
A Brief Introduction to Using Zoom 
Zoom is a video conferencing application that allows all participants to see each other, present 
powerpoint and videos, share documents, participate in breakout groups and a host of other 
useful functions.  
 
Connecting to Zoom 

1) Cost. It is free to participate in a zoom meeting. You will need to sign up form a free 
account at zoom.us  Use your first and last name as this will show up when you 
participate in future meetings. 

2) Equipment. You can participate in Zoom on any device with an internet connection, 
camera, and microphone.  

3) Software. You will need to download the zoom app at zoom.us or using your device’s 
app store. Keep the app up to date as well as the operating system on your device as 
Zoom is improving its service constantly. 

4) Internet Speed. Your Zoom experience is largely determined by the speed and reliability 
of your internet connection. It is helpful to turn off your email and browser applications 
as well as any other application that uses an internet connection. 

5) No or slow Internet? You can still join by phone in a voice-only capacity. 
6) Special Headphones. As long as your device has a camera and microphone you will be 

able to use those and the Zoom app will ask for your permission to access the camera 
and microphone. Depending on the age and type of device, you may improve 
performance noticeably with a headphone and mic designed for digital devices. 

 
Participating in Zoom Meeting 

1) Mute. When you are not talking it helps everyone to keep your microphone on mute. 
You can mute your microphone and change other audio settings at the left side of the 
bottom control panel (click on the carrot symbol) and also next to your name on the 
participant panel if you have that open. 

2) Video. You can control your video settings at the left side of the bottom control panel 
and also turn your video on or off next to your name on the participant panel. 

3) Screen View. At the right of the top control panel you can switch between gallery view 
which will automatically size all of the participant videos to fill the screen, or a speaker 
view which will make the current speaker larger than all the other participants.  

4) Participant Screen. By clicking on the participant button on the bottom controls you will 
open the participant panel on the right side of your screen (you can move this if you 
wish). In addition to audio and video control, you can raise your hand, answer yes or no 
on a question and a number of other actions.  

5) Chat Screen. By clicking on the chat button on the bottom controls you will open the 
chat panel on the right side of your screen. This will allow you to send a message to 
everyone or to one individual. All chats will be recorded and can be shared following the 
meeting. The Chat and Participant panels can both be open at the same time. 


