
ZOOM Training
For Participants



Welcome ς

Virtual Meeting Etiquette

ωMute, so others do not hear your background noise

ωMinimize distractions ςvideo meetings have enough 
ōŀŎƪƎǊƻǳƴŘ ƴƻƛǎŜΣ ǎƻ ǇƭŜŀǎŜ ŘƻƴΩǘ ŀŘŘ ǘƻ ƛǘΦ  aŀƪŜ 
ǎǳǊŜ ȅƻǳΩǊŜ ƛƴ ŀ ǉǳƛŜǘ ǇƭŀŎŜΤ ǘǳǊƴ ƻŦŦ ǊŀŘƛƻǎΣ ¢±ΩǎΣ ŎŜƭƭ 
phones; relocate pets.  When un-muted and 
speaking, minimize the use of your keyboard.



These instructions all apply if using a PC, 
Laptop or MAC with keyboard and mouse.

If you are on a tablet, all functions are there; 
however you have to use the touch-screen to 
get to them.

Å Touch near the top or bottom of the screen to show task bars 
and menus

Å Slide to the left or right to display other screens

Å This is where POLLS will be displayed and where what the 
host is sharing via screenshare



Mute and Un-Mute

Click the 
microphone 
to mute and 
unmute

You can also mute yourself, then 
ǇǊŜǎǎ ŀƴŘ ƘƻƭŘ ǘƘŜ ά{t!/9έ ōŀǊ ƻƴ 
your keyboard ςwhile holding it 
you will be un-muted, release
and you will be muted again

/ƭƛŎƪ ǘƘŜ άϣέ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ƳƛŎǊƻǇƘƻƴŜ ǘƻ ŎƘŀƴƎŜ ǎŜǘǘƛƴƎ



Mute and Un-Mute

Click the 
microphone 
to mute and 
unmute

/ƭƛŎƪ ǘƘŜ άϣέ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ƳƛŎǊƻǇƘƻƴŜ ǘƻ ŎƘŀƴƎŜ ǎŜǘǘƛƴƎ



Start and Stop your VIDEO

Click the camera 
to turn your 
video on and off

ά±ƛŘŜƻέ 
meaning 

your camera



Start and Stop your VIDEO

Click the camera 
to turn your 
video on and off

/ƭƛŎƪ ƻƴ ǘƘŜ άϣέ ǘƻ ŎƘŀƴƎŜ ǾƛŘŜƻ ǎŜǘǘƛƴƎǎ



Speaker view vs Gallery View
This can be toggled back and forth depending on what you want to see

Click between Gallery (lots of faces) and Speaker view (your face small and 
whomever is currently speaking. 

Full screen view
Exit Full Screen


