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Overview 
 

Zoom is a video calling and videoconferencing app, like Skype, FaceTime, WebEx, GoToMeeting. 
Microsoft Teams. It’s very simple to use. 

 
Zoom can work in your computer’s browser: you do not need to have specific software installed on 
your device. 

 
You can access zoom on a device that has access to the internet (laptop, tablet, smartphone etc.) and 
the device must have a microphone and speakers or allow you to plug them in (for example a headset 
or a hands-free kit). You should also have access to an inbuilt camera or attachable webcam for 
others to see your face. 

 
You do not need a Zoom account to attend a course but if you want to have one, a Zoom Basic 
account is free. With this account, you can hold 1-2-1 meetings of unlimited duration (up to 24 hours). 
Meetings with three or more participants (i.e. at three or more different locations) will close after 40 
minutes, but you can click on the original meeting link to reopen the meeting. 

 

 

Using Zoom 
 

Please ensure you are in a suitable environment before entering a Zoom session. This space should be 

private. 
 

Test your internet and hardware capability before the meeting with this Zoom test link. It is 
important to do this, especially if you are using a work device: 

 

https://zoom.us/test 
 

 
 

N.B. This guide is based on the use of a computer. For all other devices the process is the same, but 

some of the icons on zoom may be located in different places on your screen. 

 
 

Step         Instructions                          Zoom 
 

1. If you have the Zoom 
app, login and click 
join. 

 
 
 

 
If you do not have the 
Zoom app, skip to Step 
3.

https://zoom.us/test
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2. Type in the Meeting ID 
provided in your course 
welcome email. 

 

Write your full name 
and make sure you do 
not tick “do not 
connect to audio” and 
“turn off my video”, 
leave these unticked. 

 

Click join. 
 

Skip to step 4. 
 

3. If you are logging in via 
your internet browser, 
please copy the 
meeting link into 
website address bare 
and press enter. 

 

You will then see this 
message pop up. 

 

 
 

The request for a 
password should 
automatically pop up 
after a few seconds, if 
not please relaunch or 
try a different 
browser. 

 
 
 

4.              You will now be 
prompted to type in 
the meeting password, 
do this and click join 
meeting. 

 

The meeting password 
would have been 
provided in your 
course welcome email.
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5.              Click on the Zoom link 
for your course and 
enter the password. 
You will see this 
dialogue box. 

 

 
 

Take the time to test 
your Computer audio if 
you want. 

 

6.              The course facilitator 
may message you 
whilst you are in the 
waiting room, to 
provide an update, 
before you are 
admitted into the 
course teaching room. 

 

7. When your Teacher 
admits you from the 
Waiting Room, please 
click on the blue button 
Join with Computer 
Audio. 

 

 
 
 
 

8. The functionality icons 
are at the bottom of 
the viewing screen. 

 

Once you are in please 
make sure your camera 
is switched on and your 
microphone is muted. 

 

You should be 
automatically muted 
upon entry to the 
course but if not please 
make sure you click the 
mute button.
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9. If you are having 
problems with your 
video, please check the 
settings by clicking the 
up chevron next to the 
camera icon. 

 

You may not have the 
correct camera 
selected. 

 

10.            If you are having 
problems with your 
microphone or sound 
output, please check 
the settings by clicking 
the up chevron next to 
the microphone icon. 

 

You can also test your 
speaker and 
microphone. 

 
 

 
11.            In the top right-hand 

corner of the zoom 
meeting screen you will 
see screen viewing 
options. The two 
options you have are 
Speaker view and 
Gallery view. 

 

Speaker view will show 
whoever is speaking as 
a larger picture with 
everyone else as small 
thumbnails, whereas 
Gallery view shows all 
participants in equal 
sized boxes. 

 

When the tutor is 
sharing their screen for 
presentation or video 
sharing purposes you 
will have that screen
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as a larger picture with 
all participants as 
smaller thumbnails. 

  

If you click on the 
unfinished box next to 
the different view 
options, you will be 
able to put Zoom into 
full screen mode. 

 

 

12.            If you click on the chat 
function at the bottom 
of the viewing screen, 
you will be able to send 
messages to the whole 
group or privately 
message individuals. 

 

13.            You will not be able to 
Share Screen or Record 
unless the Host passes 
these permissions onto 
you. 

 

If you are given the 
permission, the host 
will go through how the 
functionality works if 
you need it explained. 

 

Please be aware of the 
Reactions option. 

 

You can use “thumbs 
up” or “clap” 

 
 

14.            Click on the 
Participants icon to 
bring up the list of 
people in the session. 

 

15.            At the bottom of the 
list, you’ll find the 
option to Raise Hand.
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16.            This will place a blue 
hand icon alongside 
your name in the list. 
The course tutor will 
see this and know to 
give you space to ask 
your question. 

 

17. If you logged in and 
have not added your 
full name, you must 
rename yourself 
directly in the 
Participants list by 
clicking the More 
button alongside your 
name. 

 

 
 

At the start of the course, your tutor will spend five to ten minutes going through some housekeeping 

and best practice for zoom in order to achieve a positive learning experience. They may discuss further 

zoom functionality that may be needed for your specific course. 

 

If your internet drops out and you drop out of the meeting, please do not panic, just log back into 

the meeting and the facilitator will let you back in to the course from the waiting room. 

 
If you have any queries or concerns when testing your equipment prior to the start of your course, 

please contact the CEDU team at CPDevents@tavi-port.ac.uk 
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