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HOW TO ZOOM 

(most other video services are similar) 

 

For more help with Zoom, go to https://support.zoom.us/hc/en-us  

JOINING A CALL 

1. Join Early.  If you haven’t used Zoom before, you should try to join the call at least a few 

minutes early so you have time to troubleshoot any issues before the call begins (see 

Troubleshooting section below for help). 

 

2. How to Join.  To join a call you will need either the link (which for Zoom may look 

something like “https://us04web.zoom.us/j/123456789” potentially followed by some 

more characters) or the Meeting ID which is a nine to eleven digit number; you may also 

need a Password, which should be included in the meeting details you were provided. 

 

a. If you have the link, click on it – it should open a browser window and begin to 

join you to the call (if you are using your iPhone, Android or iPad/tablet, 

download the Zoom Cloud Meetings app first) 

b. If that doesn’t work, try copying the entire link and pasting it into your browser as 

a site to visit, then hit the Return/Enter key 

c. If that doesn’t work, or you don’t see the link, go to zoom.us (or the Zoom app on 

your tablet/phone), click Join A Meeting, and enter the Meeting ID (see below).   

 

3. Connecting Your Audio.  When entering the call, you may be asked to Join with 

Computer Audio – click on it if you want to use your same device (computer, tablet, etc) 

for the audio (as opposed to separately dialing in by phone).  You may also be asked to 

allow some of your devices, like mic or camera, to be used. 
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4. Using Your Phone for Audio.  If you decide to dial in by phone for your audio (while 

using your computer, tablet or other device for your video), you should follow the dial-in 

directions you get when you connect to the video call (click on Phone Call tab at top 

when it asks what audio you want to use) or if you have already connected to the video 

call, then in the lower left click the up arrow to the right of the mic/headset icon, and 

choose Switch to Phone Audio.  The key is to get a specific Participant ID that you can 

specify when you dial in (after you provide the Meeting ID) - that way your phone audio 

will be directly linked to your video window in the call (which will make it easier for to 

administer and also work better when you speak).  If you dial in separately without using 

the Participant ID to link it to your video, make sure to MUTE the microphone on your 

video connection (lower left corner) and also SILENCE the volume on your computer 

speakers - otherwise you will generate feedback. 

 

5. Check your Audio and Video Connections.  Once in the call, check your audio and video 

connections – see the mic and camera icons in the lower left (upper right on some 

tablets).  Make sure your audio and video are turned on and your preferred microphone 

and camera devices are selected (on a computer, use the pull up arrows to right of the 

icons).  You can click these icons to turn your mic and/or camera on and off 

(muting/unmuting).  NOTE that the audio settings won’t work if you are using a separate 

phone for your audio and did not link it in step 4 above. 

 

6. Mute Yourself.  It’s a good idea to mute your mic whenever you are not talking, 

especially in large groups (if calling by phone, use *6 (“M” key) to mute/unmute).  

Remember to UNMUTE it when you want to talk! 

 

(see next page) 
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PARTICIPATING IN THE CALL 

(Note the directions below are primarily for using the Zoom application on your computer.   

Everything described below can be done also using a tablet or phone connection, but the way to 

do it will be a little different – usually starting by tapping on the screen and then looking for 

appropriate buttons or menus) 

 

1. Other Participants.  You can see who else is on the call by clicking the Participants icon 

in the bottom middle section (top right on some tablets/phones). 

 

2. Text Chatting. You can text chat to the group or a specific participant by clicking the 

Chat in the bottom middle section (on the phone/tablet app, go to Participants then click 

Chats at the bottom).  If there is a new chat you haven’t seen, the Chat or Participants 

icon will indicate it. 

 

3. Galley vs Speaker View.  You have two basic layouts you can choose most of the time.  

Gallery view shows all/many video feeds at the same size, Speaker view shows the 

currently active speaker video larger than others.  You can switch between them by 

clicking on "Gallery View" or "Speaker View" in the upper right (on tablet/phone, tap the 

screen and look on the left).  You might want to start with Gallery View to see everyone, 

and then at various points during the call when hopefully only one person is speaking at a 

time, switch to Speaker view so you can see the speaker better - it's up to you. 

 

4. Hiding Non-Video Participants.  To make sure your screen is only used for actual video 

boxes (i.e. to eliminate the empty gray or green "tiles" from people who only connecting 

via audio, and maximize the number/size of the videos you see), go to the lower left 

corner of your window, click the up arrow to the right of the camera icon, choose Video 

Settings, then in the new window make sure Video is selected on the left, and on the right 

scroll down until you see the setting "Hide non-video participants", and make sure it is 

checked.   This setting will apply to all calls you do from this device, so you may want to 

switch it back (uncheck it) when you are done with the call, as it can be helpful other 

times to see non-video participants so you know everyone who is on a call - though you 

can always check by clicking on the Participants button. 

 

5. Hang Up When Done.  ALWAYS REMEMBER TO LEAVE THE CALL WHEN YOU 

ARE DONE!  Otherwise your mic and camera may keep transmitting.  Click the red End 

Meeting or Leave areas (the host may also end the call for everyone). 

 

For more help with Zoom, go to https://support.zoom.us/hc/en-us 

 

(see next page)  
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TROUBLESHOOTING 

 

1. If you are having trouble connecting to the call or getting your audio or video to work, 

dial into the call using your phone.  You can use that as your audio connection and still 

use your computer or another device for video viewing and/or transmitting.  Make sure to 

mute the mic and/or turn down the volume on your computer to avoid a nasty feedback 

loop! 

 

2. Don’t use a virtual desktop platform like Adar/Nerdio (for LT Staff), Citrix, or others.  

Video calls generally don’t work, or work very badly, if you are connecting over a virtual 

desktop platform.  Instead, access from your computer directly, not through the virtual 

platform (i.e. minimize the window that is showing the virtual desktop, launch your 

browser directly, and join the call from there). 

 

3. Try using Chrome or Firefox browsers on a computer.  Video services generally work 

better over Chrome or Firefox. 

 

4. If you can connect to the call on your computer/device, but: 

 

a. Can’t hear others?  Make sure the volume on your computer/device is turned up 

and not muted.  If you are using a headset/earbud, make sure it is properly 

connected 

 

b. Others can’t hear you?  Use the mic icon in the lower left (upper right on some 

tablets) to make sure your audio isn’t muted and the proper mic device is selected 

 

c. Others can’t see you?  Use the camera icon in the lower left (upper right on some 

tablets) to make sure your camera is turned on and the proper camera device is 

selected 

 

d. Poor quality/jumpy video?  You probably are having bandwidth/connection 

issues.  Try moving to another area (if on wifi) or connecting your computer to 

the network via an ethernet (network) cable 

 

5. If all else fails, dial in by phone if a phone number and meeting information were 

provided in the meeting details.  Someone on the call may be able to help you get 

connected via video, or you can just participate via audio only. 

 

For more help with Zoom, go to https://support.zoom.us/hc/en-us 
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