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Find link in 

email

Most often you will get the 

link in an email. Clicking it 

will launch the ZOOM 

application or give you 

the chance to download 

it if you don’t already 

have it.



Click open

Click open to launch the 

ZOOM software and join 

the meeting.



Waiting room

If you see this, you are 

connected but in the 

waiting room.

The host needs to admit 

you in.



Screen details

Your screen name shows 

in these locations if you 

have the Participants 

screen open.

If the host allows you can 

change your screen name 

if it does not name you.

Your screen name

Participants



Microphone 

mute

The microphone icon 

allows you to mute and 

unmute your audio.

The arrow allows you to 

select what device is your 

microphone and what is 

device is your speaker. If 

you can’t unmute your 

mic check to see if this is 

set wrong. Same for 

receive audio.



Camera

This button allows you to 

turn off/on your camera.

The arrow allows you to 

select your camera. If you 

have trouble turning on 

your camera check here 

to see if you have the right 

device connected.



Reactions

Clap or thumbs up.



Gallery View

When this option shows 

you are in gallery view. 

This view shows you all the 

participants in the call. 

The outline will show 

yellow when they talk.

To change to Speaker 

View click this button.



Speaker View

When the Gallery view 

option shows you are in 

Speaker View.

Speaker view shows you 

the picture of the person 

talking and a small picture 

of you.



Leaving the 

meeting

To Leave the meeting 

click on the End button.

A Leave meeting button 

will come up to confirm 

you want to leave the 

meeting. Click it.


