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Operating instructions for the Zoom client 

(Note: If you do not want to use the Zoom client, as an alternative, you can also log in via the web 
browser at uni-augsburg.zoom.us by clicking the option “Agree and log in” without having to install 
Zoom. There is also a video tutorial available on the it.WiWi website which focuses exclusively on the 
web browser.) 
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Installing the Zoom client 
1. Enter the following URL in the web browser: uni-augsburg.zoom.us. You will be directed to the 

following page. 

 

 
 

2. Click „Zustimmen & Anmelden“ 

 

http://www.uni-augsburg.zoom.us/
https://www.uni-augsburg.zoom.us/
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3. Now log in with your RZ login and your password.  
4. After you have successfully logged in, your profile overview will open. Here you can download 

the Zoom client at the top right of the screen under “Resources”.

 

 

5. You will be directed to the download page. Here choose the “Zoom Client for Meetings” 

download. Once the file has been downloaded, run it. 
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6. After the program has been successfully installed, the Zoom client opens: as an employee of the 

university, you have a professional license. 
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Migrating a Zoom account 
 

To log into the “Zoom UniA” Zoom account, you must log in using single sign-on (SSO). If you have 
already set up a Zoom account using your university email, this message will be displayed when you 
log in: 

 

 

 

Now click “Switch to the New Account”. You will then be asked to confirm the switch to the new 
Zoom account. You will receive an email from Zoom with the following content: 

 

 

Now click “Switch to the New Account”. Now you are a member of the “Zoom UniA” account. 
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Functions in the Zoom client 
 

1. „New meeting“: 
Here you start a new meeting as the host.  

The following bar with various options appears in the meeting at the bottom of the screen.  

 

If you click the “Participants” button, you can view current participants, as well as set further 

participant-related settings for the meeting.  

 

These icons are confirmations which can be used by participants and which can be viewed by 

everyone by using the „Reactions“ Button. 

 

You can add new persons by clicking the „Invite“ button in the „Participants“ tab. You can 

either click the invitation link or copy and send the meeting ID and password. Participants 

can join the meeting via the link without having to enter a password or an ID provided as far 

as they have logged into Zoom. 

 

 

2. „Join“: 
If you click “Join”, you can join a meeting which is already underway. You will be asked to 

enter the meeting ID or the name of the personal link. 

 
If the meeting is password-protected, you must then enter the password. Alternatively, if you 

have received an invitation link, you can also join the meeting by clicking this link. You do not 

require a password for this. 
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3. „Schedule“: 
The following settings menu opens when you click “Schedule”. We recommend you set the 

settings displayed in the screenshot as the defaults. 

 
 

These settings show a one-off meeting. The following options are displayed allowing you to 

define the start and duration of the meeting. If you want to schedule a regularly recurring 

meeting, click the checkmark beside “Recurring meeting”.  

 

4. Advanced settings and explanation: 
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Waiting Room approval: 

All participants are initially placed on a waiting list and must then be added to the meeting 

manually by the host. This feature is useful for events in small groups as it enables the host 

to retain full control over who joins the meeting. 

 

 
Allow participants to join before start time: 

Enables alternative moderators to start the meeting without the host having to be present. 

In addition, participants can join the meeting before the host does provided they have the 

login data (link or ID and password) for the meeting. 

 

Mute participants upon entry: 

This option sets all participants who join your meeting to mute, irrespective of their audio 

settings. 

 

Only authenticated users can participate: 

Always select this option as this allows you to ensure that the participant at least possesses a 

Zoom account and that not just anybody can join the meeting using the login data. Students 

also log in via SSO with their RZ login. This means that every student has a university Zoom 

account and does not have to create one themselves. 

 

Automatically record meeting in the cloud: 

If you are recording the meeting, you can publish the meeting afterwards e.g. on Digicampus. 

Please observe all of the University of Augsburg's stipulations and instructions with regard to 

data protection! 

 

Alternative hosts: 

Here you can appoint alternative hosts. These moderators then have host authorizations but 

they cannot, however, save the meeting that you yourself have created as the host with their 

own meetings. Alternative moderators can start the meeting using the meeting ID or the 

invitation link if you have activated the “Participate before the host” option. When adding 

alternative moderators, the correct spelling of the email addresses should also be observed. 

For some staff, you may have to write the initial letters of their names in uppercase if adding 

alternative moderators does not work straightaway. 
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Activate chat and screen transfer functions: 

If the chat function is not activated in your meeting, please check your profile settings. 

 

1. In the Zoom client, click „Settings“ (cogwheel).

 

2. Now click “Profile” on the left-hand side of the menu and then “View advanced features”. 

This opens a page in your web browser.
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3. Here click “In Meeting (Basic)” to get to the appropriate settings. 

 

 

4. Ensure that the “Chat” function is activated as it is here in the screenshot so that 

participants can use the chat function in your meeting.
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5. Scroll down further to find the screen sharing function. 

 
You can either activate this feature exclusively for the host or for all participants, depending 

on the requirements of your event.  

 

 


