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PART 1:

INTRODUCTION
Congratulations! You've taken the first step
to easily and confidently participate in Zoom
meetings. Whether you've used Zoom before or
you're new to the platform, this guide will help
you become comfortable with virtual meetings
and the Zoom platform.

What's Covered in This Guide
This guide includes everything you need to
know to participate in Zoom meetings. It has
been structured in the same way you would
participate in a Zoom meeting – from getting
ready before your meeting, to leaving the
meeting when it’s finished, and all of the steps in
between.
We’ve included step-by-step instructions with
screenshots so you can easily use this guide
during a real-time Zoom meeting. We’ve also
included “pro” tips along the way to make using
the Zoom platform even easier!

A Few Considerations Before You Get
Started
Before you get started, there are a few
important things we’d like to share with you.
1. Information Included in This Guide - At the
time this guide was created, we used the most
up-to-date information available. However,
as updates are made to the Zoom platform,
the screenshots included in this guide may
look slightly different than what you see in
Zoom. Although the platform may look slightly
different, the steps to set up and use Zoom
generally remain the same.
2. Zoom Plans and Pricing - Using the Zoom
platform to participate in meetings is free. This
guide focuses on helping you participate in a
Zoom meeting. It does not include information
related to setting up a Zoom account to host a
meeting, account features, or pricing plans. For
more information about Zoom pricing plans and
account features, please go to zoom.us/pricing.
3. Zoom on Different Devices - The screenshots
and instructions included in this guide primarily
focus on using the Zoom software on your
computer. There may be slight differences
when using Zoom on the mobile app. However,
many of the same functionalities exist in both
environments.
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PART 2:

GETTING SET UP FOR A
ZOOM MEETING
Getting set up properly is a critical part of a successful virtual
meeting. We’ve outlined the five steps you can take before you
participate in a Zoom meeting to feel prepared.

1. Download Zoom
You can use Zoom to participate in video conferencing from your
phone or your computer. If it’s your first time using Zoom, you will
either need to download the Zoom mobile app on your phone or
download the Zoom software on your computer.

• Computer – When you click on the Zoom meeting
link provided to you by the host of your meeting, the
Zoom software will automatically download. You can
also install the software by going to zoom.us and
downloading Zoom Client for Meetings.

• Phone – Access your mobile app store and search for
“Zoom Cloud Meetings.” Follow the instructions provided to
download and install the app on your phone.

Pro Tip: Use Zoom for Free
To join a Zoom meeting, you do
not need to create an account.
You can join a meeting as a
participant using the Zoom mobile
or desktop application if you are
sent a meeting link or meeting ID.
You can also create a basic Zoom
account for free where you can
access more settings and features.

2. Confirm and Adjust Your Zoom Settings
Check and set up your Zoom settings before your meeting to
make sure your audio and video are working properly and you
have selected your setting preferences.

• Sign in to Your Account – If you have a Zoom account, you
can access your settings by signing into the desktop or
mobile application. Once you have adjusted your settings in
your account, they will remain set for future meetings.

• Adjust Settings During a Meeting – You can also adjust your
settings during your meeting. Click the arrow beside the
microphone icon in the toolbar at the bottom of the meeting
window to access your audio settings and the arrow beside
the video icon to access your video settings.

Mute

Stop Video
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3. Set a Meeting Reminder
Set an alarm on your phone or a meeting reminder in your
calendar for at least five minutes before your Zoom meeting.
This is particularly helpful for meetings that don't happen on a
regular basis or if you only have one meeting during the day.
It's easy to get caught up in what you're doing and lose track
of time. Setting a reminder will ensure you don’t miss any
meetings and will give you a few minutes to get yourself set up.

Pro Tip: Open Meeting Materials
in Advance
Open any documents you will
need a few minutes before your
Zoom meeting. If you want to
share a document with others on
your screen, having it open will
help your meeting run smoothly
and efficiently.

4. Set up Your Workspace
Before your Zoom meeting, make sure your space is set up
in a way that will help you focus. If possible, find a dedicated
workspace with good lighting, a comfortable chair, access to
a power outlet, and a strong Internet connection. Clear your
space or desk of clutter and potential distractions so you can
give your full attention to the task at hand. If there are other
people around, let them know when you will be in a meeting
to help avoid disruptions.

Pro Tip: Set up in a Quiet Space
If possible, try to find a quiet space
with minimal background noise
and distractions. Also, remember
to silence desktop notifications and
your phone before your meeting.

5. Be Aware of Your Background
Prior to your Zoom meeting, check your background to see if
there's anything personal you don’t want others to see. Remove
anything from your background that might be distracting. You can
also set up a virtual background in your video settings. To use this
feature, your device will need to meet the system requirements,
so make sure to test using a virtual background before your
Zoom meeting.

Pro Tip: Show a Video Preview
Before Joining a Meeting
In your video settings, select
“Always show video preview dialog
when joining a video meeting.”
With this setting, you can double
check what others will see before
you join your Zoom meeting.
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PART 3:

HOW TO JOIN A ZOOM MEETING
There are a number of options available to join a Zoom meeting. Your meeting host will send you
a link you can use to access your meeting. Your meeting host may also send you a meeting ID and
password to use when logging in.

1. Join a Meeting Using the Zoom Desktop Application (Recommended)
To use the desktop application, you must have Zoom downloaded on your computer. See page 2 of
this guide for more information on how to download Zoom.
1. To join a Zoom meeting, click on the link provided by the meeting host. The link will look
something like: https://us02web.zoom.us/j/86873977648

2. Y
 our Zoom desktop application will
automatically open. Click on
“Open zoom.us” when prompted.

3. Click on “Join With Computer Audio”
so you can hear the conversation and
use your microphone during the Zoom
meeting.

4

5

The Ultimate Zoom

Participant Guide

Alternatively, you can use your phone’s audio.
Click on “Phone Call” to view the dial-in
information.

2. Other Ways to Join a Zoom Meeting
Join the Meeting Using the Mobile App – To join a meeting through the mobile app, you must have
the Zoom Cloud Meetings app installed on your phone. If you are using the mobile app to attend
a Zoom meeting, you can click on the meeting link sent by your host, which will launch the mobile
app. Alternatively, you can open the Zoom Cloud Meetings app and enter the Meeting ID and a
password provided by your host.
Join the Meeting by Phone – If you don’t have a microphone on your computer or you can’t connect
to the Internet, you can join a Zoom meeting via teleconferencing. The meeting host will need to
provide you with a number you can use to call in.
Join the Meeting Using Your Browser – If you are unable to download Zoom on your computer, you
can access a Zoom meeting using your browser. Click on the Zoom meeting link provided by your
host, click “launch meeting” and then click “join from your browser.” By joining the meeting from
your browser, you will not have access to all of the Zoom participation functions.
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PART 4:

WHAT TO DO ONCE YOU
JOIN A ZOOM MEETING
Once you join a Zoom meeting, there are six immediate steps you
can take to set yourself up for success.

1. Start or Stop Your Video
Sharing your video can improve communication and establish a
connection with the other meeting participants. Using video allows
others to see your body language and facial expressions, which
can result in more effective communication and engagement. If
you don’t feel comfortable being on a video call, you can always
choose to keep your video off.

1. To start sharing your video, click the “Start Video” icon in
the toolbar at the bottom of the meeting window.
Start Video

2. To stop sharing your video, click the “Stop Video” icon in
the toolbar at the bottom of the meeting window.
Stop Video

Note: If your video doesn't appear right away after you join the
meeting, check the toolbar at the bottom of the meeting window
to see if your video is started.
If your video is off, your name will appear in your video box
instead of your video.
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If you and all other participants have not yet started video sharing,
a meeting information screen will appear instead.

Pro Tip: Use Video Wisely
If for any reason you need to step
away for a few minutes during
your call, turn your video off to
avoid causing any distractions.
Also, for some meetings, video
may not be appropriate due to
the nature of the meeting.

2. Mute and Unmute Your Audio
Consider muting your microphone if you are not speaking. This
ensures unwanted and distracting noises are kept to a minimum
during your Zoom meeting.

Mute

1. To mute your microphone, click the “Mute” icon in the
toolbar at the bottom of the meeting window.
2. To unmute your microphone, click the “Unmute” icon in
the toolbar at the bottom of the meeting window.
		
Note: The meeting host may mute everyone’s
microphones to make sure there isn’t too much
background noise during the meeting.
In your audio settings, you can also select “Mute microphone
when joining a meeting.” This setting allows you to join a meeting
without making any noise, which is especially helpful if you
happen to be running a few minutes late.

Unmute

Pro Tip: Use Headphones
If possible, wear headphones or
earbuds when you’re in a Zoom
meeting. Using headphones
can make it easier to hear what
everyone is saying.
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3. Set up the Participants Panel
Use the Participants Panel to see a list of all the participants who
have joined the Zoom meeting.
1. Click the “Participants” icon in the toolbar at the bottom of
the meeting window.

2. A panel will appear on the right side of your meeting
window.

In the panel, you will see:
• The total number of meeting participants;
• The name of each person who has joined the
meeting;
• Non-verbal participation icons; and
• An option to mute your audio.
3. To close the Participants Panel, click again on the
“Participants” icon in the toolbar at the bottom of the
meeting window.

4. Check Your Display Name
Once you have joined your Zoom meeting, check that the name
you want to use is appearing properly. Displaying your name is
particularly helpful with big groups so the meeting host can call
on you to speak (and isn’t calling on “NKOV23” to speak ).
1. To check your name, click on the “Participants” icon in the
toolbar at the bottom of the meeting window.
2. In the Participants Panel, hover over your name and click
“More.”
3. Then click “Rename.”
4. Enter the new name you would like to show in the
Participants Panel.
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5. Access the Participant Chat Box
Use the participant chat box to type a message or question to the
group or a specific participant during the Zoom meeting.
1. Click the “Chat” icon in the toolbar at the bottom of the
meeting window.

2. A chat box will appear on the right side of your meeting
window. If the Participants Panel is already open, the chat
box will appear at the bottom of the Participants Panel.
3. Choose who you want to send a message to by clicking
the “To:” drop-down list.
• To send a message to all meeting participants at
the same time, select “Everyone.”
• To send a message just to the meeting host or a
specific participant, select their name from the
drop-down list.

	Note: When the chat box is first opened, the default setting
is to send a message to everyone.
4. To close the chat box, click again on the “Chat” icon in the
toolbar at the bottom of the meeting window.
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6. Select From Different View Options
There isn’t a right or wrong layout to use in Zoom. Choose the
layout based on your own personal preference. The following view
layout options are available for Zoom meetings.
1. G
 allery View – This view allows you to see all meeting
participants at the same time.
To use this layout, click the “Gallery View” button at the top
of the meeting window.

2. Speaker View – This view shows you the person who is
speaking in the main video box. All other participant videos
appear across the top of the meeting window.
To use this layout, click the “Speaker View” button at the
top of the meeting window.

3. Full Screen – To enter full screen mode, click the
button in the top right of the meeting window.
To exit full screen mode, click “Exit Full Screen” in the top
right of the meeting window.
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PART 5:

HOW TO ACTIVELY PARTICIPATE IN A
ZOOM MEETING
Effective virtual meetings require interaction and engagement. You can use these tools to be an
active participant in Zoom meetings.

1. Give Non-Verbal Feedback
When you have an in-person meeting, it’s easier to pick up on non-verbal cues. This becomes a
bit more challenging during a video call. To help your meeting run smoothly, use the non-verbal
feedback icons available in Zoom to raise your hand and show the group you want to speak or give a
thumbs up to let others know you like or agree with what they said.
The participation icons also allow you to provide visual cues and
non-verbal feedback during the meeting.
1. Click the “Participants” icon in the toolbar at the bottom of
the meeting window.
2. The Participants Panel will appear on the right side of your
meeting window. At the bottom of the Participants Panel,
you will find a series of icons.
3. Click on an icon to have it appear beside your name in the
Participants Panel.
4. Click on the icon again to remove it from beside your
name.
	Note: The icon will remain beside your name until you or
the meeting host remove it. You can only have one icon
active at a time.
5. To access additional icons, click “more.”
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Participation Options:
– Click “raise hand” to let the meeting host or presenter know you would like
to speak or respond to a question.

– Click “yes” to indicate you agree or “no” to indicate you do not agree to a
question asked.

– Click “go slower” to let the meeting host or presenter know you would like
them to slow down or speak more slowly. Click “go faster” to indicate you are
aware of the information and the meeting host or presenter can move on.

– Click the “thumbs up” icon to indicate you agree or the “thumbs down” icon
to indicate you disagree.

– Click the “clap” icon to show your approval for something that was said or to
thank a presenter for sharing.

– Click the “mug” icon to indicate you need a break.

– Click the “clock” icon to indicate you have stepped away from the meeting
for a moment.

12
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2. Use Reactions
You can also use participant reactions to provide non-verbal
feedback during a Zoom meeting.
1. Click the “Reactions” icon in the toolbar at the bottom of
the meeting window to see the reaction options.

2. Click the reaction you want to use. Once clicked, the
reaction icon will appear in your video box.
	Note: When using reactions, the reaction icon will
appear in your video box for several seconds. It will then
automatically disappear. You do not need to re-click the
icon unless you want to share a new reaction.

3. Use Screen Sharing
Use the screen sharing function to share your screen, a
whiteboard, or a specific document with the group.
1. Click the “Share Screen” icon in the toolbar at the bottom
of the meeting window.
2. A window will appear where you can choose whether to
share your desktop, a whiteboard, or a specific document if
it's already open. Select the option you want to use, then
click “Share.”
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3. A screen sharing toolbar will appear at the top of your screen.

Note: The screen sharing toolbar will disappear after several seconds. To re-open the toolbar, move
your mouse over the green meeting ID bar.

Screen Sharing Toolbar Options:
• New Share – Click the “New Share” icon to re-open the window where you can select whether
to share your desktop, a whiteboard, or an open document. Choose a different option for
sharing with the group.

• Pause Share – If you click the “Pause Share” icon, other participants will continue to see your
screen in the state it was when you pressed pause. You can then move your mouse around,
add annotations, open other documents, etc. without other participants seeing what you are
doing. Click “Resume Share” to continue sharing your screen.

• Whiteboard – If you are sharing a whiteboard, clicking the “Whiteboard” icon will open the
annotation toolbar. For more information about using the annotation toolbar, see pages 15 - 16.

• Remote Control – Click the “Remote Control” icon and select from the drop-down list a
meeting participant to whom you would like to give control. To remove control from the
participant, click “Remote Controlled” and then click the “Abort Control” button.

• More – Click the “More” icon to open a list of additional screen sharing and meeting options. In
this list you will find an option to “Show Names of Annotators.” When you share your screen, a
whiteboard, or a document, other participants can add annotations. To see which participant is
adding each annotation, select this option. Their name will appear beside their annotation for a
few seconds after it's added.
4. To stop sharing your screen, click the “Stop Share” button.
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4. Access Annotation Options
If the meeting host or another meeting participant shares their
screen or a whiteboard, you can share your ideas with the group
by using the annotation toolbar.

1. At the top of the meeting window, click the “View Options”
drop-down list and select “Annotate.”

2. An annotation toolbar will appear at the top of your
meeting window.

3. Use the options provided in the toolbar to add content to
the whiteboard or document being shared.

• Click the “Mouse” button to use your mouse cursor.
• Use the “Text” button to create a new textbox and
type comments on the screen.
• Note: A text cursor will appear where you
click. You will not be able to move the text
after writing it, so place the cursor in a location
where you want to add a comment. The
person sharing the whiteboard or document
can select and move the content around for
you. This applies to all annotations you add.

• Click “Draw” to see options for shapes or lines you
can use to draw on the shared screen.
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• Click “Stamp” to select a type of stamp you would
like to add to the shared screen. Once selected,
click a location on the screen where you would like
to add the stamp.

• Use the “Arrow” button to identify something on the
shared screen you want to point out to the group
or facilitator. Click on the screen in the location
where you want the arrow to appear. When you
click in another location, the arrow will move to
that location. Use the drawing or stamp function to
leave a permanent arrow.

• Click the “Eraser” button to erase specific content
(i.e. text, drawing, stamp, or arrow) you have added
to the shared screen.
• Note: You can only erase content you have
added and can't erase content added by other
participants.

• Use the “Format” button to change the colour of
your annotations, line width, and font size, as well
as bold or italicize your text.

• Use the “Undo” and “Redo” buttons to undo or redo
your last action.

• Click “Clear” to remove all annotations you have
added.

• Click “Save” to save an image of the shared screen
to your computer.

5. Participate in a Breakout Room
Breakout rooms allow groups to split up and have separate small
group discussions during the meeting, then come back to the
main meeting session.
1. The meeting host or presenter will invite you to join a
breakout room. When they do, a message will appear on
your screen asking you to join the breakout room.
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2. Your main session window will close and
then a message will appear indicating
you are joining a breakout room.

3. A new meeting window will open and
a message indicating you are in the
breakout room will appear.

4. In the breakout room, use the toolbar at the bottom of the
meeting window to access the same functions as you had
in the main meeting session, such as muting audio, video
sharing, the participants panel, screen sharing, chat, and
reactions.
5. If your breakout group has a question or needs assistance
from the meeting host or presenter, click the “Ask for Help”
icon in the toolbar at the bottom of the meeting window.

6. A message will appear on your screen
asking if you would like to invite the host
to your breakout room for assistance.
Click “Invite Host.” A note will appear at
the bottom of the message box stating,
“The host has been invited.” Once the
meeting host or presenter has joined
your breakout room, the note will
change to, “The host is currently in
this room.”
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7. During your breakout session, the
meeting host or presenter may send
a message to all breakout rooms, for
example, to provide a warning for the
amount of time left for small group
discussions. The message will appear at
the top of your meeting window.
8. To leave the breakout room and rejoin the main meeting
session, click the “Leave Breakout Room” icon in the
toolbar at the bottom of the meeting window.

9. A message will appear asking if you
would like to leave the breakout room
and return to the main session. Click
“Return to Main Session.”
	Note: If you click “Leave Meeting,” you
will not return to the main meeting
session and will instead exit the Zoom
meeting entirely. If you do not wish to
leave the breakout room, click “Cancel.”
	Breakout Room Ended by the Host: The
meeting host or presenter may also
close the breakout rooms after the
allotted time for small group discussion.
A message will appear letting you know
the breakout room will close in 60
seconds and you will be returned to
the main session automatically. If this
happens, click “Return to Main Session.”

10. When you leave the breakout room, the
session window will close and a message
stating you are returning to the main
session will appear.

18
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11. The main Zoom meeting session will
re-open and a message indicating you
are in the main session will appear.

6. Participate in a Poll
The meeting host or presenter may use a polling function to ask the group a question and see the
group’s responses.
1. When the meeting host or presenter
sends a poll to the group, the
question and response options
will appear on your screen.
2. Click your response from the
options provided.
3. Once you have selected your
response, click the “Submit”
button.
4. After you have submitted your
response, the poll window will
disappear.
5. If the meeting host or presenter
shares the poll results, the poll
window will appear showing the
percentage of participants who
chose each response option.

7. How to End Your Meeting
1. To exit a Zoom meeting, click the “Leave Meeting” icon
in the toolbar at the bottom of the meeting window.
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PART 6:

FIVE TIPS FOR WORKING REMOTELY
Our team has been working remotely for many years, and we love it! The tips below have helped us
to transition from a physical office to a virtual team environment. Try them out, and let us know how
they work for you!

1. Avoid Online Meeting Fatigue
As online meetings become more common, you may start to experience what’s called “Zoom
fatigue” – feeling exhausted or emotionally drained after attending several virtual meetings. To
prevent this from happening, consider using the tips below:

• Hide Your Own Video – When you have an in-person meeting, you don’t have the added
stress of constantly seeing yourself and dissecting every facial expression you make. However,
when you join a Zoom meeting, you will automatically see your own video, which can feel
in the top right of your video box and select “Hide
uncomfortable. To hide your video, click
Self View.” Although you can no longer see your own video, other participants will still see you.

• Shift Your Focus – During in-person meetings, you’re probably used to looking at only one
or two people at a time, looking away, doodling, etc. During a virtual meeting you might feel
like you can’t shift your gaze and have to be “on” during the whole meeting. While it’s good to
maintain eye contact, remember that it’s normal and okay to look away or shift your focus to
something else while continuing to listen.

• Schedule Breaks Between Meetings – Without needing to build in travel time, you might find
you have more meetings in one day. While this allows for efficiency, it’s important to schedule
and take breaks between meetings. If you have a day full of meetings, try to schedule your
meetings 10-15 minutes apart to give yourself a chance to get up, grab a snack or stretch, and
set up for your next meeting so you can refocus and feel prepared.

2. Use Non-Verbal Communication
Although your screen can feel like a barrier between you and the other people in your virtual
meeting, you can use the same kind of body language as you would during an in-person meeting
to show others you’re listening. Non-verbal cues that help demonstrate to others you’re engaged
include your posture, smiling, and nodding your head. Remember to also use the non-verbal
feedback functions in Zoom like the clapping hands or thumbs up reactions to show your support
for what others are saying.
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3. Set a Routine
It’s important to keep a daily routine that gets you ready and in the right headspace for work. Even
when you’re working from home, set an alarm early enough so you have time to get ready for the
day. While it might be tempting to wear your pj’s all day, maintaining your morning routine and
getting dressed for work signals that it’s time to focus and can help shift your brain into work mode.
Try replacing your daily commute with a walk before starting your workday to give yourself time to
prepare for a new day. Maintaining these routines can help you set clear boundaries between work
time and personal time.

4. Schedule Your Day
While your calendar is a great tool to keep track of your meetings, it’s also a great tool to boost
your productivity. At the start or end of each week, prepare a list of the tasks and goals you want
to accomplish in the coming week. Once you have your list, try to estimate the time required to
complete each task. Schedule blocks of time for each task into your week. Schedule time just before
lunch and/or at the end of each day to respond to emails so you can stay focused on your goals
throughout the day.

5. Practice Self-Care
Without a clear end to the workday and clear boundaries between work and home, some people
find they end up working longer days when they work from home. While this may mean you’re
super productive, it’s important to practice self-care so you don’t feel burned out. If you work with
a team, it might be helpful to have a regularly scheduled check-in meeting at the end of the day to
review what was accomplished, prepare for the next day, and signal the end of the workday. You can
also use an alarm to remind yourself it’s time to start wrapping things up and send those last emails
before you end your workday.
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