selecting all the text by 
dragging the mouse across it, as has been done in the 
picture below.  Once done, click the right button on 
your mouse and choose “copy”.

Open up your web browser, it will most likely be called 
Microsoft Edge, Chrome, Firefox, or Safari.  Now, paste 
the web address we copied into the web browser by 
clicking the right button on your mouse in the space 
shown below, by the blue arrow, and selecting “paste” 
and then pressing the “enter” key on your keyboard.



Clicking on the link will take you to Zoom and will begin 
to merge your old account with the new one, linking 
you to the Barrett Insurance Services business account 
and allow you to schedule meetings for enrollments.  
Once complete, you can verify your account is under 
Barrett Insurance Services by clicking on the “Account 
Profile” tab and see that the “Account Name” is Barrett 
Insurance Services.

To schedule an enrollment meeting, go to 
www.zoom.us and log in with the account you have 
synched up with Barrett Insurance Services.

http://www.zoom.us/


Sign in with your user name (email address you signed 
up with) and password; then click on “Sign In”

This will take you to your “Profile Page”.  To schedule a 
meeting, click on “Schedule Meeting” at the top right 
of the screen.

This takes us to the page where we can schedule a 
meeting for a later time and/or date.  There are a lot of 
configuration settings on this page to customize the 
virtual meeting to our preferences.  We will go over 
each setting and what options are available for each.



Sign in with your user name (email address you signed 
up with) and password; then click on “Sign In”

1.

2.
3.

4.

5.

1. Topic - For arrow #1, change “My Meeting” to 
“Enrollment meeting for FirstName LastName

2. Description - You may leave the description blank or 
fill in with your information, if you like.

3. When - “When” should be changed to the date and 
time for your meeting.

4. Duration – enrollments will be limited to 30 minutes 
in order to accommodate the number of clients we 
have to enroll; however, we have been given 
authorization to extend an enrollment by 5 minutes, 
before needing to end the session and ask that the 
client reschedule for a second session if more time is 
needed to finish.  For this reason, change duration to 
30 minutes.  If you have to extend your session the 
extra 5 minutes, make sure you inform your next 
client that you will be delayed.

5. Time Zone – Change Time Zone to (GMT – 5:00 
Central Time). You will need to click on the time zone 
currently displayed and scroll down to find Central 
Time.

6. Meeting ID – Leave meeting ID on the generate
automatically option.

6.



7. Scroll down using the scroll bar on the right side of 
the webpage to view the rest of the options available.

8. Meeting Password – Leave meeting password the 
same without making any changes to it
9. Video – Set “Host” to “ON” and leave “Participant” 
set to “OFF”  the participant can choose to change this at 
their discretion.
10. Audio – Leave the “Audio” setting on “Both”.  This 

allows the participants to utilize the microphone and 
speaker on their phone as an alternative to their 
computer, if their computer or digital device is not 
equipped with those features.

11. Meeting Options – ensure the “Enable Waiting Room” 
is checked.  This will allow the participant to wait for 
the agent to start the session if the agent is running a 
couple minutes late.  The other options should remain 
unchecked.  However, there may be a time where you 
are asked by Barrett Insurance Services 
Administration to record a session for record keeping.  
Checking the “Record the Meeting Automatically” 
option will ensure this task is completed.

12. Once all options are configured, click the “Save” 
button. 
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After clicking on “Save”, you will be taken to the next 
screen where we will continue the scheduling process.

1. Arrow number 1 gives us the option of starting the 
meeting now.  While we know we have scheduled it 
for a later date, there may become a time where it
becomes necessary to start a meeting before the
scheduled time. This is where you would be able to
do that.

2. Add to – clicking this button will add the session you 
have created to your calendar to ensure you do not 
miss the enrollment and have easy access to the 
meeting link.

3. Copy Invitation – clicking on “Copy Invitation” will 
copy that long web address to your clip board, along 
with pertinent information that you can paste into an 
email for your client.  It includes date and time of the 
meeting, meeting link, phone number to call in (if 
necessary) and much more.  This option is very 
helpful in composing the invitation to enrollment 
session for your client.

4. Arrow number 4 points to the scroll bar. Move this
bar down to see more configuration options.

3.
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There are 4 more options available on this screen and
are discussed below.

1. Delete this Meeting – clicking on this option will bring 
up the following window and allow you to delete the 
meeting you have created.

2. Save as Meeting Template – Clicking on this option 
will bring up the following window and allow you to 
save your configuration as a template you can use to 
create new meetings with the same settings, at a 
different point in time.  

3. Edit This Meeting – Clicking on this option will take 
you back to the configuration screen we previously 
discussed and allow you to make any changes 
required, before saving and getting the updated 
“Copy Invitation” link.

4. Start Meeting – Clicking this option will start your 
meeting now.

1. 2. 3. 4.



Your meeting has been scheduled.  To verify it has been 
set up, 1. Click on the “Zoom” button and then click on 
the 2. “Meetings” button to bring up the window 
pictured below.

3. Arrow number 3 shows us the meetings that have 
been scheduled and the dates & times they are set 
for.  You can start the meeting at any time when you 
and your client are ready, by pressing the “Start” 
button that sits to the right of the meeting “Topic”  
You also have the option of deleting meetings from 
this window by pressing on the “delete” button.

4. Now that you have verified that your meeting is set 
up correctly, you can click on the “Schedule a New 
Meeting” button to set up the next one you have 
been assigned.

3.

1.

2.

4.

This screen, “Meetings” should really be your “hub” 
when creating new meetings or starting meetings 
already scheduled.  It has quick access to all meetings 
in your queue and allows you to schedule new ones.  To 
access this page when you first start or from any page 
within the website, click on the “meetings” tab to be 
take to this meetings page.



Now that we have our meeting scheduled, lets go back 
to the configuration page and get the information we 
need to send out our invitation to our client.  To do so, 
click on the title for the meeting “topic” you have just 
created.  The title will be in blue text.

This will take us back to the meeting setup page.  Click 
on the blue text that says “Copy Invitation”

This opens up the “Copy Meeting Invitation” window 
and shows us what text we are copying.  It introduces 
us, states the time and date, includes the link to the 
meeting, phone numbers to call in, and more.  Click on 
the “Copy Meeting Invitation” button to copy this 
information onto your clipboard.



With the necessary information copied to your 
clipboard, “X” out of the window and open up your 
email client so you can send out the invitation to your 
client’s email.

Insert the client’s email address and type in a subject.  
“Enrollment Session for ClientName” should be just
fine. In the body of the email, right click your mouse 
and choose “paste” to insert the Zoom meeting 
invitation.  Looking at the invitation, you will see that
the wording is very generic. It may be beneficial to add 
in a quick introduction of who you are and what they 
can expect from the meeting in this introduction, 
before you send it. Once it is written and sent, you are 
finished scheduling the enrollment meeting.

The rest of this tutorial covers how to log into Zoom 
and run your enrollment session, including all the 
options and settings available to you.  It will cover how
to begin a session, enable/disable video and sound,
how to chat with the text chat option, send files, share 
your screen, remotely control your clients computer, 
and more.



To begin, navigate to www.zoom.us and log in; this 
process is discussed earlier in this tutorial in steps 6 & 7.
Click on the “Meetings” tab to go to your list of 
scheduled meetings, choose the session you will be 
running and click on “Start”.

You will be taken to the following screen and if you 
have ever used Zoom on your computer before, you 
will be prompted to “Open Zoom Meetings”.  If you 
have not used Zoom before, click on the “download & 
run Zoom” link so we can install Zoom on your device.

http://www.zoom.us/


If you needed to “download & run Zoom”, you will see 
the program download on the lower left side of your 
screen.  Once it completes, double click on the 
downloaded file to install and run Zoom.



Once you see a square “pop up” on your screen, you 
know the program is running and that your session will 
start soon. 

The following 2 screens will appear on your computer 
and will allow you to better communicate with your 
client.  Let’s look at and discuss both screens on the 
next page.



The screen on the left gives you the option of setting 
up and testing your microphone and speakers for the 
video call, by clicking the options highlighted by the 1st

blue arrow.  If you do not have a microphone or 
speakers built into your computer, you can use your 
phone, by clicking on the phone call tab, above the 2nd

blue arrow.
The 3rd blue arrow highlights the buttons that will start 
your audio options and will allow you to turn on your 
camera, if you choose to do so.  It is optional to have 
your camera on during the Zoom meeting.

1
2

3



When the meeting begins, you will see a rectangle, like 
the one below, that shows the meeting participants 
and displays the video of anyone who chose the option 
to have video.  Clicking on the “maximize” square on 
the Zoom window will open up the “chat box” and 
allow you to text with your agent and send files back & 
forth.

Clicking the “maximize” square here, will open up the 
Zoom program to full screen and provide us with many 
more options.



The options available in the maximized Zoom window 
appear at the bottom of the screen and are pointed out 
with our blue arrow.  Depending on your computer 
browser and version of Zoom, these options may 
appear at the top of your screen instead of the bottom.

❖ The 1st button we see is “Participants”.  If you click 
on this button, you will see who is on the Zoom call.

❖ The 2nd button is “Chat”. Clicking on this button will 
open the “chat” area that you see on the right hand
side of the screen.  We can use this chat window to 
send text messages & files back and forth during our 
meeting.

❖ The 3rd button is called “Share screen” and will allow 
you to show your client what you see on your screen 
or view what they are seeing on their screen, if 
there happens to be any difficulties in 
communicating what is happening in your session.

❖ The 4th button “Record” allows you to record your 
session with your client and save that recording to 
your device.

❖ The 5th button “reactions” gives you access to 
certain emojis you can use during your conversation, 
if you so wish.



The picture below shows us what we will see when we 
click on the “participants” button.  We can see the 
names of the people online and whether or not they 
have their microphone on or muted, and whether or 
not they have their video camera turned on.  We can 
also chat from this screen in the chat box provided at 
the bottom right of the screen, underneath the list of 
participants.

Clicking on the “share screen” button will allow the licensed 
agent helping their client to see what is on the agent’s screen.  
It works the same for the client’s screen if you want to see 
what they are looking at.  As you can see, when we click this 
button, we are presented with several options.  We can share 
everything on our screen or just a specific program; like our 
web browser.  You will see from the example below that we 
have the option of sharing any program we currently have 
running on our device.  If you only want your client to see 
what you are looking at on your web browser, simply highlight 
the icon with your web browser and select “share”. If you 
prefer to share everything on your screen, select screen. 



When you are sharing your screen, you will see a green 
bar at the top of your computer screen with the ID 
number of your Zoom session.  This lets you know that 
your screen is being shared.  Just to the right of the 
green bar is a “Stop Share” button.  Clicking this button 
lets you stop sharing your screen with your licensed 
agent at any time.

Clicking on the “Reactions” button gives you access to 
some emojis you can use during your video chat.  They 
are nice to have, but aren’t necessary for your meeting 
with your client.

Throughout the course of your Zoom video meeting, it 
is possible that a situation arises where you would 
prefer it if your client could be present with you, to 
show them exactly where to click to continue with their 
enrollment and ensure the enrollment process is 
completed correctly.  
While the current pandemic may restrict your client 
from physically being with you, we do have the option 
of allowing you to temporarily take control of your 
client’s session and show them exactly where to click.  
Let’s explore this option further.



To begin, have your client share their screen with you, 
as we discussed earlier in this tutorial.  Afterwards, 
have them hover their mouse over the “green bar” and 
they will see the menu pictured below appear.  They 
will see different options available, many of which we 
have already covered, with just a couple of new 
options.  Have them hover their mouse over the 
“remote control” option and choose “Give 
Mouse/Keyboard Control to:” you by left clicking their 
mouse on your name.

Once they do this and you accept control, you now 
have the ability to control their mouse and keyboard as 
if you were sitting right next to your client.  You both 
have the option of discontinuing access to their 
keyboard and mouse at any time by clicking on the 
“abort control” button (shown below).  This will cease 
your ability to remotely control their computer and this 
ability can only be restored by going through the same 
steps we previously used to share control, as we did in 
the steps above.



During the course of your enrollment session, it may 
become necessary to share a document with your 
client, or he/she may need to share a document with 
you.  If this happens, simply open a chat window (by 
moving your mouse to our options bar at the bottom of 
the screen) and clicking on “chat”.
From the chat window, click on the word “File” and 
choose the option that will take us to where your file is 
located.  If you have the document stored on your 
computer, for example, then choose “Your Computer”.

Navigate to the location of your file and choose “open” 
to upload it to your client.  In the example below, you 
can see that we want to share the document named 
“Life insurance info” that is located on our desktop.  We 
navigate to “desktop” then highlight “life insurance 
info” and click on “open”.



Once we click on “open”, the document will begin to 
upload and be accessible to your client.  If your client 
needs to share a document with you, they will go 
through the same process and their file will become 
available to you, in the chat window.  To view any 
document they send you, simply double click on the file 
when it appears in the chat window, as pictured below.

Once you have finished enrolling in your benefits session, 
you have submitted your choices for your coverage and 
you have answered all questions your client may have 
about their coverage; it will be time to end your online 
Zoom session.  You will terminate the video call and you 
will see the “leave meeting” window pictured below.  
Once you see this window, your session is over and you 
will no longer have any access to your client’s device, 
their screen, or any of their stored files.  You can end the 
Zoom program from your side by clicking on “leave” or 
by just pressing the “X” on the “leave meeting” window.



If you need find you need further assistance, please call 
Barrett Insurance Services at (866) 902-8239 or email us at 
info@barrettinsurance-services.com and we can answer any 
questions you may have

mailto:info@barrettinsurance-services.com

