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PARTICIPANTS ZOOM MANUAL 
 
 

Using Zoom: Participating in a Meeting 
(accessing via computer app) 

 
Joining a Class 

1. All participants will receive an email from their instructor before the start of their first 

class with meeting information. This meeting information will have a link and 
Meeting ID which are the only things needed to join the Zoom meeting. If you follow 

the link directly, you won’t need the Meeting ID. You can also log in directly from 

zoom.us/join by entering the Meeting ID. Your link and Meeting ID will take you to 

your classroom for the duration of your workshop, so you can use the same info 

each week. 

2. When you click on the link or enter your meeting ID, you’ll be asked either to open 

the Zoom application or to download it if this is your first time on zoom. If you can’t 

download the app, you can choose ‘join from your browser.’ 

 
a. If for some reason the link isn’t working, open the Zoom app on your 

computer. When prompted, enter the meeting ID in the appropriate field. This 

will launch the meeting. 



 

 
 

2 

3. You’ll see a preview of your video, and a pop-up. Select ‘Join with Computer Audio.’ 

This will work for the vast majority of computers. If your computer requires a 

microphone and speaker (not common), you can test that equipment at this screen. 

 
 

Participating 

1. At the bottom left corner of the screen is a microphone icon and the word ‘Mute.’ 

This will mute you. We recommend doing this if where you are is noisy, if you’re 

outside, etc., as the background noise can be distracting. Just remember to unmute 

yourself before speaking. 

 
2. You can also toggle your camera on and off by pressing ‘Stop Video’ directly to the 

right of the ‘Mute’ button. It’s best for everyone to be able to see one another, 

though, so if possible, keep your camera on. 

3. If need be, you can utilize the ‘Chat’ function, which is directly to the right of ‘Share’ 

in the bottom center of the screen. You can directly chat your instructor or individual 

classmates. This will be helpful mostly to solve problems – if you can’t hear other 

participants or they can’t hear you, for example.  
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4. As long as you aren’t muted, you can speak whenever you’d like. But, if you’d like to 

‘Raise Your Hand’ to ask a question or make a comment, click ‘Participants’ at the 

center-left of the screen and then ‘Raise Hand.’ This will alert the instructor that you 

have something to contribute. Once you’re ready to ‘Lower Your Hand,’ click 

‘Participants’ again and then ‘Lower hand.’ 

 
5. At the top right corner of the screen, you have the option to choose between ‘Gallery 

View’ and ‘Speaker View.’ Gallery view will allow you to see all of your classmates at 

once (like below), while speaker view will show the person who’s talking at the 

center of the screen. Toggle between these to determine which you prefer. 

 
Gallery View 
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Speaker View 

 

Leaving 

1. Once the class is over, to leave the meeting, click ‘Leave Meeting’ at the bottom 

right. 

 

More Advanced Options: 

 

To enhance your appearance, click on the caret next to your camera and select “Video 

Settings” and then click the box for “touch up my appearance.” 

 

Your instructor may choose to allow you to share your screen with the class. In order to do 

this, you do need to allow Zoom to access your screen in your computer’s preferences. If 

this function is turned on, you can choose to share a screen or a document by clicking on 

“Share” at the bottom of your screen. From there, it will pull up what is open on your 

computer and you can select the screen you would like to share with the class.  
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(accessing from phone app) 
 

Joining a Meeting 

1. Download the Zoom app on your smartphone. 

2. In your invitation, click the link to join the meeting. If prompted, choose to open the 

meeting with Zoom. 

a. If for whatever reason the link doesn’t work, open the Zoom app and when 

prompted, enter the Meeting ID. This will launch the meeting. 

3. You’ll be prompted to enter your name. This will appear beneath your video for your 

classmates to see. 

4. At the bottom left of the screen, it will prompt you to ‘Call via Device Audio’ or ‘Dial 

in.’ Select ‘Call via Device Audio’ and next to it, touch the ‘start video’ icon if video 

doesn’t begin automatically. You are now sharing both audio and video with 

classmates. 
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Participating 

1. At the bottom left corner of the screen is a microphone icon and the word ‘Mute.’ 

This will mute you. We recommend doing this if where you are is noisy, if you’re 

outside, etc., as the background noise can be distracting. Just remember to unmute 

yourself before speaking. 

 



 

 
 

7 

2. You can also toggle your camera on and off by pressing ‘Stop Video’ directly to the 

right of the ‘Mute’ button. It’s best for everyone to be able to see one another, 

though, so if possible, keep your camera on. 

3. If need be, you can utilize the ‘Chat’ function, which is found by clicking ‘Participants’ 

at the bottom of the screen and then selecting ‘Chats’ from the bottom left of the 

resulting screen. This will be helpful mostly to solve problems – if you can’t hear 

other participants or they can’t hear you, for example. Before chatting, though, make 

sure that your audio isn’t muted. 

4. If you’d like to ‘Raise Your Hand’ to ask a question or make a comment, click ‘More’ 

at the bottom right of the screen and then ‘Raise Hand.’ This will alert the instructor 

that you have something to contribute. Once you’re ready to ‘Lower Your Hand,’ 

click ‘More’ again and then ‘Lower hand.’ 

5. The main view on the app will be ‘Speaker View,’ which will provide you with smaller 

images of your classmates and a larger image of the person speaking. If you’d like, 

you can swipe left on the screen to navigate to ‘Gallery View,’ which will allow you to 

see all of your classmates at once. This is a personal preference, so toggle between 

the two and see which works best for you. 

 

Leaving 

2. Once the class is over, to leave the meeting, click ‘Leave Meeting’ at the bottom 

right. 

 
TIPS & TRICKS 

 
1. Whenever you can, set yourself up to Zoom in a quiet place with few distractions, 

like a home office if you have one. If you are working with wifi, you may want to set 

yourself up to be as close to the router as you can be. 

2. Whenever possible, Zoom from inside rather than outside. Your mic will pick up a lot 

of ambient noise, like wind, if you are outside. 
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3. If you are having technical trouble, using the chat function is a great way to get a 

hold of your instructor.  

4. If you have headphones with a mic in them, that can be a great way to cut out extra 

noise and stay a bit more focused as well. 

 


