
 

Using Zoom 
Installing Zoom 
Zoom is a web-based video-conferencing tool that enables users to attend meetings online, with or 
without video.  A Zoom account is not required to join a meeting, but it is recommended that users 
download the Zoom app before joining a meeting to ensure a smooth user experience. 

To download the Zoom App, visit the Download Center. Otherwise, you will be prompted to download 
and install Zoom when you click a join link. 

You can also join a test meeting to familiarize yourself with Zoom. 

 

Joining a Meeting 
The host of the meeting will send you an invitation that will include the join link, meeting ID, password 
(if applicable), and phone number options in case you need to call in to the meeting.  To join the 
meeting: 

1) Click the join link or copy and paste it in your browser 
2) If you already have the Zoom App, you will be prompted to open it.  If you do not have the App, 

you will be prompted to download the Zoom App.  If the download does not work, you can click 
on the “run from browser” option at the bottom. 

3) Once the app is opened, you will choose to join using the computer audio/video. If you 
encounter issues with using your computer audio, you can also call in to the meeting using the 
phone numbers provided. NOTE: If you are unable to access a computer with camera for the 
meeting but would like to attend via audio only, your host will likely provide a dial-in for audio-
only participants.  

4) You will be asked to provide your name before entering. NOTE: Please be sure to enter your full 
name when prompted. This will help the moderator manage participants. 

If you are unable to join via the direct link, you can also visit https://zoom.us/join.  Here, you will need 
to input the meeting ID and password (if applicable).  Once this information is confirmed, you will be 
taken to step 1 above.  

 

Entering Waiting Room 
The Waiting Room feature allows the host to control when a 
participant joins the meeting. Not all meetings will use this feature. 
If Waiting Room is enabled, attendees cannot join a meeting until a 
host admits them individually. Participants will see the following 
screen when joining a meeting with Waiting Room enabled: 

https://zoom.us/download
https://zoom.us/test
https://zoom.us/join


 

Participating in a Meeting 
Once you’ve entered the meeting, you should be able to see and hear other participants and your 
screen should appear similar to this: 

 

From this screen, there are a variety of options you can choose to adjust. The red numbers provided in 
the image are for instructional purposes only, they will not appear on your screen.  

Audio Options 

For large meetings, you may be muted upon entry.  To mute/unmute yourself, click the mute icon on 
the bottom left (#1).  You can also click the arrow next to the icon to adjust other audio options. 

NOTE: In most professional meetings, participants should keep themselves muted until they are ready to 
speak. 

Video Options 

To turn your camera on or off, simply click the video icon (#2) to toggle it. 

You can adjust the way Zoom displays participants by selecting the view options in the top right corner 
(#3).  “Speaker View” will focus the camera on whoever is speaking, whereas “Gallery View” will display 
everyone on the screen at once.  For larger meetings, you may need to choose an additional option to 
display up to 49 participants on screen. To do so: 
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1. Click on the arrow next to the video icon (#2). 
2. Select “Video Settings” 
3. Click the box next to “Display up to 49 participants in gallery view” 

To share your screen, you can select the “share screen” icon (#4) in the middle of the toolbar.  This will 
prompt you to select which screen or tab you want to display for others to view.  In some meetings, this 
option may only be reserved for the host.  

Other Options 

If you have a question and don’t want to interrupt the speaker, or if your mic is broken, you can still 
“chat” with others using the chat option (#6). The message will show up in a chat box on the right. 

To see other participants, use the “participants” icon (#5).  From this panel, you can also “raise your 
hand” by clicking the button at the bottom of the panel.  This will signal to the host that you have a 
question. 

 

Leaving the Meeting 
Once the meeting is over, you can click “leave meeting” (#7) which will allow you to exit.  You may 
receive an automated thank you email or survey request afterwards as well. 

 

For additional questions or resources, visit https://support.zoom.us/hc/en-us. 

https://support.zoom.us/hc/en-us

