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STEP

3
STEP Type in Meeting ID number in the box and click blue

"Join" Button
111 222 3333
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STEP

5
STEP

How to Zoom
Go to zoom.us

Click on "Join A Meeting"

Click White "Open" button

Click on mute/unmute button at the bottom to talk.

Click 
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Zoom Sessions
E T I Q U E T T E  F O R  

J O I N  T H E  S E S S I O N  I N

A  Q U I E T  R O O M

M U T E  W H E N  Y O U  A R E

N O T  S P E A K I N G

B A C K G R O U N D  N O I S E S

C A N  B E  P I C K E D  U P  I N  A

Z O O M  C A L L .  P H O N E

C A L L S  &

C O N V E R S A T I O N S  C A N  B E

H E A R D  B Y  E V E R Y O N E  I F

Y O U  A R E  U N M U T E D .

W H E N  T H E R E  A R E  A  L O T

O F  P E O P L E  O N  A  Z O O M

C A L L ,  E V E R Y O N E  T A L K I N G

A T  O N C E  C A N  B E  L O U D .

R A I S E  Y O U R  H A N D  O R

W A V E  B E F O R E  Y O U  S P E A K

W H E N  Y O U  W A N T  T O

S P E A K  R A I S E  Y O U R  H A N D

O R  W A V E  S O  T H A T

E V E R Y O N E  G E T S  A

C H A N C E  T O  S P E A K

D U R I N G  T H E  S E S S I O N .

S T A Y  M U T E D  D U R I N G

V I D E O S  A N D  M U S I C

W H E N  P E O P L E  A R E

U N M U T E D  W H I L E  V I D E O S

O R  M U S I C  A R E  P L A Y I N G

I T  C A N  B L O C K  O U T  T H E

S O U N D  F R O M  T H E  V I D E O

A N D  B E  D I S T R A C T I N G  T O

O T H E R S .

D O N ' T  I N T E R R U P T

O T H E R S  

I T ' S  I M P O R T A N T  T O  L E T

E V E R Y O N E  H A V E  T H E I R

T U R N  T O  S P E A K .   W A I T

U N T I L  T H E Y  A R E  D O N E

U N T I L  Y O U  S P E A K .   

B E  Y O U R S E L F  A N D

H A V E  F U N

 



C L I C K  " A D D  I M A G E "  O R

" A D D  V I D E O "  A N D  O P E N

T H E  P I C T U R E  Y O U  W A N T .

Add Zoom Background

(Laptop/Desktop)

H O W  T O  

S T E P  1
C L I C K  S M A L L  A R R O W

N E X T  T O  S T A R T / S T O P

V I D E O  B U T T O N

I N  T H E  M E N U ,  C L I C K

" C H O O S E  V I R T U A L

B A C K G R O U N D "

T O  A D D  A N  I M A G E  T O

U S E  C L I C K  T H E  +  B U T T O N

S T E P  2

S T E P  3 S T E P  4

S T E P  5
C L I C K  T H E  B A C K G R O U N D  T H A T  Y O U  W A N T  T O  U S E  A N D

C L O S E  T H E  W I N D O W  B Y  C L I C K I N G  T H E  ' X '  B U T T O N .



Annotate (Laptop)
H O W  T O  

S T E P  1
C L I C K  G R E Y  " V I E W  O P T I O N S "  A T  T H E  T O P  O F

T H E  S C R E E N

S T E P  2

S T E P  3
U S E  T H E  O P T I O N S  T O  D R A W / W R I T E  O N  T H E

S C R E E N

I N  T H E  M E N U  C L I C K  " A N N O T A T E "



T A P  T H E  B L U E  D A S H  ( - )  I N  T H E  R I G H T  C O R N E R  O F  T H E

P A R T I C I P A N T S  V I D E O .

S T E P  1

W H E N  Y O U  W A N T  T O  S E E  T H E  V I D E O S  A G A I N ,  T A P

T H E  B L U E  C A M E R A  B U T T O N  I N  T H E  B O T T O M  R I G H T

C O R N E R  O F  Y O U R  S C R E E N .

S T E P  2

Hide your video when 

watching a movie (Laptop)

H O W  T O  



How to Use Chat on Zoom:
 
 Laptops

02
STEP

In the Chat box, click

"Everyone" to choose

who to send the

message to.

Type your message

and press the "Enter"

key on your laptop to

send the message.

04
STEP

Click the "Type

Message Here" text

box.
03
STEP

01
STEP Click "Chat" in the

meeting controls bar.


