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Zoom Guide For Participants 

 

 
1. Download  Zoom  

 

We recommend that you download Zoom a minimum of 1 day prior to the webinar to 
ensure that you are prepared ahead meeting.  Download options can be found here.  

 
2. Joining a video conference or webinar  

 

a) Click on the web link you will have been provided by the meeting organiser – this is a 
unique link to the specific meeting (note it will be the same link for recurring meetings). 
Sometimes a dialogue box will open prompting you to ‘Open Zoom’, which you’ll need to 
click on. 
 

b) The meeting will start once the host has joined, if the host has selected this function 
when organising this meeting. 

 
c) You will be asked to join with computer audio and be given the option to test your 

speakers and microphone – both of which you’ll need. Audio quality is best via a 
headset.  

 
d) Once in the meeting, you’ll be given the option to join via video. You can switch this off if 

you wish to.  
 

e) It is standard practice for the host to pre-mute all attendees into the webinar before 
joining the call. If you want to contribute to a discussion make sure your microphone is 
unmuted. When not speaking please go on mute to minimise background noise; click on 
the microphone icon to mute / unmute. 

 
f) If you are unable to speak during a discussion (e.g. if there are a lot of people on the 

call so it’s hard to make yourself heard) you can use the ‘chat’ function to type in a 
question / make a point – this function is at the bottom on your meeting box). You can 
send messages to the whole group or privately to individuals. You can also share 
reactions if you want to express yourself without interrupting or if it’s difficult to be heard 
(at the bottom of the main screen) or use the ‘raise your hand’ option in ‘manage 
participants’.  

 
g) Participants are strongly recommended to use a headset rather than relying on 

computer audio microphone as this makes it easier both to hear other contributors and 
will make your contributions clearer / easier for other participants to hear. 

 
h) You also have the option to join the call via telephone. This is useful if your internet 

connection is poor. Click on the arrow next to the microphone icon on the bottom bar 
and select ‘switch to phone audio’. Dial in using the number and passcode given in the 
pop-up. Make sure that your PC audio is muted if using this.  

 

 

https://zoom.us/download
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3. Troubleshooting 
 

No audio 

 Check your microphone is unmuted 

 Check your computer has speakers / headset port if using 

 Check that your computer is unmuted. 
 
 
Poor audio  

 A headset is strongly recommended to cut down on feedback and echo 

 If hosting the meeting, ask all participants to mute when not speaking in order to 
minimise background noise. There is an option for the host to mute everyone. 
 
Troubleshooting Resources 

 You can watch this great video on how to use Zoom as a participant: 
https://www.youtube.com/watch?v=hIkCmbvAHQQ 

 Visit the Zoom troubleshooting page: https://support.zoom.us/hc/en-
us/sections/200305593-Troubleshooting 

 

https://www.youtube.com/watch?v=hIkCmbvAHQQ
https://support.zoom.us/hc/en-us/sections/200305593-Troubleshooting
https://support.zoom.us/hc/en-us/sections/200305593-Troubleshooting

