Zoom Meeting: Participant Guide
You will need:
• An internet connection – broadband wired or wireless
• Headset/earbuds with microphone
• Webcam – built-in or USB plug-in
*TIP: If you use a headset or earbuds with a mic, be sure to plug those in to your computer
before joining the Zoom meeting.

Enter the Zoom Meeting
Your meeting host will provide the URL to the Zoom room.
NOTE: You will need to download and install the Zoom desktop application to use meeting
chat.
1. Enter the Meeting ID into the field. The meeting ID is the 9, 10, or 11-digit number
located in the meeting invitation or at the end of the Zoom meeting URL.
2. Click Join.
3. If necessary, follow the prompts to download and install the Zoom desktop
application.
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The Zoom meeting window is displayed. A menu bar containing participant tools appears
at the bottom of the Zoom meeting. This menu bar will appear and disappear as you roll
your mouse over the area. If a meeting is being recorded, an icon will appear at the top
of the window.
Audio and Video Setup
After launching the Zoom meeting, you will be prompted to join the room’s audio. Click
“join audio by computer.” Zoom allows audio participation through your computer’s
internal speakers, a headset, or a phone line.

Should you experience problems connecting your audio, click the arrow next to the
microphone icon in the bottom-left hand corner, choose “Audio Options”, then “Test
Computer Audio”.
Built-in and peripheral webcams will turn on automatically when the meeting launches.
If you need to change your audio/video input device, click the arrow next to the
microphone/camera icon and select the appropriate device.
To test your computer microphone and speakers, click the up arrow to the right of the
microphone icon and select Audio Settings.
Mute Yourself/Stop Webcam
To mute, click the microphone icon in the bottom-left corner. To unmute, click the
microphone icon again. Follow the same process to turn the webcam on and off.

Participants List
The participants list shows all the active members in the meeting. To open the participants
list, click “Participants” in the bottom menu. This will open a list on the right-hand side of
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the meeting screen. You can mute yourself or change your display name by hovering over
your name in the participants list.

Raise and Lower Hand
Let your instructor know you have a question by raising your hand. This will place a hand
icon next to your name in the participant list until you choose to lower it.

Remember to lower it once you are done intervening, as it won’t lower automatically.
Swap Screen
If you want to see the podium video (video of the meeting room) in a larger screen, you
can click on the icon to the left of the full screen icon, which should be located to the right
of the list of videos at the top.

SIMULTANEOUS INTERPRETING
Please select “interpretation” from the menu in the lower part of the screen and the
language you wish to listen to.
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Please leave it active throughout the videoconference / webinar so that you can listen to
the translated speech and questions asked by participants.

Share Screen (exclusively for Speakers)
Participants are able to share applications or documents using Share Screen. After
selecting “Share Screen”, Zoom will present a list of all active applications and available
desktops on your computer. You may also choose to share a whiteboard or iPhone/iPad.
When the screen is shared, the bottom navigation menu will move to the top of the screen.
To reposition the menu, simply click and drag.
NOTE: By default, screen share opens in full screen. If you have the participants list and
chat windows open (they will display on the right-hand side of the meeting), the windows
will be hidden in full screen. Either click “Exit Full Screen” in the upper right corner or reenable the windows by clicking “Manage Participants” and “Chat”.
The annotation toolbar allows participants to draw and make comments on the shared
screen. Your instructor may choose to disable this feature.
To end the screen share, choose “Stop Share”.
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Chat
Chats may be sent either to all members of the meeting or privately to specific individuals.
NOTE: If you enter a Zoom room after the meeting has begun, the chats received prior to
that time will NOT be available in the chat window.
To save the chat transcript, select the “More” menu and choose “Save Chat”. You may also
send the transcript to your email by choosing “Send File”.
Send a Message to Everyone
Click the Chat button in the menu bar to open the Chat panel.
Type your message in the Text box at the bottom of the panel.
Press Enter to send the message.
To save the chat transcript, click the More button at the bottom of the chat panel and
select Save Chat.

Send a Private Message
You can send a private message to a single person by clicking the down arrow in
the To: field and selecting the person's name from the list. The person's name will stay
selected until you click the down arrow again and select Everyone (In Meeting).
Joining and leaving a breakout room
When the host invites a participant to a breakout room the participant will receive the
message: “Invite to breakout”. The participant can either “Join now or later”. If the
participant clicks on Breakout room, he/she will be automatically moved to the allocated
room. If the participants selects to join later, the session will be there in a separate window
and the participant will be free to join it any time.
When leaving a breakout room the participant can either, leave the breakout room and
join the main meeting again or leave the breakout room and main meeting and close.
Nonverbal Feedback Icons
Nonverbal feedback icons allow you to indicate to the host that you have a question, let
the host know what you are thinking without interrupting the meeting, and respond quickly
to questions or prompts from the host. Nonverbal feedback icons include options for raise
hand, yes, no, thumbs up, away, and more.
Leave a Meeting
Click the Leave Meeting option in the menu bar to exit the meeting.
Click the Leave Meeting button in the confirmation dialog box.p
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