


With the COVID-19 pandemic keeping many agents, buyers, and sellers in their homes, the need for 
social distance meetings has risen exponentially. The real estate market hasn’t stopped moving, which 
means agents everywhere must find a way to move with it, or stop doing business. 

Zoom is an online platform that quickly rose to the top of the heap when it came to connecting with 
people virtually, allowing many to continue meeting with clients virtually. 

This guide is meant to show you the ins and outs of Zoom so that you can continue to do business. 
Not only do we need to adapt to these uncertain times, but we need to embrace technology so we can 
leverage it and use it to its fullest advantage. 

Even once the threats of the pandemic have passed, the technology that agents are currently taking 
advantage of aren’t going away. They are going to change this industry, and agents need to change with 
it!

What is Zoom?

Zoom is a web-based video conferencing platform that allows multiple users to meet virtually. Whether 
it’s teleconferencing, webinars, distance education, or social relations, this cloud-based service will 
allow you to meet with clients for listing appointments, virtual tours, educational sessions, and even 
sale closings.  

Available on almost all types of devices, Zoom can be used in multiple ways and places to fit your needs, 
and is usable on all operating systems – PC, Mac, Linux, iOS, and Android.
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Types of Zoom Accounts

Basic account

The basic account is free, and allows you to host up to 100 people, though there is a 40-minute meeting 
duration cap for meetings that have more than 2 people (yourself and one other person). 

Pro Account

Pro Account has a monthly fee, and allows up to 100 participants, and there is a very generous meeting 
duration limit of 24 hours. While listing appointments don’t take quite that long, the pro account gives 
you peace of mind — you never have to worry about a time limit when talking with potential clients. This 
gives you plenty of time to answer questions and discuss details. 

TIP: When first getting started with Zoom, it might be a great idea to start with a basic account and 
use it with family and friends. It’s a chance to try it out and practice using all the settings and controls, 
and then once you have a good handle on how it works, switch over to a Pro account.

Business Account

The business account is similar to the Pro account, also having a monthly fee, though you get up to 300 
participants, and also with the 24-hour meeting duration time. 

Education Account

The Education account will allow you to host meetings with up to 500 participants, and once again, 
offers the 24-hour duration for meetings. There is also a monthly fee with this plan, but for anyone 
hosting a seminar to discuss real estate market tips or other educational type settings for a potentially 
large number of people, this plan is a great option.
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Meeting ID and Password

For security reasons, Zoom requires 
both a meeting ID and a password to 
host and attend a Zoom meeting, to 
prevent others from accidently joining 
in on your meeting.

When another person hosts a Zoom 
meeting and invites you to participate, 
you are sent a link via email or text. 
To join the meeting, it’s as simple as 
clicking on the link, which then takes 
you directly to the virtual meeting 
room. The link will have the meeting ID 
and password built into it, so you won’t 
need to worry about having those, even 
though they are provided to you with 
the link.

Installing the Desktop/Device Apps

To start using Zoom, you will need to download the Zoom app. Click the “Download Zoom Client” 
found in the drop-down list under the RESOURCES tab found in the top right-hand corner. It should 
automatically begin downloading to your desktop or device.

 www.ThePowerProgram.com  · Page 4



Joining a Meeting as a Participant

When you open the Zoom app from your desktop or device, you will be given 2 options: to join a meeting 
or to sign in. If you have the meeting ID and the password already, you won’t need to sign in before you 
join the meeting. 

Simply enter the Meeting ID and password, and you will be instantly ushered into the virtual meeting. 
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Using the Meeting Control Panel

The person hosting the meeting will ultimately have control over the video and audio settings. They can 
mute everyone, which may be necessary as background noise can become very distracting. Participants 
can also mute themselves and use the Push-to-talk feature (pressing the spacebar down while speaking).

There is a chat box option as well, so if the meeting host has everyone muted during the presentation, 
participants can ask their questions in the chat. This can be very useful so you, as the host, can go 
through each question and answer it in order, avoiding the clamor of other attendees interrupting or 
everyone trying to talk at once.

You also have the option to turn your video off (“Stop video”), which gives you the option of showing 
either just your name, or a static picture of you.

“Reactions” allow you to react to what the speaker is saying without using voice or the chat box. These 
little icons allow for engagement to what the speaker is saying, so you can give the thumbs up in 
agreement, or cheer etc. It’s a fun and non-invasive way of interacting without interrupting.  
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Using the Microphone and Video Settings

In this virtual meeting room, your controls as meeting host will give you full control of how you are seen 
and heard on this platform. 

One neat feature that Zoom has is a virtual background, which is similar to green screen technology. It 
can be useful if you want to hide what’s behind you, but it should be said that some virtual backgrounds 
can look a little like traveling through the Twilight Zone or being in the Matrix, so choose your virtual 
background with care to avoid creating a lot of distraction for your potential clients. 

It is a good idea to use the “test microphone” feature so you know that your microphone is working 
properly, but also to see how you sound using Zoom. You can adjust the settings to make sure your voice 
doesn’t sound fuzzy or play with the volume levels.

It’s a good idea to take some time to play around with the microphone and video settings before you 
have a meeting with a potential client so that you are familiar with how it works. You can either tinker 
with the settings by yourself or have a friend on the other end of the meeting to practice with. 
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Using Gallery and Speaker Views as A Participant

You can set the Zoom meeting to two different views, which can be set by individuals according to 
their personal tastes. Gallery view will show thumbnail pictures (the tiny images of everyone’s video) 
of everyone in attendance, and a little yellow box will appear around the thumbnail to indicate who is 
talking. There is also a speaker view, which will show thumbnails of everyone along the top or side but 
will feature whoever is speaking in a large box in the center.

You may prefer different options depending on what you are using Zoom for. If it’s conversational 
with a small group for a listing presentation, you might want to use gallery view to see everyone like 
you are sitting around a table, though you might select speaker view if you are running a Home Buying 
workshop with a large number of participants. 
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Zoom also has a “Share Screen” feature which will allow you to share whatever is on your screen with 
everyone in the Zoom meeting. This is an excellent way to share your listing presentation PowerPoint 
with your potential clients. The thumbnail videos of all participants will show up along the side of your 
screen, so you are still able to see them, and they are able to see you. 

These gallery strips can be resized to give you the option to see everyone in your group, though you may 
need to scroll up and down if you have a larger group.
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Scheduling Your First Meeting

Now that you have had a chance to play around with the settings and views, it’s time to schedule your 
first meeting! To begin, you are going to sign into the Zoom client from your desktop app. 

The “Host a Meeting” button is orange 
and easy to see on the front screen. To 
set up your first meeting, click this.
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When you create a meeting, you will be issued a meeting ID. When you send this to your client, it’s a 
lot like giving out your office address and saying, “Let’s meet in my office!” This ID is unique to you and 
comes with your account.
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If you have a couple of meetings in a day, booked back to back, you may run into an issue if the second 
person shows up early — they will enter the same room that you are in with your first client! However, 
this issue can be prevented. 

You can schedule a new meeting with a start time and date, and you can use a generated meeting ID that 
will be different than your personal meeting ID used for your first client. It will only be good for that 
specific meeting at that date and time. 

Zoom will also take time zones into consideration during scheduling, so when the link is sent to someone, 
the meeting time for their time zone will show up. 

You can also have this scheduled meeting automatically dropped into your calendar, and it will include 
the link to the meeting itself, so you don’t need to log into Zoom to begin the meeting. 

You also have the option of whether or not 
video and audio are on and off until the 
start of the meeting, which can be useful 
if you would rather not be heard or seen 
preparing for the meeting. 
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Advanced Options

There are even more options when it comes to creating a meeting which give you, as the host, even 
greater control over it. 

There is a “waiting room” feature that you can choose when setting up the meeting. When your 
participants begin joining the meeting, they will get a dialogue box that announces that the host will 
allow them into the meeting room soon. You can then click to let them into the virtual meeting room 
when you are ready.

You can give participants the ability to join before you, in case you are on the same team or you aren’t 
going to be the host, but were simply the one setting up the Zoom meeting.

You can choose to mute participants on entry, if you want to ensure there is quiet before you begin. This 
is useful for workshops or seminars to better catch the attention of everyone when you do begin. 

You can choose to have the meeting automatically recorded. The basic account will only permit you to 
record to your hard-drive, but the pro account will record the meeting to the cloud. You then have the 
option to share it. 
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Other Useful Tips

Zoom also provides several excellent tutorials for using Zoom and its many features, which we strongly 
recommend watching.

Passwords can be customized, though they might not necessarily be the most secure, but if you are 
concerned about making them easier for clients to remember, it can be a good option.

Recording the meeting is another feature that Zoom allows, though it would be wise to let the other 
people know they are being recorded, and that you can share the recording with them or they are 
welcome to record the meeting for themselves. You will see an icon next to your name that will indicate 
you are recording, and you will also be able to see who else is recording.

Phone cameras and tablets can be used for Zoom as well. The Zoom App can be downloaded to the 
device, but if you are doing a listing presentation, you may struggle with using the phone or a tablet. 
Also, virtual walk-throughs can be done with a phone, but be aware than the phone will shake quite a 
bit for anyone else on the call, so a simple fix is to invest in a small desktop tripod. 

It would be prudent to invest in some good quality tech tools. Using a phone is great for some things, 
but when it comes to the listing presentation, you are going to want a laptop. It is more professional, 
and with the “share screen” option, it makes your presentation that much smoother.  

When practicing, look at yourself on the screen to make sure you are centered properly, and have good 
lighting. Any backlighting such as a lamp or window behind you will turn you into a silhouette and your 
clients won’t be able to see you.
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Final Thoughts

This is your business. Technology isn’t going away after the pandemic is over, it’s only going to become 
more important in the real estate industry as time goes on. This new technological approach gives us 
more ways in which we can serve our client, so investigating and investing in your career is wise and 
setting you up for success.

Don’t let your fear or uncertainty get in the way of learning these new methods of conducting business. 
Take it one step at a time and be patient with yourself! Ask a friend to help you by being your test subject. 
Create a meeting and have your friend join you so you can practice with the settings and controls before 
meeting with clients, which gives you a chance to become comfortable with using Zoom. 

The most important thing to remember that these new ways of doing business aren’t just about surviving, 
but thriving no matter what the market throws our way.
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