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Quick Zoom Guide 

Joining the call 

At the scheduled time, click on the link provided by email and follow the instructions on the screen. 

If you are using a PC or laptop the link will open using your internet browser you do not need to 

have a Zoom account or downloaded App to do this.  

If you are using an ipad you need to have the Zoom App downloaded – if you don’t already have it 

you will be prompted to do this when you click on the link 

View 

Once you have joined you should see the others on the call on your screen. 

If you see one person in a big picture in the middle and a few people in little pictures at the top, you 

can click on (or touch if on an ipad) ‘gallery view’ and you will see everyone in little pictures on the 

screen together – this means you can see everyone on the call at once. 

If you are on a PC or laptop the button will be at the top right of the 
screen and looks like this: 
 

 

If you are using an ipad, touch the screen and the button will appear 
near the top left of the screen and looks like this: 
 

 
 

Controls 

If you are using a PC or laptop the toolbar is at the bottom of the screen and looks like this: 

 

If you are using an ipad, touch the screen and the toolbar will appear at the top of the screen and 

looks like this: 

 

 

Below is a quick guide to the controls you might need to use: 

Icon Guide 

 

Microphone: If it looks like this your microphone is on. 
 
To mute, click on the icon (or touch it on an ipad) and a red line will appear 
through it as below. To avoid feedback on the microphones try to stay on 
mute unless you want to speak. 
 
The host can also put you on mute. 
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Icon Guide 

 

Muted microphone: If it has a red line through it like this your microphone is 
on mute and others can’t hear you. 
 
To turn it back on just click on the icon (or touch it on an ipad). 

 

Video: If it looks like this your video is on and others can see you. If you want 
to turn it off just click on the icon and a red line will appear through it as 
below. 

 

Video off: If it has a red line through it like this your video is off and others 
can’t see you. 
 
To turn it on, just click on the icon (or touch it on an ipad). 

 

Chat function: (you get this icon if you are using a PC or laptop – if you are 
using an ipad, see the next box below). This allows you to use text to message 
other participants on the call. 
 
Click on the icon and the chat window will open on the right hand side of the 
screen. You can use a drop down arrow to choose to send a message to 
everyone on the call, or to send a message to a specific person. This might be 
useful if you are having technical problems you need help with but you don’t 
want to interrupt. 
 
If you receive a message when the chat is off, a red circle will appear on the 
icon, and you can click on it to read and reply to the message. 

 

More buttons: If you are using an ipad you need to click on this button to see 
the option to open the chat function described above. The chat then appears 
in the middle of the screen. 

 

Leave call: click to leave the call. 

 

Troubleshooting 

Losing the Zoom call 

If you click out of the Zoom window by accident you can go back to it by clicking on the ‘Zoom’ tab at 

the bottom of your screen on a PC or laptop, or if you are using an ipad by pressing the home button 

twice and selecting the Zoom window. 

If you are using a PC or laptop sometimes if you click out of the call then the Zoom screen appears in 

a small box on top of your other windows like the one below. If this happens click on the green 

‘expand’ arrow and you will return to the full screen version. 

  

If you accidentally leave the Zoom call or you have problems with your connection, you can go back 

to the original link and click on it again to rejoin. 

 


